[image: ]
Remote Work – Tips for Employees

The 2020 Coronavirus Pandemic has fast tracked a lot of businesses to change their working environment into a remote or mobile model. This means that many of us are now communicating and working on collaboration software such as Zoom or Microsoft Teams, and we’re having our meetings via video chat.

Even once the pandemic is over, the business environment will be changed by this forever.

You might already find yourself working from home, or potentially it’s something that will come up in the future. 

Here are some tips and things to consider that might help you out.

The Environment
· Where will you be set up?
· What is behind you? Is it tidy?
· Is there anybody else home who might walk into a video feed?
· Do you have loud pets that might disrupt your meetings?
· What does your desk look like?
· A clean desk will help you feel more comfortable while you work
· Do you have personal items or documents that may get mixed up with your work?
· Can you separate your work and home environments?
· What is your internet connection like?
· Is it stable?
· Is it fast enough?
· Do you have enough data for your work?
· What is the lighting like? Is it too dark for video?
· What is the sound like in your room? A tiled room might be cause a lot of echo in your microphone. 
· If so, can you place a rug down to help?
Hardware and Equipment
· Do you have equipment that’s suitable to your job?
· If your role is usually customer facing, you may require a higher definition video camera or webcam
· If your role is telephone based, you should consider having a good quality headset with a dedicated microphone for the best clarity in your audio
· Do you need to print/scan for your job?
· Is your printer suited to the task? Many consumer printers have very high consumable costs.
· Consider getting a Laser printer as the running costs are usually much lower.
· Can you perform these tasks digitally?
· Are the documents you need to print confidential and private? Is it even appropriate (or legal) for you to print them at home? Can you ensure appropriate destruction of sensitive documents if needed?
· Is your WiFi suitable?
· Consider connecting with a cable if this is suitable, as this will give the most reliable and fast connection
· If not, see if you can purchase a WiFi extender to strengthen the connection. There are some excellent and affordable “Mesh” systems that will give strong seamless connection through a large household – these work great on two-storey houses also
· Is your workstation secure from viruses and trojans? Do you have appropriate anti-virus in place?
Be Productive
· Separate the work and home environment as much as possible to ensure productivity
· Work towards goals and KPIs, and report on these when complete
· Respect the situation you’re in and make sure you don’t take advantage of the extra freedom
Maintain Your Mental Health
· Take your breaks. Get up and get away from the workstation. Don’t “have a break” at your desk, it won’t feel like you’ve stopped at all.
· Don’t work too many hours – maintain a balance. Try not to log on early or work late.
· If you do, make sure it’s in balance. Trade that time during the day. Nobody expects you to be available 100% of the time. Speak to your employer about this if it suits you best.
· Interact with your colleagues socially. Give them a quick video chat and catch up about their weekend, or about the shows they’re watching. Replace the “water cooler” chat because you’ll miss it.
· If your company has an intranet platform (Sharepoint, or Yammer), use it to post some funny (but appropriate!) images and have a laugh with your colleagues

Most of all, communicate with your employer and your colleagues about what’s working well and what’s not! Right now everybody is adapting, so you must provide information to your company so they can make informed decisions and resolve issues. 

Look after yourselves and your mental health, and make sure you’re checking goals off your list!

[bookmark: _GoBack]If you need any support with your technology needs to work from home, don’t hesitate to contact Delta on 07 4771 7888 – we can ensure that you have what you need, even if it’s just a little bit of advice.
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