MHFA England

Working from home

A guide on how to do it effectively and
enjoyably

Version 2May 2021

Purpose: To support AFB colleagues to work from home
effectively whilst protecting their health and mental wellbeing
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Quick Links

Click Image to

Quick Links @ Home Working Setip Q} Health & Wellbeing access resource

O 1 Mental Health

Click Here

O 2 Set Boundaries O 2 Physical Health

Click Here

Ol An Effective Working Environment

Click Here

Click Here

Staying Focused Managing a Remote Team

O 1 Create a Routine O 1 Staying Connected

Click Here

Click Here

OV o:ily Planning @2l Collaboration and Flexibility

Click Here
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Home working Setip

Home working setp

01 An Effective Working Environment

Click Here

02 Set Boundaries

Click Here

03 Back to Main Menu

Click Here
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An Effective Working Environment

Try and separate your work and home areas if you can. If you can't shut a door on your
Home working setip workspace, try and put away your work tools each evening or cover the area so whilst

are relaxing you aren't reminded of your workplace, and whytsti are working you
. aren'tdistracted by your personal belongings.

Make sure you have a space where you can sit comfortably, establishing good posture
natural light and that is large enough for you to have everything you need to hand.

Check on the images below for guidance

TOP TIP . .l
Many blogs havgreat
suggestions fasubtle e ' \
ways of
mentallyseparating e - e
work from homelife

such as lighting
aspecific candle during

work time only or Ergonomics Connecting
gettingdressed as if you

aregoingi 2 G KS with others
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Go back


https://blog.hubspot.com/marketing/productivity-tips-working-from-home
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Ergonomics

TOP TIP

Stand up and stretch
regularly. Why not swap
a catchup Teams to a
walk and talk call?
Remember the YuLife
app can help you stay

active.

Click for more info.
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ErgOnomics b2dy WiKS

The most common challenge in homeworking is creating
effective spacendcorrect posture
Click on the links on the right for more guidance.
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Lol Sl SET UP YOUR DESK FOR PRODUCTIVITY & ERGONOMICS

Use a separate keyboard and mouse so the laptopce =
be put on a stand and the screen opened at eye leve |
Disqgss optior_ls with your Iing manager about the need for LoplEr M
additional equipment i.e.monitor(s), wireless keyboard & cmmercom
mouse, chairs , desks etc.
Use your laptop on a stable base where there is supy
for your arms, and not on your lap
Take regular breaks. If you're moving, there's a lot les
stress on your muscles and joints

Sit properlywith lower back support, and ensure othe
desk equipment is within reach

Get into good habits before the aching starts.
Neck,shoulder and back problems gradually build up
over time

Links

Go back @


https://www.nhs.uk/live-well/healthy-body/how-to-sit-correctly/
https://www.nhs.uk/live-well/healthy-body/how-to-sit-correctly/
https://members.yulife.com/invite-code?companyCode=NVGB&codeLabel=Payroll+Number

1~— SET UP YOUR DESK FOR PRODUCTIVITY & ERGONOMICS Ask your line

A 4 manager
y about the

| need for
B b g e additional
equipment

Ergonomics

away from glare. Top
of monitor should
level with or below

your eyes

-

Noise-cancelling
headphones
drown out

Keep only

iten’:jsgo_r distractions

nee aily on

your Flesk. Type with Natural light

Con5|de!' a wrists flat or improves

left-to-right angled mood, focus,

workflow downwards and sleep
il

Limit personal ~
decorations.
Try just 3
Plants can boost
T ee— productivity b

Adjust your chair and desk height as much as 15

so your arms and thighs roughly
parallel to floor, feet flat on the floor
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https://zapier.com/blog/how-to-set-up-your-desk/

6-0
Connecting
Technologies

Connecting with others

At AFB we predominantly use Microsoft Teams to collaborate, connect and conduct
virtual meetings with colleagues. Please use the links below to support you in doing
this effectively

The basics of how to Guid_elines on
use Microsoft Teams connecting remotely
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© R Microsoft Teams
6-0
Technologies

127 0@
Legal and Complance

Microsoft Teams

As a business we use Microsoft Welccme

Teams to conduct video
conferencing. For those that have tO Tea ms
a license for 'Teams' they can set

up meetings with their colleagues

to stay connected and maintain
business objectives. The video
and links below will help you get
the best from the technology.

OMAY

1 found a great artcle about copyrght
infnngement and pracy concems. Worth a
qQuIck read

2 rephes Trom Lyrnee and o
Jotasas loroes Tobi 9 222 P
»
Megan Bowen
Nail

; ' 1salah Langer
‘_i‘ e PO

’ Lo .
| found the document, lets work 1ogether on
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https://support.office.com/en-gb/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7

Connecting with
Others

TOP TIP

Have a Friday afternoon
clear out of emails?

