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INTRODUCTION
“Forgive your past - appreciate your present - envision 
your future.”

– Anon

Being True to Who You Are

Home working can be a wonderful opportunity for self-realization and awareness with 
regards to your life, your work and even your raison d’être - your reason for being. It can 
offer a unique perspective on how to live life with more intention and attention. 

You could be forgiven for thinking that someone with this view is a little crazy…after all, 
nobody enjoys work, do they? I have come across this comment many times and each time 
it has surprised and really saddened me. 

I am sure you will agree that it is unfortunate that many people continue to carry out their 
daily work only for the necessity of a paycheck. I might also have uttered these words, “…
nobody enjoys work,” myself many moons ago and in a different and difficult period of 
my life. 

When I was young, my mother and I would argue about my attitude towards my career 
‘choices’. More than once she tried to encourage me to take “a stable job in insurance” with 
a good pension on retirement. At 17, it was difficult to think any further ahead than my 
18th birthday, as it is for most young people.

My mother – who only really wanted the best for me - considered my dreams of working 
in advertising in the West End of London as crazy and unrealistic, but I knew it was 
what I wanted. With the confidence of youth – and obvious naïveté – I applied for jobs 
in advertising with no previous skill required. Much to my delight and her chagrin, I was 
accepted, worked my way up and enjoyed every minute.
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Put simply, the realization that we have choices is the essential ingredient in whether we 
enjoy our work or not; that and a degree of luck and synchronicity. This means not only 
being in the right place at the right time, but also recognizing and acknowledging it.

To feel fulfilled, we need to remember that we have choices in every situation; even if it is 
only the choice of how to respond. 

Choice is an essential key to living a contented and balanced life. Remove the concept of 
choice and we are back to the daily grind.

Dave Colin, a technologist who has been preaching the gospel of flexible working for a 
decade, says that people are finally waking up to what has been clear to him for a long 
time: “We still think about work in a Victorian way, which is that work is a destination. 
We say, I’m going to work, when in fact work is an activity.”

He continues, “Until recently, flexible working was seen as something for people with 
childcare issues or other reasons for needing to be at home but, in reality, working flexibly 
is about choosing the most appropriate location for the work we’re about to do. 

What has changed is that we now have most of the technological tools at home that we 
need to operate as effectively as in the office.” 
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A New Way of Working…

My intention is that this not be just another book on tips and suggestions of how to manage 
your time whilst working from home. It is to offer a more holistic approach to the way 
work time is used in the confines of a home space. 

My wish is to get home workers thinking about not only how to be optimally effective - 
whether for short or long periods - but also how to begin to tune-in to your unique rhythms 
and energies – to purposefully create your own reality.

It should be pointed out that ‘working remotely’ and ‘working from home’ can be two 
different things. In theory we can work remotely from anywhere away from the office. 

Working at home though, often with family and other distractions around us, does not 
easily allow us to complete our objectives; meaning there are specific challenges to working 
from home.

Once our basic needs of food and shelter are met, wellness emerges from nourishing specific 
areas of our health: physical, emotional, cognitive, social, environmental, and spiritual. 

These realities are so closely intertwined that holistic thinking suggests they work together 
to create a sum of optimum wellness that is greater than its parts. However, to nourish 
these interrelated realities of health does not require us to buy any specific supplements or 
medicines. 
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The concept of wellness is simple; it is about committing to basic practices, day in and day 
out, both as individuals and within our communities.

As I hope you will come to realize, this is not your average book about managing your 
time while working from home – many writers have done a more than thorough job of 
explaining such practicalities in detail. 

My aim is to help you go deeper and enable you to discover who you truly are, your unique 
reason for being and the optimum work you can do.

…And a New Way of Thinking

When we first start working from home, we need to develop new habits and will experience 
new realities. As we are going to form new habits anyway, we may as well make them as 
healthy and beneficial as possible with the aim of developing holistic wellness. 

Recognizing what we benefit from and our unique situation at any given moment also tends 
to move us towards becoming more spiritually aware.

My wish is for the chapters in this book to act as a guiding light for workers who have a 
sense that only doing it for the pay-check is no way to live on a permanent basis, which 
becomes especially relevant with the challenges of working from home. 
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If you believe, as I do, that we are infinite expressions of consciousness having a temporary 
human experience, the invitation within these pages is to wake up and fully act like it. 
Meaning, why not make the choice to not settle for second best or just put up with whatever 
is on offer? 

The expression ‘to put up or shut up’ means you can either make an effort to find and put 
up a viable alternative to what you are currently doing but not enjoying, or to continue 
doing it but stop grumbling.

I hope this book sets you on the path to discovering more of who you are in your depth, 
which in turn will show you how to truly enjoy working from home, in line with or in 
spite of the career direction you have chosen.

The information in these pages is for employees, freelancers and permalancers who work from 
home, but have not yet figured out how to be fully effective or understand the obstacles 
that lay in wait.

