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Create a Designated Space. Separate your work life from your home life. If you don’t have a dedicated  
office, carve out a quiet area in your home with natural light and minimal distractions like tv noise.  
Don’t forget a comfortable chair.

Get Out of Your Pajamas. Follow your routine. While you don’t need to put on a suit (or even jeans),  
getting dressed will help you mentally and physically prepare for the day. You’ll also be ready for that 
impromptu Zoom meeting.

Establish a Schedule. Without the structure of an office, it’s easy to forget what’s on your plate. Make a list  
of what needs to get done so you can be proactive, not reactive. You can even make time for breaks and to 
start a load of laundry.

Get Out of the House. Sure, fresh air does a body good. But having no commute or the need to pop out  
of the office to grab lunch means you can easily get into a cooped up rut. Make time to get outside, move  
your body, or take a walk.

Relocate Your Office. A change in scenery has been shown to boost creativity and productivity. So if you’re  
feeling uninspired, try working from another spot. Whether the kitchen table or your back patio, a switch can 
make a big difference.

Create Boundaries. It’s easy for your home life and work life to start blending together. You’re home so  
you might as well finish that spreadsheet, right? To avoid burnout, set “office hours” and step away from  
your desk and computer.

Have Kids? Give Yourself Grace. This is an unprecedented time for parents. Remember that it’s ok to feel 
overwhelmed or to allow more “screen time” so you can get work done. Nobody is judging you, just do the  
best you can each day.
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WORK FROM HOME
S U R V I V A L  G U I D E

If you’re used to an office environment,  
working from home has been a big adjustment.  

Use these reminders to achieve personal balance,  
greater productivity and keep going strong.


