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Here are 5 tips for employee and 5 tips for managers.  
 
5 TIPS TO BE PRODUCTIVE WHILE WORKING FROM HOME 
 
1. Designate a workspace: Whether it’s the dining room table or a spare bedroom, make this the 

designated workspace. Creating a workspace will help you stay focused on the daily tasks.  
2. Take your breaks in a different room: The outdoor patio or the kitchen nook for example. This will 

allow you to clear your mind and create a sense of separation from work and home.  
3. Create a work routine: Try to maintain the same works hours you had before having to work from 

home. After you have completed your hours, put away the electronic devices. 
4. Schedule meetings and lunch time: use your work calendar to schedule your day. This will help you 

stay on task. 
5. Set expectations: Communicate your schedule to work colleagues and family. If they are aware of 

your schedule, it will help minimize the interruptions. Notify friends and family that these are your 
work hours even though you are home.     

 
5 WAYS TO KEEP YOU TEAM PRODUCTIVE WHILE WORKING FROM HOME 
 
1. Establish Check-in: Have them check in throughout the day and setup deadlines. 
2. Make sure they have the proper equipment necessary to work from home: Computer, headset, 

pens, paper, printer etc.  
3. Provide support: Sometimes this means checking in on them to see how they are doing emotionally. 

Remind them to take their breaks and lunches.  
4. Clarify expectations: Communication is key. Make sure they understand what needs to be 

completed in a timely matter.  
5. Keep an open-door policy: Even though everyone is working remotely, make sure they can reach you 

if they have questions. 
 