The end goal and benefits of this outcome are to realize that, through making different 
choices, you can not only be less stressed and anxious but also learn how to live a more 
relaxed, productive, and fulfilled life. 

Lastly, please note that the therapies and exercises mentioned in this book are only guidelines; 
if you have any concerns, please consider speaking to your health care provider.

I sincerely hope you enjoy the journey.
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1  YOUR MENTAL & 
EMOTIONAL WELLBEING

1.1 FOR GOOD MENTAL HEALTH – CHILL OUT & STAY CALM

Periods of reflection are necessary for us humans and we all seem to need some degree of 
order and silence in our lives. Day-dreaming time is essential for good mental health because 
that is when we best connect with the higher aspect of ourselves. 

We cannot operate at optimum mental output, neither creatively nor intellectually, unless 
we devote some time to slowing down our minds each day.

In the western world, children nowadays are so bogged down with homework after finishing 
a full school day that there is little time to just sit and be. ‘Being’ is as important as ‘doing’; 
some would say more so because unless we can envision an action, it is difficult to perform 
that action and realize a good outcome. 

What is the point of doing anything if we do not try to do it to the best of our ability?

When working from home, we must learn to think smarter because there is no-one chasing 
us the way there might be at the office. 

For optimum mental health we need to dedicate daily time to quiet reflection and intuitive 
meditation, while acknowledging that the more time we can make available to relax our 
minds and bodies, the better.

No-one is ever completely alone; we all have a higher guiding aspect whose sole purpose 
is to steer us in the right direction while we experience this human condition called life. 
Whether we connect and pay attention to this directing light or not is our choice, of course.

This dynamic force is often called Intuition or Gut Instinct, Supraconscious, Guardian 
Angel or Higher Self; one’s upbringing, education or programming will usually determine 
the name we give to it. But whichever title we decide on makes no difference to whether 
we choose to connect with it or not. 

However, to not pay attention or to ignore the wisdom of this great teacher that knows 
every little detail of our thoughts and dreams, is to bumble through life with one hand 
tied behind our backs.
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All great leaders know that finding quiet time to tune in - to nature if possible - and clear 
the mind to allow new thoughts and creative ideas to flow, is essential to the mastery of 
their position. 

Also, when we listen to our higher guidance, we can better control our mind, our external 
environment and, in turn, better take care of our mental health. 

Then, when we interact with others, we are more aware of how to be sincere, authentic, 
and kind; a win-win in every situation.

7 Steps to Create Good Mental Health & Wellbeing

• Connect with friends and family as often as possible; encourage social 
interaction.

• Keep learning new things to encourage the neurons in your brain to fire on all 
cylinders.

• Give to others by volunteering your time or expertise in your local community, 
with no expectation of reward.

• Practice gratitude every morning before you get out of bed. Give thanks for 
everything in your life; the comfort of your bed, the hot water from the shower, 
the food in your kitchen, the safety of your home/workspace.
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• Stay present - take time to appreciate and enjoy the moment and the 
environment around you.

• Ask for support when you need it; ensure you have a network of people, both in 
your home and your work life. Do not allow yourself to feel isolated or lonely; 
before you reach that stage, contact others for help.

• If you are determined to change your lifestyle, change your diet, start to 
meditate, learn some stress-reduction techniques. Elias Scully says it takes just 21 
unbroken days to make and establish a powerful new habit

Remember…everything is personal perception, everything. No two people experience the 
world in the same way, we simply make agreements that things are a certain way and we 
call that ‘reality’.

1.2  FOR EMOTIONAL BALANCE – BECOME 
MINDFUL OF YOUR WORK

Over the years, the office has become a mainstay of a lot of people’s lives. It has not only 
provided us with a place of work, but has also given us routine, structure, amusement, 
purpose, friends, and a refuge in times of trouble. It is where we have spent our days, and 
in many cases the office has become our rock. Read what Agustín Chevez and D.J. Huppatz 
say about a short history of the office

However, we now live in different times. The 2020 coronavirus pandemic has pushed many 
people into working from home for the first time. For some of us it has been business as 
usual, but for others unused to making their own decisions around work time and physical 
space, it has come as an unwelcome shock.

https://www.believeandempower.com/21-day-habit-timeline-how-to-form-a-habit-in-21-days-day-by-day/
https://theconversation.com/a-short-history-of-the-office-82000
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Why is this? Some say they feel lonely at home all day by themselves, but solitude is nothing 
but a state of mind. When we are fully engaged in what we are doing, we rarely feel lonely. 
Think of being engrossed in your favorite hobby or pastime; painting or writing, sewing, 
gardening, watching a video or reading a book. You might say, “Well of course I don’t feel 
lonely then, I’m enjoying what I’m doing.” Which brings me to this; the importance of 
doing work you enjoy. 
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A question we all need to ask ourselves is: “Why do I do the work I do? Is it because I love 
what I do?” Or maybe, “Because I feel valued by my employer.” If you are like a lot of people, 
it is mainly for the pay-check. Stepping onto this particular hamster wheel, however, can be 
dangerous because as much as we wish it were not true, work does tend to define who we are. 
If we are having a bad time at work, it affects every area of our life - from family to health 
to relationships. So, whatever work we do, it is critical that we do it - as much as possible - 
because we want to. 

