
  Working from Home
Maintain Regular Hours

1. Set a schedule and stick to it, get
up in the morning and complete
your normal morning routine. Set yourself a
start time and finish time. Having clear
guidelines for when to work and when to call it
a day helps many home workers maintain work-
life balance.

2. Breaks – take regular breaks, 2 shorter breaks
and a longer midday break for lunch, away from
your home work station, make a cuppa , go for
a short walk etc.

Communication

1. Take part in all the Skype meetings
that you are invited to, these
times are an excellent way to maintain team
relationships.

2. Make use of your ability to make telephone
calls using mobiles or Skype instead of sending
an email and waiting for a response. Talking to
your work colleagues is good for your mood
and mental wellbeing.

3. Ensure that all your contacts, team colleagues
are aware that you are working from home.

4. If there is a facility on your desk telephone to
forward your incoming calls to your mobile or
home telephone number, this will assist with
communication.

Arms relaxed and
by sides. Keep your
mouse close

Lumbar support of
chair comfortably
fits into low back

Hips either level or
slightly higher than
the knees

Screen straight in
front and
approximately at
arms length

Elbows at right
angles, forearms
just above level of
desk

Both feet
comfortably on the
floor or on a
footrest

Top of screen should be
level with your eyes
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Workspace

1. If possible, set aside a space in your
home for you to work in, this may
be a home office or simply use your dining
room table. Do not be tempted to use your sofa
or an easy chair in the living room.

2. Set up your workstation, you may not be able to
carry out a complete assessment but do
remember the main points as shown in the
below diagram. You may need to use books to
set up your screen to the correct height,
cushions to adjust your seat height etc.

3. Set some ground rules with the other folks in
your home who share your space when you
need to be working, they need to be clear about
what they can and cannot do
during your work time.

4. Tidy your space at the end of
the day and put your paper-
work away, this will discour-
age you from returning to
your workstation later in the
evening when your work day
has finished.
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Working from Home

Some of you may be well used to
working from home, but might find that in these
circumstances, the reality is different to what
you might be used to.  This may be because you
are sharing the space with other family members
or because you are now working at home
continuously rather than just on specific days.  In
each case, we encourage you to blend what has
worked well for you in the past, what might be
required in your own circumstances, as well as
the ‘general’ tips on this sheet.


