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WORKING FROM HOME
A guide by those in the know!

As the pandemic continues, many of us are realising that working from
home is becoming longer term prospect.
There’s a lot of advice out there about working from home but we
thought it would be helpful to talk about it from the point of view of our
own experiences, and give you some essentials tips based on what we’ve
learned along the way.
We have certainly found that working from home can be productive,
sociable and collaborative – at least as effective as working from the
office, and we hope you have found the same.
We hope you find our team’s tips helpful.
Sally-Ann, CEO, Reality HR

Take a lunch break

Chat to your colleagues

Don’t work in your PJs

You’ll feel so much more relaxed
and ready to work after a break –
resist the temptation to get back
to your desk until you’ve had a
chance to relax, eat, and stretch.
You should also give your eyes
regular breaks from your screen –
the Health and Safety Executive
recommend frequent short
breaks, such as 5 to 10 minutes
every hour.

It’s easy to feel forgotten or
lonely when you are sat at home,
so our team set up a group
WhatsApp and we use it every
day! It can be silly chat, which
helps with morale, but it’s also
great to have if we need advice
or share ideas with each other as
a team. Depending on the work
software you use, you may have
group chat channels that you can
use for this.

Working in your PJ’s is a reason
why some people love working
at home, but I think it leaves
you in the totally wrong mindset
for work. You don’t have to
wear office clothes, but put
on something that helps you
“start” your working day, then
at the end of the day feel free
to change into something more
casual – this helps me feel like
the working day has come to an
end!

Structure your day

Keep moving

No distractions

For most people, the lack of
commute is a massive advantage
of working from home, but there
is some evidence to show that
the commute helped us get
into and out of “work mode”
so consider whether you need
a start and finishing routine –
especially to ensure you switch
off at the end of the day and
aren’t tempted to keep checking
your emails all evening!

Just because you’re stuck in,
doesn’t mean you can’t move
around! YouTube has plenty of
quick and fun workouts you can
do, or try a yoga and meditation
app – make a bit of space in your
kitchen or living room to stretch
out and relax. If I do this in the
morning it boosts my mood for
the rest of the day.

You’re probably going to be
at home with others at this
time, so make sure you tell the
people you live with that you’re
working! If you have a video call
with your co-workers and need
everyone to be quiet, make sure
they know. It helps if you have
an office or somewhere else in
the house to go where you can
focus.

Cathy, HR Advisor

Heidi, HR & Training Consultant

Donna, HR Consultant

Jo, Operations Director

Emily, HR Consultant

Jodie, Marketing Manager

Put the radio on

Karolina, HR & Training
Co-ordinator
Some people might find it
distracting, but I enjoy having
music playing in the background,
on a low volume. Stations like
Radio 2 have a chatty feel about
them and that can help create a
similar atmosphere to life in the
office. Or play a favourite playlist
– something you know well – so
your brain registers it but doesn’t
find it distracting.

Tackle the worst jobs
Kate, HR Consultant

Take on the hardest or worst job
on your to-do list first, before
anything else. I do this because I
always have a lot more focus and
energy first thing in the morning
and I’d rather get it out of the
way! Getting the job done will
help you feel motivated and be
your most productive. Save the
boring admin for later!

Book regular meeting
slots
Kathryn, HR Consultant

With your team, with your
colleagues, with customers and
clients. Scheduling regular catch
ups means you can structure
your work around your meetings,
and ensures all information and
knowledge is shared as needed.

Set yourself goals

Eat well

Social media

Working from home, you can
feel like there is added pressure
to get things done. But don’t
try to do too much at once,
otherwise you’ll feel stressed. I
find it’s best to set yourself small,
achievable goals for each hour
of the day – I write mine down
as a list and tick each task off as I
go. Reward yourself with a coffee
break!

It’s easy to be tempted by all
the food at home - especially if
you’re working from the kitchen.
My top tip is to stop mindlessly
walking to the fridge and
opening it! But don’t let yourself
go hungry either - have fruit and
plenty of water to hand in your
new ‘office’ and make sure you
enjoy a proper lunch.

It’s so hard not to pick up your
phone and scroll through
Instagram or Facebook,
especially when there is lots
going on right now – the best
thing you can do is give yourself
a break every so often. Try to
switch social media off in the
evenings – especially at the
moment when there’s a constant
drip feed of news.

Katie, Senior HR Advisor

Mary, HR Consultant

Nicola, HR Consultant

Keep a designated space

Walk the dog

Social communication

Set up your own home office
space, and use the most
comfortable chair you can or
even stand if that works better
for you. It will be much more
comfortable during long phone
calls and also means that once
the working day is done, you can
close that space down and move
into an area of the house where
you can relax. Your employer
should help you check that your
work setup meets your physical
needs, and you can talk to them
if you have any concerns over
equipment etc.

Having a dog forces me to take
the daily breaks that I might not
otherwise take, working from
home. Take a walk around the
block or your nearest park – it’s
a great excuse to get out of the
house! Even if you haven’t got
a dog, put your headphones
on and listen to your favourite
playlist whilst you walk.

Always make a point to
overcommunicate. If you think
about it, at work you spend
most of the day talking with your
team. Call your colleagues, even
when you don’t have to – it’s nice
to hear another person’s voice
if you’re on your own all day, as
one of the biggest complaints
about working from home is
feeling lonely or forgotten. Use
platforms like Teams, Whatsapp
and Google Hangouts – and
don’t just talk about work.

Philippa, Finance Controller

Sally-Ann, CEO

Sam, HR Consultant

If you aren’t already, you may be asked to work from home in the next few days.
We hope these tips can help you ease the transition into remote working, please
feel free to contact our team if you need any advice on how to make working from
home a success.
If you’re a business owner and you’re having to embrace working from home for
the first time, and you need help with engaging your employees or getting the
best out of a remote working model, then please get in touch.
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Reality HR Ltd.
The Manor House, Lutyens Close
Basingstoke, Hampshire
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Reality HR Ltd.
Third Floor, 207 Regent Street
London
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01256 328 428

020 3871 6888
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