In an ideal world, the work we dedicate to so many hours a day for five or six days a week 
should be work we are passionate about, that pays us well and gives us the lifestyle we 
desire and deserve. 

If you are not happy in your current work, ask yourself what you can do to change things. 
Because you and only you can change your situation.

Once you realize that what you are doing is not feeding your soul, it is time to move out 
and move on as soon as possible. Knowing that the only thing you are doing is paying the 
bills can make you question your very existence. “But…this is what I do…what I have always 
done…what I am trained and qualified to do…what I gained my parent’s approval for…” 

If what you do does not satisfy that deeper part of you that needs validation and the 
knowledge that you are doing what you uniquely came to earth to achieve, it can hit you 
hard. It can even lead to what is called ‘the dark night of the soul’; a sense of such deep 
sadness and frustration that it becomes clear that you cannot go on like this any longer.

But what can you do about this situation? You are dependent on a monthly salary. You 
are aware of your responsibilities and want to be an example to your children or mentees. 

At this point, you need some motivation to kick-start you into shifting your gears. You 
begin to get excited about the possibilities of changing your way of working, maybe even 
changing your life. 

You talk to friends, loved ones and colleagues about your new thoughts but, through fear 
of your apparently fragile situation, they try to deter you. As they worry about you and 
how you might end up if nothing goes to plan, they reflect back to you their own sense 
of fear of change. 
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So, discouragement sets in, you start to doubt yourself, stay where you are and sink deeper 
into the void until the next time you wake up and can hardly get out of bed. 

Unless you have the courage to take some action instead of hesitating, there is a chance 
you will be celebrating that ‘job for life’ when you retire and wonder where the years went. 

Or maybe you do not even get that far because you get passed over for a younger or more 
dynamic employee.

If you feel tied to a job you loathe, now is the moment to take a decision to make a change. 
No-one knows how much time any of us have left on this earth. A sense of happiness and 
fulfilment is your birth right; do not waste another moment through fear of making a 
wrong decision.

The quality of your life is conditioned by the daily actions you take. These in turn are 
conditioned by your thoughts and beliefs, and by information and education. 

For a good quality of life, energy, abundance and connection, when you step up to serve 
with less desire for personal gain, cause and effect will show you that good things come to 
you more easily. 

When you tap into the true inner essence of who you are, your ‘purpose’ more easily reveals 
itself. What you think and believe to be true, becomes your own personal reality.

Here, Mel Robbins explains how change comes down to 5-second decisions. A 5-second 
window is all it needs to take us from idea to action before our brain starts to sabotage 
us. Understand why hesitation helps nobody. Learn to trust yourself and take some action:

https://www.youtube.com/watch?v=JRzWRZahOVU
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During downtime or breaktime, it is important to switch off your brain for a little while. 
It is amazing what inspiration can come to you when you are not thinking about what 
you usually think about!

1.3 AND DON’T FORGET TO BREEEEEEATHE…!

-If you are serious about changing your breathing habits and healing your life, The Guided 
Wim Hof Breathing Method could be for you.

-Do you want to lose weight? Ruben Meerman shows us how Breathing and Metabolism 
are Interconnected

-And if you can only spare five minutes a day to relax? Well, that is better than nothing, so 
here is one for you too…! Five Minute Breathing Exercise for Relaxation and Stress Relief

https://www.wimhofmethod.com/breathing-exercises
https://www.wimhofmethod.com/breathing-exercises
https://www.youtube.com/watch?v=nM-ySWyID9o
https://www.youtube.com/watch?v=nM-ySWyID9o
https://www.youtube.com/watch?v=04PgJqJGLQc
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2  THE HOME/WORK 
ENVIRONMENT

“When there is order in the house, there is order in the 
nation. When there is order in the nation, there is peace 
in the world.”

– Ancient Chinese Proverb

2.1 CREATE YOUR PERFECT OFFICE WITH FENG SHUI

As primates, we have evolved to be comfortable when our back is protected and we can 
also see out, and Feng Shui principles agree with this. We need to feel safe enough not to 
have to keep checking if there is some danger lurking nearby.

When we feel safe, we can relax. When we relax, we can give all our attention to our work. 
What an open-plan office does is make us feel completely exposed, so relaxation becomes 
difficult.

Feng Shui teaches us that when we change our environment, we change our mindset and 
when we change our mindset, we change our life. 

When we can control our environment, we control our beliefs, attitudes, and visions of the 
world. We therefore end up being the masters of our own lives. 

Feng Shui, in its simplest form, is the practice of placing or arranging objects within an 
interior space, and the fluid movement of ‘chi’ energy within that space, to create a sense 
of harmony and balance for the occupants. ‘Chi’ is the invisible force of life.

