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How to stay focused and be successful working from home

Working from home may feel a little unsettling or stressful at times. Here are some tips to help you be successful:


1. Get into a routine and prioritize tasks
0. Set starting, break, lunch and ending times when possible. 
0. If your work day can be flexible, try beginning before a “typical” office day job start time or consider working later to make things easier. Find your personal, high-productivity times. 
0. Make a list of essential and non-essential tasks and cross things off the list as you complete them.
0. Use your calendar to schedule at-home? projects and set reminders just as you would for meetings with co-workers.

1. How to beat distractions when working remotely
1. Create a designated work area or space. 
1. Let others at home know you are working and ask them to be respectful and quiet. If you have children, set check-in times for them during your working hours.
1. Commit to not checking social media during working times.
1. Make sure to eat healthy snacks with protein, healthy fats and whole grains to keep you focused.
1. Stay hydrated, keeping water nearby to sip throughout the day. 

1. Adjust work areas to minimize muscle pain and injury
2. Try sitting in different chairs—or on an exercise ball—to find a comfortable position that does not place strain on muscles and joints.
2. The height of your chair, desk and mouse may be different than what you are used to in the office. This may strain your shoulders, back, knees, hands and wrists. Try different work spaces to find the best fit or move throughout the day if possible.
2.  Stand up and walk around or stretch every hour. See the attached flyers as resources. 

1. Check in with co-workers frequently
1. Make your availability known to your co-workers to help them schedule calls or video conferences.
1. Stay connected on work issues, but also just to check in on how others are doing.
1. Stay connected even if it is simply to bounce ideas off one another as you might do in the office. 

1. Be productive, but also take time for yourself
4. Throw in laundry before a conference call, take the dog out for a walk in between projects, play a quick game with your kids or write out a task/shopping list during lunch. 
4. It is OK to take a break just to stop and breathe.
4. Read an article or have a conversation unrelated to work or news.

Resources for members:

4. Healthwise® Knowledgebase—one of the nation’s leading online resources for helping you become informed about your health and health care in active partnership with your doctors.
4. Beacon Health— Find psychiatrists, psychologists, social workers, mental health facilities and more. You can also call Beacon Health Options at                1-888-877-7183.

For more information and resources please visit:
fallonhealth.org/members/health-wellness
fallonhealth.org/members/health-wellness/flyers
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