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#1. Set up your space
If you didn’t have a home o�ce or desk, it’s time to designate a work space in your home.

Creating a physical space for work signals that when you’re sitting here, it’s time to focus.

Plus, it will help keep you organized by keeping any cords, paperwork, etc. contained to

one place. While the change of scenery or seating might be desirable, avoid moving

around your home with your laptop. This blending of work and life can increase the

distractions and make it hard to stick to an appropriate schedule.

Ask yourself:
 What space in my home is most comfortable to work in? Where is there natural

light? Where will I be least distractible?

 If there are a few of us working from home (adults and/or kids), can we work in the

same space with headphones or do we each need our own spaces / as much distance

as possible?

Try this:
 Consider rearranging your furniture to allow for a more comfortable work space.

 Set up your workspace as if it were your o�ce. Have pens, post-its, notepads, and

other regularly used items at the ready. If your workspace doubles as an eating or

play area, use a shoebox or other container to pack up your work items at the end of

the work day.
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#2. Designate your time
It’s easy to let the workday disappear amongst household chores, family demands, and

procrastination (social media, exercise, cooking). Specifying your work hours can

eliminate or at least reduce distractions, disruptions and frictions. Your schedule may not

be a typical 9-5, but that’s OK. It’s more important to be explicit about your availability

than to stick to an arbitrary structure.

Ask yourself:
 Given my kids’ remote schooling needs, what hours would be best for me to work?

 What can I do to set my kids up so they won’t need me as much? For example, can

you put out snacks in an easy to reach place so when they get hungry you can point

them to the bin rather than having to leave your desk to get them food.

 Could I start my workday earlier, before everyone else is awake? Or shift my work to

later in the evening, after bedtime?

 During what times do my colleagues expect me to be available? Do we have any

standing meetings that I need to consider?
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Try this:
 If you have kids and a partner, consider taking turns being on point for the kids.

For example, you take the mornings and they take the afternoons. This gives you

each a block of uninterrupted time for work.

 Make a sign with your work hours listed for each day (like a store open hours sign).

Talk with your family or roommates about when you are available to them and what

they should do if they need you during your work hours.

 Stick to your work schedule as best you can. That means both starting and ending

on time. Consistency will make it easier for everyone in your orbit to adjust to life

and work at home.
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#3. Have a daily family meeting
If you’re living with anyone else, you’re probably feeling the frictions of life about now.

Perhaps your prior family roles are no longer serving you. Or maybe you expect

something di�erent from your partner or kids now that everyone is around all the time.

The simplest way to reduce tensions is to get aligned on the day. When everyone’s

expectations are set, fewer problems arise. Plus, when your kid asks for their iPad for the

tenth time, you can refer them to the family schedule.

Ask yourself:
 When should we hold our daily family meeting? Before, during, or after breakfast?

At dinner or before bed (to review the next day)?

 What topics do we need to cover in our daily meeting? Schedule, required activities

(e.g. practice piano, take a shower), meal plans, technology usage…

 What responsibilities might we each take on, even if they’re di�erent from how we

used to function as a household? How can we each contribute reasonably given the

adjustment to our lives?
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Try this:
 Write down the daily schedule during each meeting. Post it in a central place so

everyone can refer to it throughout the day.

 Include a list of speci�c time bound activities with their hours (e.g. work, school

9:30-11:30am, meal times, FaceTime dates) and a checklist of non-time bound

activities that need to get done at some point in the day (e.g. fold laundry, move

your body for 20 minutes)

 Talk with your partner (and kids) about how you will handle food and household

chores. Make a plan to avoid scrambling at the last minute or piling everything on

one person.
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#4. Focus, then take intentional
breaks
If you �nd yourself up and down all day attending to kids, life, and other distractions, it’s

hard to get anything important done. On the other hand, if you work all day nonstop

without moving your body enough, you’ll wear yourself out mentally while taking a toll

physically. Our bodies and minds both need focus and breaks.

Find the right balance for yourself by intentionally making time to focus and time for

breaks. Select activities during your breaks that actually allow your body, brain and eyes to

rejuvenate. Be weary of counting anything done on a screen, even reading the news or

connecting with friends on social media.

