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Working from home
Working from home, also known as telecommuting or remote work, has become increasingly popular, especially with

the rise of technology and the ability to connect virtually. Here are some perks and downsides associated with working

from home:
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THE PERKS
Perks of working from home

THE DOWNSIDES
Downsides of working from home

Flexibility: One of the primary advantages is the flexibility to set your own work hours, allowing for a

better work-life balance.
1

No Commute: Eliminating the need to commute saves time, money, and reduces stress associated with

daily travel.
2

Cost Savings: Employees often save money on commuting, work attire, and daily meals, contributing to

increased disposable income.
3

Increased Productivity: Some individuals find they can be more productive in a quiet home environment

without the distractions of an office.
4

Improved Work-Life Balance: The flexibility of working from home allows for better integration of work

and personal responsibilities.
5

Isolation: Remote workers may experience feelings of isolation and miss out on the social aspects of

working in a physical office.
1

Distractions at Home: Home environments can present various distractions, from household chores to

family members, potentially affecting productivity.
2

Communication Challenges: Remote work can lead to communication challenges due to the reliance on

digital platforms, potentially impacting team collaboration.
3
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Difficulty in Setting Boundaries: Some individuals find it challenging to separate work and personal life

when working from home, leading to potential burnout.

4

Technology Issues: Dependence on technology can result in connectivity issues, hardware problems, or

other technical challenges that may hinder work.
5



By the end of this short course you will be able to :
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Objectives

Understand how to organise your work space1

Dress for Success.2

Communicate with your Team3

Set your Schedule4



With the rise in home working research has found..

Click each card to find out some facts about home working
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Some Fun Facts

One in Five UK workers would
happily work from home for
good.

Fun Fact 1



Remote Work is Cheaper in the
Summertime

Easy access to snacks make
remote workers happier

Fun Fact 2

Fun Fact 3



Remote Working Reduces
Anxiety By More Than 30%

97% of Workers Would
Recommend Remote Working to
a Friend

Fun Fact 4

Fun Fact 5



Absenteeism Is Reduced By
Remote Work

Fun Fact 6
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Dressing appropriately while working remotely can have a positive impact on your productivity and mindset. While you

have the flexibility to choose your attire, it's still essential to strike a balance between comfort and professionalism.

Here are some tips on how to dress when remote working 

Lesson 4 of 9

Dress for Success

Comfortable yet Presentable: –

Opt for comfortable clothing, but avoid outfits that make you feel too casual or sleepy.

Choose breathable fabrics, especially if you're spending a significant amount of time sitting.

Maintain a Routine: –

Stick to your regular morning routine, including getting dressed, to signal the start of the workday.

Dressing up a bit can help create a mental boundary between work and leisure time.

Consider the Nature of Your Work: –

If your work involves client meetings or presentations, you might want to dress more professionally.



SUBMIT

For tasks that don't require virtual interactions, you have more flexibility.

What is a recommended practice for dressing when working from home to enhance

productivity and focus? 

Wearing pajamas all day for comfort 

Choosing comfortable yet presentable attire 

Avoiding getting dressed to save time
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Setting a schedule when working from home is crucial for maintaining productivity and work-life balance. Here are

some tips to help you establish an effective and balanced remote work schedule:
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Set your Schedule

Define your work hours –

Set clear start and end times for your workday to create a routine.

Communicate these hours to colleagues and family members to establish boundaries.

Create a morning routine –

Start your day with a routine similar to what you would do if commuting to the office.

This can include getting dressed, having breakfast, and engaging in a brief morning activity

Prioritize the most important tasks –

Identify the most critical tasks for the day and prioritize them.



Tackle high-priority items during your peak focus times.

Schedule breaks –

Plan short breaks throughout the day to stretch, move around, and recharge.

Avoid sitting for long periods; consider using techniques like the Pomodoro Technique (work for 25 minutes,
then take a 5-minute break).