Chi tends to move in a circular motion in rooms and buildings, but if an open door is 
opposite an open window the chi flow will move straight through the space and out the 
window in a straight line. This will leave other areas of the room lifeless and dull and be 
uncomfortable for people to spend time there, so best keep either the door or the window 
closed. 
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• As chi moves in a circular fashion, it does not easily flow into corners of rooms 
and that is the reason why dust and cobwebs collect there. So always try to keep 
corners of rooms clean and tidy, to energize all the surrounding areas. 

• Try to position yourself and your work desk with your back to a wall but 
not opposite the door. This will allow you to relax and focus while knowing 
subconsciously that you are symbolically supported by the solidity of the wall 
behind you. 

• Security and personal power come from maintaining a wide view. Wherever you 
sit, give yourself the best possible view of the room and doorway, but not by 
placing the desk directly opposite the door. The doorway is the ‘gateway of chi 
energy’ into a room, so you will be subjected to a surge of chi, which can cause 
a lack of concentration and productivity. 

• Ensure there is plenty of space around your desk; you do not want to cramp 
your life in any way. But keep only a little space behind you when sitting. 

• Likewise, the entry to your workspace should feel open and inviting. Do not 
block it in any way. 

• Do not have a shelf over your desk. Symbolically your world could ‘fall down’ 
on you at any moment. 

• Take the trouble to set up the workspace comfortably and efficiently and invest 
in folders, storage drawers etc. 
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• For the household to run smoothly, it is important for everyone to know you are 
serious about working from home. Negotiate with partners and family members 
about room use and check-in with them regularly about the impact of you 
working from home. Allow them to have changing responses and needs and try 
to be flexible. Remember, nothing is set in stone.

• You are not the office cleaner! Do put the washing in the machine while you 
make a cup of tea or lunch during the day, but do not start your working 
day with a round-the- house clear up. Keep the major cleaning tasks until the 
weekend, just as you would if you went out to work. 

• A seasoned home worker once joked, “Never have a desk chair with wheels on. 
It’s too easy to roll yourself over to the fridge, open up the door and snack all 
day.” Excellent advice for the unwary; you have been warned!

• What extras or attention to detail would make you enjoy working for a 
company? Interesting teas and amazing coffee, delicious morning snacks, a 
gym, a workout studio for yoga or to practice meditation, comfortable seating, 
greenery and attractive pictures, a chill out space, cool music, lunch delivered 
to your office? If you can bring these perks into your home office, suddenly it 
makes working so much more pleasurable. 

Remember to look after yourself; you are your own boss, HR department and worker all 
rolled into one.
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2.2 ERGONOMIC TIPS TO KEEP FIT & HEALTHY AT WORK

The word ‘ergonomic’ comes from the Greek word ‘ergon’, which means work, and ‘nomos’ 
which means laws. Therefore, ergonomics is the law or science of how we work; how we 
humans interact with the physical systems in our environment.

Too many people these days find themselves hunched over a laptop on a sofa or bed, perched 
on a hard dining room chair or subjecting their arms and wrists to a badly positioned 
keyboard. Gone are the days when well-designed offices took care of all these problems for us.

Position & Posture

Good ergonomic habits are simple but can take a little time to put into place. For example, 
aim for a computer monitor that is at eye level and at arm’s length, a chair that supports your 
lower back, comfortable access to a mouse which is better for your wrist than a touchpad 
on a laptop: these are the basic requirements.

It is worth investing in a good, height-adjustable office chair and a standalone keyboard, 
mouse, and monitor. If you have a standalone keyboard and mouse but no monitor, you 
can simply use a pile of books, a shoe box or a yoga block to raise your laptop to the right 
height with the keyboard and mouse below it.

It is important to a) keep separate the keyboard and monitor to enable you to have the 
monitor at eye level or slightly below, and b) adjust your keyboard so your elbow angle is 
at 90 degrees. This makes sure that your forearms are supported, and your wrists are kept 
in a neutral position.
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Practising good ergonomics now means avoiding strains to your joints and muscles and will 
help avoid future ailments such as muscular and skeletal problems, carpal tunnel syndrome, 
inflamed tendons, finger, shoulder or back injuries.

“Posture is key,” says Kirsty Angerer, an ergonomics consultant based in Leicester, England, 
who says ‘neutral posture’ should be our goal. 

“Aim for a position of ease for the body to maintain for a prolonged period of time, where 
the position supports the natural curves of the spine and maintains your body in good 
alignment,” she says. “A position for the body that you can sustain with minimal effort and 
[that] gives you biomechanical advantages to do your work.

She goes on, “When you have set yourself up appropriately in your chair put your hands 
in your lap comfortably. The point where your elbows land is the same height that you 
want your desktop to be. To check, sit side on to your table; if you need to lift your arms 
to reach the table top you are too low. You should be able to slide your arms over the table 
without raising your shoulders.”