Why not use the delay
sending function in
Outlook? That way you
will not fill up your
colleague's email inbox
as they are trying to
finish for the weekend
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Connecting with colleagues

Going to work provides us with social interaction and is often taken for granted as it becomes part ¢
normal function. Working from home drastically reduces and, in some cases, eliminates this interac
a2 A0Qa OAGlLf GKIFIG ¢S I NB LINRPIFOUAOBS Ay 02yy¢S
impose video calling and continuous calls on your teams as it can create unnecessary distraction.
Please use the guidelines below to help you:

e o Connectwith ColleaguesVhy not have a notusiness weekly Teams call with your
.&. colleagues with the purpose to connect and check in on how they are doing? It can tak
as little as 15 minutes to catch up with a colleague!

8 Plan downtown between meetingsiWWhy not book 25 or 5tninute meetings instead?
Wi Or at least diarize regular breaks throughout the day so you are not constantly on scree
Ensure you take as a minimum 30 minutes for lunch away from your desk space

Standardise Lunch time&Vhy not agree with yours and the wider team a standardized
_s time for lunch each day? That way everyone will be off emails and screen at the same
I-%]_]' time offering a better opportunity for space and respite. It will also send a message to
Oz2ff SI 3dzSa
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https://business.linkedin.com/talent-solutions/blog/work-flexibility/2020/tips-for-managing-remote-workforce-during-coronavirus

o)l Set Boundaries B outiook

Why not update existing or create a new

calendar in Outlook or on your phof@ when

you are going to start, finish, take breaks,

exercise etc. It will provide and important

prompt for you when you are in the throes of

A Ensure you are out of the box, open and getting the tasks done. Just note that these will
purposeful when discussing the options around appear as busy in your calendar for anyoine

homeworking with loved ones, consider baseballsuggesting meeting times if you are blocking
as a tool to have the conversation. your whole day out.

Home working setip

AwSYSYOSNY 2dz R2yQu y S (&
the same hours you did in the office, be flexible

Sl

- Calend Cale
ccccccc Calendar = Permiszions Properties

and realistic based on your home set up and be = ™ =&+« T i 0 0m re——
open to compromise. ioa | e
e Select Folder > 2%

A Talk to your line manager or HR about the e e o
options and check out our key workplace policies  “zz.:<- 77 =
using the link below.
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https://www.afblakemore.com/staff-zone/company-policies

Staying Focused

nm

Staying Focused

01 Create a Routine

Click Here

02 Dally Planning

Click Here
Back to Main Menu
Click Here

.................
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Create Routine

Previously your commute to and from work provided you with a period of transition,
whether that be a walk or a drive. It also provided you with separation and structure, sc
your mind knew "okay | am now at work and when | leave, | am going hohmhe
working ultimately does not naturally have that physical dynamic, so you may need to
create it

Get Up earlyideally at the same time you would normally if you were commuting.

Have Breakfastits important you fuel your body for the day, enjoy the time with your far
without having to rush to beat the traffic!

Exercisewhether this be a walk, run, Yoga, weights etc. for some or all of the period of
you would normally have spent commuting

Go to work:Make the transition from home to office, whether that be a designated spac
at the kitchen table and even consider dressing smart /casual!

Rememberit's important to take regular breaks every few hours leaving the workspace

for a walk, do some stretching etc.
Go back




Staying Focused
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becomes vitally important, but it does require discipline. You may now need to plan tim
away from your desk, like taking a break or going for a walk etc. Whilst in an office

environment other colleagues will provide behavioural cues on getting a drink or when 1

ARE

f dzy OK =

Daily Planning
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Create PurposeMake a list of tasks that you want shieve that day anB 2 yfofpét
to review it at the end of the day and acknowledge the progsessveY I R S @

Use available softwardJse your Outlook Calendar and Tasks within it to help structure

your day

Be disciplinedTry and push any calls or Teams meetings to the afternoon

Important: Work to create at least 1 day a week when you have no calls or meetings

planned in

Go back



Health & Wellbeing
01 Mental Health

Click Here

Health & Wellbeing

02 Physical Health

Click Here

03 Back to Main Menu

Click Here

24 Hour GP Access
Get help now &G sgeran
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https://www.afblakemore.com/docs/content-new/Smart_Health_Flyer.pdf
tel:08088021122
https://www.carefirst-lifestyle.co.uk/?logintype=login&pid=27&user=e7b820721eb9e7bb274b2ff9ded74e62424cd1601c69ef659edb4c22c92e3fbc5049ac83c8af72551d74dbb3eeb1ec51
https://www.groceryaid.org.uk/get-help/

