Best Practices for Healthy Telecommuting 
By Nicole LaChapelle-Strumski

Working from home has the potential to be detrimental to our individual physical and emotional wellness due to limited options for physical activity and social interactions. This tip sheet offers ideas for improving your physical and emotional health by staying active, reducing stress, and keeping engaged with colleagues. 
Routine and Schedule 
· Although it can sound tempting to work in your pajamas all day, doing so is not good for your mental health or productivity. Keeping to a morning routine which includes changing out of or your sleep wear and freshening up, lets your mind know it’s time to shift gears and work. A brief stroll, your tea/coffee outside, and/or a few yoga poses are additional practices that help your body and mind transition from home to worktime. 
· Breaks are very beneficial to both physical and emotional wellness – make sure you’re still taking them, even though you’re away from work. Breaks are a good time to fit in some physical movement or partake in a favorite activity of yours. 
· Incorporate some mindfulness during the day.  Gaze out a window, let your mind absorb nature’s beauty – the way the wind moves the leaves, the colors of the flowers, the movement of clouds, etc. 
· Working at home lends itself to much more screen time than when working from an office setting. Avoid eye-strain by gazing at a point, at least 20 feet away from your screen, at least 20 seconds every 20 minutes (the 20-20-20 rule).  
· Consider eating your lunch somewhere other than your work area, outside if possible. The change of scenery will help re-set you for the next chunk of your workday and there are numerous benefits to time spent outdoors. 
· When we’re pulled in too many directions and experience a multitude of distractions, we tend to feel more stressed. Distractions at home can be harder to ignore than at the office - be it pets, the dryer buzzer, family members, or that piece of pie in the kitchen. Consider using an online tool, such as Tomato Clock, to keep yourself focused, and to help you plan breaks. 

Work Space
· Set up your workspace with wellness in mind; water, comfortable/ergonomic chair (if you don’t have one, ask your employer if it’s OK to bring one from your home office, or purchase one as part of your work equipment). A yoga block makes an excellent footrest.  
· To help avoid wrist and eyestrain, use a keyboard, mouse, and monitor with your laptop. 
· If possible, set up your work area in an out of the way, quiet place, with your desk/table facing the window. A plant nearby can improve feelings of well-being and can increase your productivity. 
· Make your workspace inviting, a place you enjoy being. Play your favorite music, display photos of loved ones, burn a soothing candle. If distractions are a problem, noise-cancelling headphones can be useful. 
· Keep your workspace tidy – Being surrounded by clutter can increase your stress levels. Take a few minutes each morning, or at the end of your day, to organize your workspace. 
· Even though your new office may be just steps away from your kitchen, and possibly many temptations, try to snack mindfully. Enjoy foods that raise your energy level and help keep you feeling full, such as nuts, fruits, vegetables, and hummus. 
Work/Life Balance 
Lines can become blurred when working from home. In today’s culture of constant connection, it can be tempting to check and answer emails at all hours of the day and night. This lack of separation between work and home life can lead to burnout and cause your mental health to suffer. 
· At the end of your workday, shut the computer and don’t return to it until your next scheduled time to work. If possible, disable notices for new emails on your phone. The temptation to check your messages increases greatly with notifications on.  
· Set your work hours for the day on your calendar so your colleagues know when you’re online. Set an alarm and block your calendar if you need that extra help sticking to your workday hours. 
· Not everyone has a home office. To help your brain know that it’s time to work, try to work in the same place every day. If possible, just go to this space to work, and don’t work in other areas of your home. This helps your brain set work/life boundaries. Of course, if possible, bring your work outside during nice weather.
· If you’re on parental leave, make sure you stay on leave, don’t feel the need to “check in” on work life. Enjoy this time with your new baby or adopted child. 

Keeping Active
It can take some creativity and dedication to stay active while working from home. With no trips to the copier or your colleague down the hall, there’s a tendency to sit more while telecommuting. Many employees don’t have access to their sit/stand and/or walking workstations. 
· Use webinars as a time to do stretching or yoga. 
· You CAN stand in Zoom meetings – consider starting a trend!  
· Start/end meetings with stretching/a few simple exercises. 
· Use extensions such as MOVEIT or set reminders on a fitness tracker or your phone to ensure you’re getting enough movement in throughout the day. You should get up and out of your chair at least twice per hour. 
· Don’t forget to set aside time for larger chunks of exercise. There are many free online options available for fitness instruction. Consider using your former commuting time as your dedicated “self-care” time. One commute time could be for activity, the other for your mental and emotional well-being.  
· Consider walking during breaks, work relevant podcasts, meetings or calls where you don’t need to appear onscreen/view presentations.  
· Create a sit/stand workstation DYI or order one online and inquire about getting reimbursed for it. 
Staying Connected 
Working away from colleagues can be very isolating for some people. Keeping connected virtually can help keep feelings of loneliness at bay. 
· Each day choose a colleague to check in with – a quick email, text, or phone call can bolster both parties moods. 
· Create a virtual gratitude whiteboard on Google Docs. This is a great way to focus on gratitude and get to know your colleagues better. 
· Offer and participate in social Zoom check-ins. Keep the topics light and upbeat. 
This tip sheet was created in part using information from the American Psychiatric Association Foundation ,AllOneHealth, Entrepreneur, Ergotron, WELCOA .
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