But it is not just about your position while you sit at your desk. Since you are not in an 
office, you will not be walking to the printer or across the room to talk to a colleague.

“Due to everything that we need being in much closer proximity, we will naturally be 
moving less than when we were in the office: it’s now only a few steps to the kitchen, the 
bathroom, the living room and the bedroom,” says Angerer.

Desks

It is said that sitting is the new smoking so, for the sake of your health, get up from time 
to time and move your body around as much as possible (see The Pomodoro Technique 
in Chapter 3). We often sit at our desks for eight hours a day but, if not done correctly, 
we can suffer health problems and even pain.

A lot of ingenuity can go into fashioning desks, with standing desks proving particularly 
popular nowadays. It is worth reviewing what we know about sitting still for too long.

In the 19th Century, most office workers stood to work at their desks; some had no chairs. 
Brett and Kate McKay emphasize in their article: Become a Stand-Up Guy: The History, 
Benefits, and Use of Standing Desks, the health dangers of spending too much time sitting 
at a desk.

https://www.artofmanliness.com/articles/become-a-stand-up-guy-the-history-benefits-and-use-of-standing-desks/
https://www.artofmanliness.com/articles/become-a-stand-up-guy-the-history-benefits-and-use-of-standing-desks/
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Lighting

Lighting plays an important role, too. If it is too bright in the room, it may speed up eye 
strain or give you headaches. If it is too dull, you could end up in an awkward position 
as you try to read your screen. 

When working at your computer, you should have less light above the eyes and more below 
them, meaning on the desk, across the keyboard and documents.

When using video conferencing tools, though, place the light behind and above your monitor 
for the optimum lighting effect to your face.
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When setting up your office space, there are three main points to consider: Comfort, 
Movement and Variation.

Comfort: If possible, create a dedicated work area to help you focus on the job in hand. 
It does not, however, need to be a permanent station and can be taken apart at the end 
of each day.
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Movement: Keep up with your exercise whenever possible. Spending more time in the house 
can reduce movement to travelling from desk, to kitchen, to sofa and back again. Taking 
time in the evening or lunch time to follow a workout video, or to walk or run outside 
can only improve your focus.

Variation: Although a dedicated work space is the optimum way to keep in work mode, 
make sure to take some regular breaks to unwind. Use a mindfulness app or do a 10-minute 
meditation. Turn off your notifications and move away from your desk to help you concentrate 
on relaxing.

2.3 EFFECTS OF COLOR IN THE OFFICE-SPACE

In the 1980s, I was fortunate enough to spend time studying the effects of color on humans’ 
mood and behaviour with two famous color psychologists in London. Theo Gimbel, who 
was known as the Grandfather of Color, wrote and published several books on the dynamics 
of color in healing, and Angela Wright set out to prove there was a correlation between 
color and human behaviour, and wrote a ground-breaking book, ‘The Wright Theory’. To 
this day, psychologists use her theory and her ‘Colour Affects System’ as the benchmark of 
color psychology.

The Ten Best Colors for Your Office - according to Angela Wright

1. Off-White
White might have a clinical appearance, but an off-white in an eggshell finish will 
soften the look of true white. It is easy to decorate and design around, given its 
warm yet clean appearance.
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2. Teal Blue
Because teal is a combination of blue and green, it can turn any workspace into 
a productivity machine. It is important to be careful to not have too much of 
one color over the other, and the brightness and intensity are also important for 
the desired effect.

A soft teal with a touch of grey goes well in a professional setting like a lawyer’s 
office.

3. Grey
Grey falls between black and white which gives off a neutral mood. There are 
different hues and shades of grey which evoke different responses. 

Classic grey is very subtle but could make your employees, clients, or yourself 
feel a little melancholy.

4. Light Blue
A soft light blue will calm your surroundings and give off a peaceful vibe. This is 
a good choice for a private doctor’s office or a specialist who deals with nervous 
patients.

5. Blue-Grey
In the corporate world, blue-grey feels clean and gives off a professional vibe, 
while at the same time it does not seem moody.
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6. Pastel Yellow
If you work in a creative industry, a pastel yellow will get your creativity flowing. 
Yellow with a touch of gold makes it easy to accent with whites or browns.

7. Brown
Brown works very well in a space that needs to feel powerful and strong. Coupled 
with rich wood office furniture, brown gives off a nice warmth.

8. Purple
Purple has many shades within its palette, but violet is a great choice for a feminine 
space like a salon.

9. Green
A rich, dark, velvety green is perfect for healthcare and financial industries. Going 
brighter or darker will alter the mood of the room. If you are thinking of using 
green, keep in mind the way the light will hit it. A lime green may be a little too 
blinding if your space has a lot of windows.

10. Orange
Painting all four walls orange may be a little intense but accenting one wall with 
orange may be the perfect remedy if you suffer from low-energy afternoons.
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3 LOCATION & TIME SAVED
“You have a choice in life. You can either live on-purpose, 
according to a plan you’ve set, or you can live by accident, 
reacting to the demands of others.”

