Subject: Tips for Working at Home: Quick Tips

It can be difficult to stay engaged when we face changes to our daily activities – especially our work environment. We understand that working from home can bring new challenges and cause a shift to a space usually designated for relaxation, cooking, chores, kids and pets. Attached you will find a two-page tip sheet to help you get started and thrive while we are in this unusual work environment. 

Here are a couple highlights:
[bookmark: _GoBack]
1. Create a designated workspace away from the family common areas
1. Keep a running list of work priorities from highest to lowest
1. Stay connected to your team by using video conferencing
1. Set a schedule not only for yourself, but for your children as well
1. Maintain or establish time for self-care

Thank you for your hard work and patience during this new and challenging time!

Take care and stay well!
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Working remotely can be a much different experience than being in the office – one that comes with new opportunities and some unique challenges. Here are a few tips to help evaluate your priorities and find ways to stay productive when working from home.

There are many free resources to help you adjust to working from home available at no cost (such as LinkedIn Learning). If you have any questions about working remotely or are in need of additional resources, please reach out to HR at [CONTACT INFORMATION].

		Stay Connected to Your Team 

		It’s important to feel connected with your team when not able to meet face to face. Schedule regular check-in calls with your colleagues and manager to discuss joint projects, touch base on current priorities and ensure you remain aligned with your goals. 
Open and close meetings on a positive note, connecting with teammates on common interests outside of work.
Use video conferencing (such as Zoom or Skype) if you can.
Be transparent on the status and scope of your projects by making your files accessible, requesting reviews of your work and holding debriefs.



		Designate a Workspace

		It can be challenging to stay focused when your work atmosphere changes. To help avoid distractions, designate a quiet space in your home (separate from your common living area) as your workstation. This can help you better separate work from home, focus when needed and truly disconnect at the end of the day. 



		Prioritize Your Tasks

		To stay on track with your projects, prioritize your tasks and execute them based on importance and associated deadlines.  
Maintain a running list of your to-dos from highest to lowest priority.
Schedule time to complete projects on your calendar to plan out your day.
Choose one place to keep your notes (such as OneNote, Evernote, a notebook, etc.).
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		Make Time for Self-Care

		Sticking to a consistent routine can help you maintain work-life balance when your office is at home. Carve out time throughout the day for things you enjoy and keep you healthy, such as: 
Dress for success! Get out of your pajamas and in a productive mindset.
Maintain a normal routine – keep a normal sleeping schedule, eat breakfast, and continue to prepare your lunches ahead 
of time.  
Spending time outdoors – even if just for a quick lunchtime walk. 
Staying physically active with yoga, biking, running or another favorite activity. 
Keeping in touch with your family and friends. 
Maintain healthy eating and eat enough fruits and vegetables.



		If You’re a Parent – 
Prepare Your Day in Advance 

		Balancing professional productivity and availability for your children while you’re home together can be challenging. But, a fun, productive day for everyone is possible with some planning. 
Set a schedule and stick to it – this includes time for school work, established break times for fun, chores and meals.
Have lunches prepared at the beginning of each week so mealtime during a busy workday is as easy as opening the fridge.
Be accessible while setting boundaries. Ask your children to let you concentrate on work for set hours throughout the day. When you have a phone call, let them know that you may be unavailable during that time. Let your kids make signs (stop sign, thumbs up/down) and tape these to your work area to show when it’s okay to interrupt.
Make time for fun! Outside of planned breaks away from the computer with your kids, there are many online resources for virtual learning experiences you can leverage – streaming classes, virtual tours, scientific experiments and more.
Virtual museum options 
Online classes
Ideas for toddlers 
Other opportunities
















REMEMBER! 

Our efforts to combat coronavirus are only effective if we all do our part. Practice social distancing and stay home as much as you can. If you feel unwell or are displaying any symptoms (such as fever, cough or shortness of breath), stay home and use your [TELEHEALTH] benefits as soon as possible.
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