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Ten tips to help you 
work from home 
effectively

For a lot of us at Restore coronavirus has changed the way we 
work. Many of us were used to travelling into the office every day. 
Sitting at our own desks. Chatting to colleagues over a coffee. 
But now we have found ourselves at home. Working from our 
kitchens or dining rooms and sometimes without anyone to talk 
to. This is real culture change which is going to take some time to 
adjust to. Below are some useful hints and tips that will help you 
settle into home working: 

1.  Stay safe 

We want you to stay safe whilst you are working from home.  It is 
really important that you complete the Home Working Assessment 
for us. As well as the Home Working and Display Screen Equipment 
(DSE) courses on Safety Media. 

2.  Set your alarm 

This will help you keep a regular routine and make it easier for you 
when it’s time to come back to the office. Getting ready for work 
in the usual way also helps you to get into the right ‘work’ frame of 
mind for the day. 
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3.  Work your regular hours 

It is easy when you are working from home to do more hours than 
you usually would. You end up starting earlier or finishing later 
because you have ‘one more thing to do’. Try to stick to your normal 
working hours which give you structure to your day. 

4.  Take regular breaks 

Whether that is to make a cup of tea or to stretch your legs try not 
to be sat at your computer all day. It is easy when you are working 
from home to lose track of time. You can easily forget to eat lunch 
or take a comfort break, but these are essential for good health and 
wellbeing. 

5.  Have a dedicated place that you work 

There is usually a clear separation between your work life and home 
life. This is important in maintaining work-life balance. Not everyone 
has a home office to work from but if you can, set up a ‘work only’ 
area that you can walk away from each day. 
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6.  Keep in touch with your colleagues 

Try to speak to someone from work on the phone at least once a 
day. While you are working at home your usual social interaction in 
the office is gone. But this is an important part of your workday and 
is good for your mental health.

7.  Plan your day 

Give yourself a list of tasks you want to accomplish during the day 
as you would normally. Managing your time is going to be harder to 
start with if working from home is new to you but give yourself time. 
You will soon find a routine that works for you. 

8.  Set ground rules for people in your new workspace

Let those you share your home with know you are working. This is 
going to be harder if you have young children at home with you too. 
So, do not beat yourself up if you do not get everything done that 
you wanted to in a day. Just do your best! 
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9.  Stay away from distractions 

It may be tempting to have the TV or radio on in the background 
while you are working. But this is likely to distract you and you 
will lose your focus. To help you stay productive and keep your 
concentration it is important to keep those distractions to a 
minimum. 

10.  Relax in the evening 

If you find yourself reaching for your laptop or work phone, try 
not to however tempted you are. Ask yourself ‘can this wait till 
tomorrow?’. Evenings are for rest and relaxation and are a time to 
switch off from work. 