– Michael Hyatt

3.1 NO MORE DAILY COMMUTING

In theory, you can work from almost anywhere. Providing there is a basic IT connection 
and you are able to maintain a high level of personal flexibility, you can pass your working 
days in cafés or co-working spaces. You learn early on, however, that park benches, beaches 
and beds are not ideal locations for producing your best results. 

When you work from your home-base, you not only save time if you would normally drive 
or catch a train or bus into work, but the level and quality of your output rises; you see a 
marked increase in productivity. 

Daily traffic jams take a toll on your health because you have no control over them, so you 
start and end the day with stress. 

From time to time, you may have to attend the office for meetings, but these can often 
turn out to be a waste of time. When you use technology for virtual meetings, they tend 
to be better focused, less of a hiding place for those who love time away from their desk, 
and you save the environment from commute-pollution. 
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Home working also forces managers to value your production, rather than your time in 
the office. 

Working from home, therefore, affords you the wherewithal to control not only your 
environment, but also your timetable.

3.2 SCHEDULING IS MORE EFFECTIVE THAN A ‘TO DO’ LIST

As your ‘To Do’ list gets added to, it often become unrealistic in terms of what time and 
resources you can dedicate to it. ‘Scheduling’, however, allows you an awareness of what 
you can fit in to the time you have available, making for an almost guaranteed successful 
day, which in turn gives a reason to celebrate at the end of the day.

When you first begin to create a daily schedule of timelines and activities throughout the 
day, you might find that your priorities change even after you have planned them. Do try 
to stick to it, though, and you will find you manage it better as time goes along.

There are many scheduling templates available online so choose carefully; advance planning is 
important because you want your schedule to help you use your time in the most efficient way.

As you realistically gauge how much you can get done, and how much time you have to 
do it in, you will feel accomplished knowing that you did what you set out to do.
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Many people sit down on a Sunday evening and review their goals and monthly plan. They 
work out what absolutely needs to get done for the week ahead and what they would simply 
like to get done. That way they can start the week afresh on Monday morning.

If you can, map all tasks and work-related activities to online tools and be sure to make 
your current personal status available, either through blocking it on your calendar or by 
choosing the current status on your chosen online platform. 

If you have co-workers, make sure they know your whereabouts and availability as if you 
were in the office. Keep them updated on your work progress with the task/project/activity 
just as you would in the office. Also establish your ‘End of Day’ status to let your colleagues 
or clients know you have finished.

When planning your week, you basically want to create an outline of what you expect to be 
doing each day. This weekly plan does not have to be in minute detail as that would be more 
appropriate for a daily schedule, but it should help you feel prepared for the entire week.

How to Set Up Your Work Schedule

Step 1

• Start by reviewing your yearly goals. Then your monthly priorities and plans.
• Note any appointments or events that you need to plan around.

Step 2

• Make a detailed list of everything you need and want to get done that week. 
This could include big projects and grocery shopping. 

• If there is something non-urgent, make a note to move it to another week.

Step 3

• From your list, set your priorities for what must get done this week. 
• Mark or highlight these as your weekly priorities and keep them to no more 

than seven items.
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Step 4

• Create a bullet-point list of action steps for each priority on your list.
• Come up with action steps that will help you get your priorities completed or at 

least started.

Step 5

• Work out and decide which of your priority tasks you will be working on and 
assign each priority to a specific day.

• If it works for you, group similar tasks together to avoid switching between 
different types of activities.

• For each day, choose one thing that must get done and mark it. This will help 
you stay focused and accomplish the most important thing first.

3.3 TAKE REGULAR BREAKS, CELEBRATE & CONNECT

Disconnect Temporarily

When you are working from home, it is good to have a routine, but work should not 
become monotonous by staying glued to your screen all day. It is important to take regular 
breaks by getting up from your desk and moving around, as you would if you were working 
in an office. 

Research has found that several short breaks throughout the day are more beneficial than 
less frequent, longer breaks.

Many home workers recommend the ‘Pomodoro Technique’, a method of time management 
which, using a timer, breaks your working day into 25-minute work intervals followed by 
a five-minute break.

The Pomodoro Technique was developed by Francesco Cirillo in the late 1980s. Each work 
interval is known as a pomodoro, from the Italian word for ‘tomato’, after the tomato-shaped 
kitchen timer that Cirillo used as a university student.

In this five-minute break, it is important to stand up, stretch, move around and even go 
for a short walk to take a break from your work, desk and screen.
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Working continuously without stopping for a break could make your productivity levels 
drop. You would then become more tired and less motivated to complete what you are 
working on.

Disconnecting is one of the keys to a healthy work/life balance. Avoid daytime TV and 
YouTube videos unless you are taking your lunch break. In the same way, be strict with 
yourself over social media.

If you need to start the day reading or watching the news, either for information for your 
work or just to find out what is going on in the world, commit to closing it down no later 
than say 9.30am, and then start work.

