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Identify Challenges 
 

Everyone has different issues as they work from home - your problems won't be the same as other colleagues. 
  
Which ones do you think will be the most common; which will be less obvious. 
 
List your challenges below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 

  



Setting the Workspace 
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Choose the best working space 
possible. 
  
Have a routine to work in a space 
that creates a work / home division. 

  

 

If it's a temporary situation it may 
not be as good as your normal 
office, but can you recommission a 
corner? 

  

 

Select appropriate furniture and 
equipment. 
 
Ask your employer if there is 
available support. 

 

  



Daily Routines 
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Getting dressed for work helps 
maintain a good routine when 
working from home - even switching 
from slippers to shoes 

  

  

Create and maintain daily routines  
that are conscious activities that get 
your brain into (or out of) work 
mode. 
  
Michael Hyatt calls them Daily 
Rituals 
Reference: 
https://charlesduhigg.com/ 

  

 

 
  

Keep daily (if possible) contact with 
your colleagues; video is ideal if 
face-to-face contact is not possible. 
  
Long term social isolation increases 
stress levels in staff 
(https://en.wikipedia.org/wiki/Social
_isolation) 

  

  

https://charlesduhigg.com/
https://en.wikipedia.org/wiki/Social_isolation
https://en.wikipedia.org/wiki/Social_isolation


Dealing with Distractions 
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Many find the Pomodoro technique 
helpful for managing our own 
distractions. 

  

 

 
  

There are also plenty of digital tools 
to help increase focus.  Some of 
these can monitor and even block 
for a set time social media sites. 
  
For example, try RescueTime or 
Focusmate.  

  

 

 

Some find a "focus" playlist with 
headphones helpful. 
  
For example, there are public 
playlists for Spotify which are 
packed with music to help you 
concentrate. 

  

  

https://francescocirillo.com/pages/pomodoro-technique
https://www.rescuetime.com/
https://www.focusmate.com/


Managing Children 
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Don't worry if colleagues/clients see 
your children … It happens to the 
best. 

  

 

You may remember this BBC 
interview with Professor Robert 
Kelly - it didn't him any harm - he 
now has a massive following on 
social media. 

  

 

 

Here are some hints that some 
parents find helpful: 
  
• Give them some undivided 

time (to then allow you some 
time to focus on work 

  
• Work early before they get up 

  
• Work later after they go to 

bed 
  
• Create your own 'discovery' 

bag with lots of activities to 
keep them busy 

  
• A big roll of wallpaper for 

painting (rather than a few 
pages) 

  
• Use some educational TV - for 

example the BBC have 
announced additional 
programmes during the 
Coronavirus pandemic. 
 

• If you have multiple children … 
Try “Pass the Story” – one 
child begins writing a story on 
a single page and leaves it 
with a cliff-hanger.  The next 
child adds a page and leaves 
another cliff-hanger. And so 
on …  (Great trick for 
unleashing creativity)   

  

  



Going Guilt-Free 
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Our many busy roles can give us 
guilt. 
  
When we are working from home, 
this can increase further. 

  

  

  

Our many busy roles can give us 
guilt. 
 
When we are working from home, 
this can increase further. 
 

• Be realistic - there are only 24 
hours in the day.  You can't do 
everything. 
 

• Keep a sense of humour 
 

• Avoid perfectionism (See Tim 
Urban's TED talk on 
procrastination). 
 

• Talk things over with a trusted 
friend. 

  

 

  



Focusing on Priorities 
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If home-working is not your usual 
style, it's even more important to 
focus just on the priorities.   
  
But, how can you identify them?  Try 
the exercise on the next page. 

  

 

If we are clear on our priorities - we 
can now create our "Daily Big 3" 
  
This can be handled in Microsoft To 
Do, using the Daily Big 3, or in 
Outlook by dragging tasks into the 
calendar.  

  

 

This can also be effectively handled 
in Google Tasks with Google 
Calendar (drag the task into the 
calendar – this will block time in the 
calendar for these key task). 
 
Google Keep has similar 
functionality, although it works 
slightly differently. 

 

 

It doesn't matter too much which 
tool that you use to track your Daily 
Big 3. 
  
This can even be effectively handled 
using a paper planner. 

 



IV Quadrants 
Sometimes known as the Eisenhower Matrix 
  
If we maximise Quadrant 2, it naturally shrinks the Quadrant 1 time (reducing stress). 
To do this however, we need to reduce Quadrants 3 and 4. 
  

                        
 
Exercise:  
Think through a typical day.   
How would you categorise your recent activities. 
Identify things you did in the last day and write them in each of the four boxes 
Especially focus on Quadrant 2.   
   

Quadrant II 
 

 

Quadrant I 
 

 

Quadrant III 
 

 

Quadrant IV 
 

 

 
Ask yourself: 
What makes me feel in the zone? 
What's the 'stuff' I do that makes a difference? (work and homelife) 
  
If we maximise Quadrant 2, it naturally shrinks the Quadrant 1 time (reducing stress). 
To do this however, we need to reduce Quadrants 3 and 4. 
  

http://www.eisenhower.me/eisenhower-matrix/


Keeping Healthy 
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These are obvious, but eat healthy.  
When working from home it can be 
easy to snack on biscuits all day. 
  
Take a proper lunch break and enjoy 
a healthy meal. 

  

 

Sitting on a chair all day (especially if 
it isn't ergonomic) can affect our 
health. 
  
Getting out for a walk or some other 
exercise will increase productivity. 

  

 

Even if outdoor exercise is not an 
option, you can still enjoy an indoor 
workout (e.g. Joe Wicks and 5-
minute stretch YouTube videos) 

 

 

And of course, get enough sleep.  

  



Knowing When to Stop 
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Working long into the night, affects 
the quality of our work. 
  
In addition, it can then take a long 
time to wind down and affect our 
sleep quality.   
  
Switch off at a sensible time. 
 
There’s always tomorrow … 

  

 

 

 

 

  



Next Steps … 
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Positive People offer a popular 
productivity programme. 
 
Find out more at focusplandoit.com. 

  

 
 

 

The course has 3 elements … 
 
Focus – gaining clarity, focusing on 
priorities, learning to say “No!” and 
managing projects. 
 
Plan –  a logical 5-stage model, 
setting up effective capturing (not in 
our head), The Weekly Review, 
creating to-do lists that work. 
 
Do It – Setting up Microsoft Outlook, 
To Do and Planner.  Or for Gmail-
based organisations, getting the best 
from Google Tasks and Google Keep, 
getting the inbox to empty and 
synchronising with mobile devices. 

 

 

 

 

                                  

     

        

     

     

      

                  

     

 
 

  
 

  
 

 
  

  
 

 
  

 
  

 
 

  
 
 
 

                  

    

 

https://focusplandoit.com/

