[bookmark: _Hlk37683589]BEST pRACTICES FOR WORKING REMOTELY:  Set Up Your Space
1. Set up your own space at home reserved just for work.  At a minimum, you will want a desk or fold-out table and a good chair, adequate lighting, space to take notes, all the tools you will need, access to an outlet, and some space to store your work materials such as file folders and books.
2. If you want to try a standing desk, there are various options available on-line at different price points (and at your personal expense). They aren’t for everyone, but some people absolutely love them.   We don’t recommend using your own ingenuity to fabricate a DIY standing desk . . .  chances are, that won’t end well (for you or your computer!)  You can watch the training videos about obtaining neutral posture in correctly setting up workspace on the Risk Management webpage on CountyIdeas or access it directly here: 
 http://wisha-Training.lni.wa.gov/Training/Flash/computerworkstation/ErgoOfficeLauncher.htm
Be careful of those electrical cords as a potential trip hazard! Take a look at the attachment for more ergonomic ideas.
3. While it might be tempting to set up your work station on the kitchen table, it’s better if you find a space free of distractions.  This will be helpful when you’re trying really hard to concentrate.  If there are others in the house, it will also help you maintain some normal routines like eating meals together at the table.
4. Based on the nature of the work you are doing, you may need to set up your workspace in accordance with privacy laws that require you to protect confidential or personal information.  HIPPA, social security numbers, home addresses – you know what needs your most professional approach here.
5. Whenever possible, set up your work area with as much natural light as possible.  When working from home, we often stay inside all day.  But, if you set up your home office where you can get some natural light and fresh air, you will definitely notice a difference.  Natural light is likely to lift your mood during the day!  A window you can open?  Even better! 
Avoid Distractions
1. There may not be more distractions than at your regular office, but there are lots of new ones when working from home.
2. Set some boundaries with everyone who shares your home. How can you communicate when you’re working and should not be disturbed?  A sign you can hold up when you are on a call, video chat, or writing a critical email?  Wear headphones?
3. Shut the door, if possible, to let others (including some pets) know that you are working.  This is especially important if you are on calls or video meetings.  Always consider muting yourself as you join a group call or video conference.
4. When you really need to focus, it can help to turn off notifications so you don’t get distracted by your computer or phone.  Set your devices to “Do Not Disturb”, and schedule a time to check emails, texts, and phone calls on your breaks so you can respond to important messages.  That will help you stay on track and focused.  (Note:  depending on your job and your leader’s expectations, you may not be able to turn off all notifications.  Discuss expectations around this to get clarity.)
5. At work, our coworkers are often our biggest distractions.  At home, we may be less disciplined and sabotage ourselves.  It’s easy to check social media and get caught up in it.  To counteract this tendency during work hours, consider removing these sites from your browser shortcuts and consider logging out of them entirely.  Removing them from your phone also helps limit the temptation.  Another likely attention buster:  having the TV on while you work (either in your office area, or in an adjoining room). For some, this may not be an issue; for others, it creates too much of a distraction.  Be purposeful in creating a positive environment for maintaining focus.         
6. [bookmark: _GoBack]Determine whether music helps or hurts your concentration.  Find a playlist that energizes you and helps you focus, but doesn’t cause you to be distracted.  For many people, they find that peaceful piano, instrumental, or classical music does the trick.  Of course, when you’re getting sleepy at your computer, you may want to change the pace and take a quick stretch break with your favorite dance music .   
MOre Best Practices: COMMUNICATION, VIDEOCONFERENCING, AND PRACTICING SELF CARE coming soon
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