Avoid over-working by taking breaks; find the pattern that works best for you.

Celebrate

At the start of each day decide on a way to celebrate having stuck to your schedule. Maybe 
some time to watch your favourite TED talk, movie, TV series, or whatever you like to 
treat yourself to.

A celebration is a perfect way to prove to yourself that when you really put your head down 
and apply yourself to the task in hand, you will get a well-earned reward.
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Socialize & Connect

Everyone needs solitude; a desire to escape society, but loneliness is a modern epidemic, 
one that single and social media-shaped young people seem particularly prone. 

Feeling lonely seems to be part of the human condition in these days of broken families 
and distant social connections. Many people feel a lack of sense of community and turn 
to their computer for relief. 

We humans are social beings but, when there is no reason to leave home, we sometimes 
have to push ourselves out of our comfort zones, especially if we live alone. By all means 
have your groceries delivered, but it is important to keep your social connections. We all 
need an interchange of ideas on a regular basis. 

A sense of autonomy and freedom is important but feeling a member of a tribe - a 
community - is ultimately where fulfillment lies.

As a home worker, you need to schedule time away from the home/office during the week 
so that you do not become isolated. So many people nowadays have emotional problems 
from time to time because they do not have enough physical social contact. 

Hours can morph together when you work from home, and days go by quickly; the effect 
of this can also be reduced by using the Pomodoro Technique.

Make time to stay connected with your social communities and meet for social chats or 
even just virtual ‘coffee chats’ to stay close to your co-workers and friends.
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Get Out and About

Working from home should not mean being cooped up indoors all day. While you might 
not miss your daily commute, it does guarantee that you leave the house at least once 
during the day.

Get properly dressed and put your shoes on, go outside and enjoy the fresh air. Apart from 
the physical benefits, a different perspective helps undo mental blocks and gives you a fresh 
pair of eyes for any tasks you may be struggling with.

Matthew Knight, founder of Leapers, a group that supports self-employed people and freelancers, 
says getting outside first thing in the morning helps him feel like it is time to work.

“There’s a mental angle for each individual that makes you feel like you’re working,” he says. 
“I will leave the house and walk around the block and feel like right now I am working. 
Find ways of putting in those boundaries otherwise it becomes difficult to switch off.”

If for any reason you cannot go outside, you could bring the atmosphere of the office to you.

“I like bustle and being around people, so I use sound to help make a bit of an atmosphere,” 
says Gillian Roche-Saunders, whose entire regulatory consultancy firm Adempi Associates 
work remotely.

There are many apps available nowadays that play background sounds, such as a train moving 
along tracks, the chatter of a coffee shop or the gentler sounds of nature.
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4  MAXIMIZE YOUR 
PHYSICAL HEALTH

“It’s a choice to be positive and optimistic. It’s a choice to 
accept responsibility for everything that happens in our lives. 
It’s a choice to be happy no matter what the circumstances. 
We have total control over how we choose to live our lives. 
When we stop playing the victim, we can fly to the stars.”

– Anon

4.1 KEEP YOUR BODY MOVING

• Get geared up like a pro and find some motivation to keep yourself fit, whether 
it is online yoga, tai chi, indoor power walking, Pilates or rebounding, keep an 
exercise mat handy and use it. There are so many videos available online nowadays 
that there is no excuse not to move your body while working from home.

• Take time outside to walk, run, cycle, swim, climb, play sport…the list is 
endless. Aim to at least take walking breaks and hit step goals of 10,000 per day.

• Sometimes you need to work to a deadline and can barely spare the time away 
from the desk to use the bathroom. The last thing you want to think of doing 
is to roll out your mat and start exercising, but you can at least take a couple of 
minutes every so often to: 
• stretch your arms in the air, high above you and to the sides
• place your interlocked hands behind your head and push your elbows back
• slowly stretch your head and neck to one side and then the other
• lift your chin up and push your elbows back and your shoulders down 
• stretch your legs out, lift your heels, point your toes, and rotate your ankles.
• There are many online videos nowadays showing chair-sitting exercises that 

really help

https://www.youtube.com/watch?v=enYITYwvPAQ
https://www.youtube.com/watch?v=ZDoqZUg_BSY
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… But Know When to Stop

Madisyn Taylor of Daily OM, in The Importance of Napping, says, “The desire for a short 
nap during the day does not arise out of laziness, rather the need for the body to rejuvenate.”

Whether we call it a nap, a snooze or a siesta, the benefits of 20 minutes of light sleep 
after lunch or mid-afternoon have long been proclaimed as the secret to success for many 
leaders and CEOs.

Taylor says, “In this modern world, we are often compelled to be as productive as 
possible during as many hours of the day as we can. While this can lead to great feats of 
accomplishment, we may become exhausted and find ourselves craving rest and rejuvenation. 