Health & Wellbeing @

v 4

«

TOP TIP

Why not use the new
Leading the Blakemore
Way to refresh on the
tools and techniques
and support you in your
mental wellbeing?
Click the logo below for
details
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Promoting Mental Wellbeing

Use support networks

Create the opportunity to connect with others authentically, whether that be around the dinner table with family, a non

odzaAySaa NBfFOGSR LK2yS 2N a{ ¢SIya OFff gAGK I O2ftf S

able to be honest with your thoughts and feelings with them and they are able to give you support, direction n a non

judgemental way.

Process your stress and anxiety

hdzNJ YAYRa fAS (G2 dzaz +tyR 2F04Sy LINBaSyd Ly

GKFG ¢S 3FAYy LISNBLISOIAGS 2y (GKS NBFfAdGe 2

number of different ways:

A Processingising the tools of Leading the Blakemore Way i.e. stress generator and verification can provide an
opportunity to create clarity and disempower our mindtalk this offers us an opportunity to create purpose and mear

A MindfulnessTaking time out, focussing on our breathing and tuning in to our thoughts and feelings can often inhibit
behaviours and attitudes that are not serving us, taking a walk in the fresh air, especially in nature can provide an
opportunity to create a different perspective.

Be kind to yourself

When you are not at your best or feel anxious or stressed acknowledge that it is perfectly natural to feel that way vedter

have a range of emotions and is it really realistic to expect you to feel positive and happy all the time? When you bave

moments take some time to look after yourself, indulge yourself with some time out, a relaxing bath, a movie, a nice m

something that takes little to no thought or effort.
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If you are concerned for your own or others mental healt!: for support and guidancs

Go back @


https://www.rightsteps.co.uk/customers/groceryaid
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Health & Wellbeing
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Mental Health

We all have Mental Health and, just like our physical health, it needs looking@itienwe forget to help
our mental health fitness and only concentrate on our physical fitness.

Under normal circumstances,in 4of us will experience a mental health issue in any given year and

estimates suggest that at least one in six workers experience depression, anxiety, eredaEsissues a
any one time. COVID has led to a degredation in mental health in addition to this.

'3S 0KS tAyla 0St2¢ (2 adzLLI2NI eée2dzNESEF I yR

My Mental Health ae [ 2ftftSI 3dzSQa
Mental Health

Go back



Supporting your own Mental Health

Unsure on how you are?
Health & Wellbeing If you experience} out of the above 10symptoms

abovewithin a 2 weekperiod you could be suffering
from depression.

IMPORTANT
If you notice yourself becoming

: : 1. An unusually sad mood that does not go away

WS ECRIIESIEEEEENERIEEEEE] o | oss of enjoyment and interest in activities that used to be
anxious whilst at work, please enjoyable

reach out and seek help. 3. Lack of energy and tiredness
_ 4. Loss on confidence in yourself or low sedteem
SENECVEERE M CIRERIE Sl 5 Feel guilty when you are not really at fault
speak to your line manager, a 6. Suicidal thoughts
EEIEEREBIEEREEROECRIERIREl 7. Difficultly in concentrating or making decisions
MHFA England dedicated Mental Health First 8. Bleak or pessimistic views of the future
AREEE suppqrt Or direct you togsy Having difficulty sleeping or sleeping too much
appropriate help. 10. Loss of interest in food or eating too much leading to eithe

weight loss or gain
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https://www.nhs.uk/conditions/stress-anxiety-depression/improve-mental-wellbeing/

@yn Supporting the

&> Mental Health of others

Health & Wellbeing

* Approach the person, assess and

. A To support colleagues if you identify concerns around th assist with any crisis

mental health we encourage you to follow the Mental He « Listen and communicate non.
First Aid for England guidance in using the ALGEE anac judgementally
ALFT @e2dz R2y Qi F¥SSt O2yFARS
TOP TIP one of the registered Mental Health First Aiders who ca * Give support and information

Why not use the new support you.

Leading the Blakemore A The Leading the Blakemore Way App will also support * Encourage the person to get
Way to refresh on the . . appropriate professional help
tools and techniques your leadership and support of others. (see Top Tip)

and support you in your A Remember we have a fantastic supporting resource thro
mental wellbeing? . . .
e foms Ralem i Grocery Aid which gives free access to counsellors and

details therapist, use the link below for more details.

* Encourage other supports
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https://www.groceryaid.org.uk/
