Ask yourself:
 What is hard about working at home right now for me? For example, do I struggle

with staying focused? Moving my body enough? Taking breaks from my device?

 What might I do to address my greatest challenge? For example, sign up for a home

workout streaming service and schedule 20 minutes of exercise on your calendar.

Make it a family activity to encourage your partner or kids to move their bodies,

too, and minimize the chance they’ll disrupt your exercise time.

 How can my family, friends or colleagues help me address my greatest challenge?

For example, ask your partner to take your phone for an hour.
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Try this:
 Use the Pomodoro technique to focus for 45 minutes and then break for 15. If that

length of time doesn’t feel right to you, adjust it as needed. The point is to stay

focused long enough to get deep work done and then intentionally pause to move

your body and give your eyes and brain a rest. Use a timer with a calming sound for

both your focus times and your breaks.

 Set an intention for your time and stay on track by removing as many distractions

as possible. Leave your phone in another room, turn o� computer noti�cations,

etc. Decide on one task to accomplish and how long you’ll take to do it. Then put

your head down and ignore all non-essential interruptions.

 Instead of reading the news on your phone or computer, listen to the radio or a

podcast while walking around the block (at a safe social distance of 6 feet) or

walking laps inside your home.

 Create a 5-10 minute mini movement routine to do 3 times per day. It might

include jumping jacks, push ups, crunches, squats, downward dog, etc.

 Find an accountability partner to check in with each day. Talk, text or email with

them each morning about what you plan to do, what you got done yesterday, and

how you’re doing overall in life at the moment.
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#5. Be practical
This is an unprecedented time. Most of us are only a few days into our new lives as

serious homebodies. Give yourself some leeway. No one is expecting you to be perfect, to

have it all �gured out, to be a superhero parent, partner, colleague, friend…Everyone is

stressed. Everyone is living with uncertainty. So do what you need to do to get through it.

That being said, don’t give up. Being practical means �guring out what makes the most

sense, not letting chaos ensue or following the path of least resistance. Make a solid e�ort,

just don’t be hard on yourself if things don’t go as planned.

Ask yourself:
 What is most important to me, my family, and/or my work, that I should hold �rm

on? For example, no more than 2 hours of screen time per day, excluding

work/school.

 What areas can I loosen up on for myself, my family and/or my work? For example,

maybe you’ve been waking up at 6am for the past 3 years, but right now, without

the commute, you can catch some extra zzz’s and sleep until 7, which helps reduce

stress.

 What areas should I be �rmer on for myself, my family and/or my work? For

example, maybe you’ve never been one for keeping your kids on a bedtime schedule

but right now you would really bene�t from having an hour or two at night of ‘me’

time.
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Try this:
 Focus on what matters most to you. Let go of your own expectations of yourself.

No one is judging you, especially right now.

 Talk with your partner or roommates about what matters most to you and to them.

Try to agree on how you can accommodate what you each need right now. For

example, maybe you need the house to be clean but they’re �ne with dishes piling

up. Or, maybe they need more social time via FaceTime dates and you’re enjoying

the quiet nights at home.

 Try something new, be creative, and experiment. For example, if you have lots of

reading to do for work, try making it a family event by gathering together to read

for 30 minutes. Or, encourage an older child to make dinner while you work at the

kitchen counter and supervise.
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Want more?

Join live or get the replay of the webinar Work E�ectively From Home. Go to
www.mamieks.com/webinars to grab your ticket or purchase the replay. 

Mamie Kanfer Stewart is host of The Modern Manager podcast and author of
Momentum: Creating E�ective, Engaging, and Enjoyable Meetings.
Through her podcasting, writing, coaching, workshops and courses, Mamie
shares best practices and practical advice for how to be a rockstar manager with
a thriving team.

Learn more about Mamie and get more great content at www.mamieks.com

https://app.designrr.io/projectHtml/413335?token=cf164b70f2010f0a19acd77e807442f9&embed_fonts=
https://www.mamieks.com/

