
Working from home – tips, 
hints and considerations



Working from home

This can be a new 
experience for many 
workers and businesses. 

Trust is a two-way thing 
between Employer and 
Employee



Boundaries
Agree your working hours with 
your line manager and 
communicate these to your 
colleagues

Agree your deliverables, KPI’s 
or daily targets with your line 
manager.

If you have planned holiday 
time, ensure this is 
communicated to your line 
manager and colleagues.

Agree timelines for responding to 
requests from your colleagues, do 
not feel under pressure to respond 
immediately.

If children are implicated in your 
home working, agree childcare 
timings and responsibilities.

Test and make sure that all 
hardware, software and 
communication tools work 
before you need them.



Working Environment

Ensure you have set up 
an environment that is 
conducive to work

This can be a room or 
working space but must 
enable you to function in 
a work mode.

Check your Tech, trial 
with friends and family if 
colleagues are 
unavailable.

Health & Safety still 
applies at home, it is 
advisable that a 
workspace assessment 
is undertaken.



Working day

Create a daily routine and 
maintain regular working hours.

A morning routine will help you 
start your day, IE – A walk, 
Coffee, Turn on the washing 
machine.

Bear in mind your commute 
time, make positive use of it.

Set yourself daily, achievable 
goals and celebrate success.

Take regular breaks, just as you 
would in the workplace. 
Including screen time breaks.

Have a routine to closing the 
working day; i.e. – switch off the 
computer, go for a walk, etc.



Communication

Keep informal contact 
flowing – chat, email, 
text, etc.

Attend virtual meetings / 
conference calls. Make 
yourself heard.

Focus during online 
meetings, try not to get 
distracted (mobile, etc.)

Get face-time with 
management. Ask for 
feedback, provide 
feedback/ideas.



Isolation & Mental Well-being
Being “isolated” can impact your mental well-being and sometimes it is hard to remain positive and 
focussed – we recommend putting measures in place to alleviate potential mental health issues. 

Regular breathing 
techniques support 
calmness.

Be mindful and use 
mindfulness 
techniques.

Keep connected to 
colleagues, friends 
and family – talk 
regularly.

Regularly analyse
yourself and check-
in to see how you 
are feeling.

Ask for help, reach 
out to your HR 
Dept, friends or 

colleagues.



Training Opportunities

You are still entitled to 
company training or 
career enhancement.

Liaise with your Line 
Manager or HR to 
discuss training 
opportunities.

Most training providers 
delivery remote training 
sessions, so no need to 
attend in person.



Other Considerations

Even though you work remotely 
you are still entitled to Annual 
Leave.

If you are sick, call in sick. 
Working when sick is not good 
for you, your body is telling you 
to rest.

Be prepared for interruptions 
but try to limit them.

Manage other colleague’s feelings 
towards WFH, don’t allow these to 
impact you.

Make it personal, do what works 
for you and take advice from 
experienced home workers if 
you need it.

Have fun and enjoy your work, if 
you are not, speak to your line 
manager, don’t ignore it.



Collaborative Online Tools (there are many – here's a few)

Slack 
Skype (MS Teams)
FaceTime 
Zoom 
Dropbox 
Office 365
Google G Suite 
Blue Jeans 
Evernote

Citrix
Facebook Workplace
Linkedin
GoToMeeting 
Markup
Jira
Asana
Liquidplanner



Many thanks for 
listening..


