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Top Tips on Successfully Work from Home 
 
Space 
Create a designated space for working.  Keep the space tidy and well organised.  If possible, close the 
door on your ‘office’ whilst you’re working to signal you shouldn’t be disturbed.  Close the door/pack 
down your office at the end of the working day so you can relax. 
 
Routine 
Try to stick to a routine as close to your normal routine as possible.  Get a good night’s sleep, shower, 
get dressed for work and eat breakfast as normal, before going to your designated work area.  If you 
have young children at home, we appreciate it may be much more difficult to get into a routine.  
 
Take regular breaks  
Make sure you give yourself regular breaks, where you are not looking at your screen or phone.  Eat 
healthily and sit down away from your workspace to eat your lunch.  Keep well hydrated by drinking 
plenty of water and try to limit your caffeine intake!  
 
Exercise  
Try and use your one session of permitted exercise a day to get some fresh air.  This might be a regular 
morning run, joining in with the kid’s virtual PE lesson, or just walking the dog. 
 
Keep in touch  
Keep in regular contact with your colleagues, clients and with Ingard, so you don’t feel quite as 
isolated.  Virtual meetings using apps such as Zoom and FaceTime are a great way to do this. 
 
Focus  
Create a ‘to do’ list at the start of the day, or end of the previous day.  List your priorities and focus on 
one task at a time.  If it helps, assign a set time to completing a task and take breaks in between e.g. 
one hour working on compliance – break - one hour calling potential clients – break - one hour 
updating existing clients.  If there is something you keep putting off, make it the first task of the day – 
leaving it until last won’t help.   
 
Limit distractions  
Don’t have the TV on whilst you’re working.  Sometimes it might help to have the radio on in the 
background, but limit the volume.  Whilst it’s important to keep in touch with family and friends, let 
them know you’re still working.  If they’re home with time on their hands, you may get lots of 
notifications and requests to join in with quizzes etc.  Let them know when you’re available to 
participate and separate your ‘leisure’ time from your work time.  If you have a separate work phone 
for during the day, and personal phone for the evening - great! 
 
Ask for help  
We may be working from home, but we’re still here to help you with anything you need.  Whether 
you’re stuck with a case, or just need to speak with someone who understands what you’re going 
through, Ingard is here to help. 
 
Don’t be too hard on yourself  
If your day doesn’t quite go to plan, try not to stress about it too much.  Try to switch off, relax and 
spend time with the family.  Return to the task the following day with fresh eyes and a clear head. 
 
 