Create a dedicated workspce –

Designate a specific area for work to separate your professional and personal life.

Ensure this space is comfortable, well-lit, and conducive to productivity.

End of day routine –

Establish a routine to signal the end of your workday, such as shutting down your computer or reviewing your
to-do list for the next day.

This helps create a clear boundary between work and personal time.



SUBMIT

What is a crucial aspect of setting a schedule when working from home? 

Randomly choosing work hours each day 

Sticking to a routine with defined start and end times 

 Frequently changing your work hours for flexibility
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Creating an effective and comfortable workspace at home is essential for productivity and well-being. Remember that

the perfect workspace is personal and may vary based on individual preferences and job requirements. Regularly

assess and adjust your home office setup to ensure it continues to meet your needs.  

Here are steps to help you set up the perfect home office:
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Workspace



Choose the Right Location:

Select a quiet and dedicated space with minimal distractions.

If possible, use a room with natural light to enhance your mood.

1

Invest in a Comfortable Chair and Desk:

Choose an ergonomic chair that supports good posture.

Opt for a desk that accommodates your work tasks and allows for proper
alignment of your computer.

2

Organize Your Space:

Declutter your workspace regularly to maintain focus.

3



Use storage solutions like shelves, drawers, and organizers to keep essentials
within reach.

 Ensure Proper Lighting:

Use a combination of natural and artificial lighting.

Position your desk near a window to benefit from natural light, and use task
lighting for specific work areas.

4

Invest in Quality Technology:

Ensure your computer and other essential tools are up to date and in good
working condition.

Invest in a reliable internet connection to avoid disruptions.

5

Personalize Your Space:

Add personal touches, such as artwork or plants, to make the space inviting.

Consider colours that inspire productivity and comfort.

6

What is a recommended step for organizing your workspace when working from home? 

Keep your workspace cluttered for creativity

Store important documents on your computer desktop for quick
access 
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Use organizers and storage solutions to keep your workspace tidy



Ensuring great communication with your team when working from home is crucial for maintaining productivity,

collaboration, and a positive team dynamic. By implementing these strategies, you can create a communication-rich

environment that supports collaboration, engagement, and a strong sense of teamwork in a remote work setting. 

Here are some strategies to foster effective communication in a remote work environment: 
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Communicate with your team

Establish clear communication channels –

Define the primary communication channels for different types of messages, such as using email for formal
communication and chat platforms for quick updates.

Set expectations –

Clearly communicate expectations regarding availability, response times, and preferred communication
methods.

Establish a shared understanding of working hours to avoid misunderstandings.

Regular check-ins –



Schedule regular team check-ins to discuss ongoing projects, share updates, and address any concerns.

Individual check-ins with team members can provide a more personal touch.

Utilise collaboration tools –

Utilize Collaboration Tools:

Use collaboration tools such as project management platforms, shared documents, and task management apps
to enhance transparency and keep everyone on the same page.

Celebrate achievements –

Acknowledge and celebrate team achievements, milestones, and successes to boost morale and team cohesion.

When communicating with colleagues while working from home, what is a key practice

to enhance collaboration and efficiency?

Limit communication to essential messages 

Use a variety of communication channels based on the urgency of
the message 
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Avoid virtual meetings to save time 



Thank you for completing this short course 
Best practices for working from home involves:

1. Establishing a structured routine, maintaining clear communication and creating an efficient and comfortable
workspace. 

2. Defined work hours helps establish boundaries, while regular breaks and a designated workspace contribute to
productivity. 

3. Effective communication with team members is crucial, utilizing various channels like video calls and
collaboration tools. 

4. Dressing professionally, even when at home, can enhance focus and motivation. 

5. Prioritizing tasks, staying organized, and fostering a healthy work-life balance are essential for long-term
success when working remotely. 

6. Regular self-assessment and adaptation to evolving needs contribute to a positive and sustainable remote work
experience. 
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Use the following links for further reading
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