We may feel like taking a nap but feel guilty about indulging in even ten minutes of rest. 
This need for personal downtime, which many people experience in the early afternoon, is 
not a sign of laziness nor is it necessarily related to how much sleep you had the night before. 
There was even a time when taking a nap was considered a natural part of everyone’s day.

To fully enjoy the benefits of napping, you need to give yourself permission to nap. Feeling 
guilty about snoozing or worrying about your to-do list will not do you much good when 
you are trying to take a nap because your thoughts or feelings will keep you awake. 

Try to nap at the same time each day and use an alarm clock to ensure that you do not 
sleep for too long. Learning to nap and enjoy its restorative benefits can help you wake up 
restored, rejuvenated and ready for the rest of your day.”
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Create a Relaxing Space & Reduce Stress with Aromatherapy

For most people these days, stress is simply a part of daily life, so we all need a few 
relaxation-inducing tools at our disposal to maintain our sanity. 

Along with yoga, exercise, and meditation, one of the most popular forms of stress relief 
is aromatherapy.

Aromatherapy goes back more than 6,000 years when ancient Egyptians burned incense 
made from aromatic woods, herbs, and spices. 

Throughout the centuries, nearly every civilization has used some form of aromatherapy to 
help heal and cure a wide variety of ailments.

Nowadays, a growing number of businesses are using aromatherapy in the workplace as part 
of their comprehensive wellness programs, as it can be a great way to de-stress and reduce 
tension in a hectic office environment. 

As most of us have access to our five senses, we too can consider incorporating aromatherapy 
into the home/workspace to both decrease stress and tension and increase output and 
productivity.
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What Is Aromatherapy?

Aromatherapy is a holistic therapy treatment which uses natural plant extracts to promote 
health and well-being. It is based on the use of these plant oils, called essential oils, and 
has benefits of improving psychological and physical well-being. 

Essential oils are distilled from the aromatic roots, bark, and leaves of plants. 

If applied to the skin directly, they can cause reactions such as irritation, redness or burning, 
so carrier oils are used to dilute the essential oils and ‘carry’ them into the skin. 

Carrier oils are vegetable oils such as coconut, avocado, jojoba, olive, sweet almond, grapeseed 
or argan oil, which have been derived from the seeds, kernels or nuts of the plant. Aloe 
vera gel and unscented body lotion can also be used as a carrier.

Choosing a Stress-Relieving Scent

Aromatherapy has been shown to affect brain waves and alter behavior in a variety of ways. 
For example, it is believed that rosemary can reduce cortisol levels and boost performance 
and mood. This makes it a good choice for relieving mid-day stress. Similarly, lavender can 
also improve performance but, as it has a mild sedative effect, it also makes it an option for 
winding down after a busy day. The scent of peppermint and ylang-ylang are also known 
to promote calmness and reduce stress.

How to Use Aromatherapy

• The benefits of aromatherapy can be obtained in several ways. Direct inhalation 
is the simplest form of aromatherapy. Simply mix a couple of drops of a stress-
relieving essential oil into a small amount of carrier oil in the palm of your hand 
and rub your hands together. Close your eyes and cup your hands over your 
face and inhale deeply several times. The healing aroma can have a quick, yet 
powerful effect on how you feel.

• Options that release scents into the air can also be beneficial, and these include 
candles, mists, potpourri, and diffusers. Topical applications like skin lotions and 
body sprays can also be used to provide an ongoing source of scent throughout 
your workday.

• As with any holistic therapy, aromatherapy does not have the same effect on 
every person. Both personal preferences and the emotions that are created in 
stressful situations can have an impact on how scents should be chosen, for both 
the environment and those working in the environment. 
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• For example, if you decide to use an aerial diffusion, use only scents that appeal 
to everyone in the house. If someone in your household does not like the scent, 
aromatherapy will not have the desired effect and it can even increase stress 
levels in some individuals.

• Stress can build up in even the most peaceful of workspaces. To produce a calm, 
productive work environment, many aromatherapy experts recommend using a 
blend of essential oils 

• For example, a blend of chamomile, bergamot and lavender can help calm 
down a tension-filled atmosphere. When intense concentration is required, a mix 
of peppermint and rosemary can promote greater brain clarity.

• Lighting a fragrant candle or spritzing a natural air freshener can introduce some 
tranquility into your home/office atmosphere, but do not be afraid to experiment 
with other ways to scent the air with stress-relieving, positive aromas.

• These days, essential oils can often be found in many natural cleaning products; 
instead of using harsh, chemical-laden products to clean desktops and keyboards, 
a cleaner that contains tea tree oil or lemon oil can be just as effective, while 
providing a more soothing scent.

• Be brave about creating a custom aromatherapy blend just for yourself. It may 
even become your signature scent.

4.2 ENJOY THE QUIET TIMES

For me, time management and work/life balance are two sides of the same coin, so when 
your home and working worlds overlap, it is an opportunity to start doing things differently. 

Maybe you could read more, watch inspiring films and documentaries, do puzzles, start to 
draw, return to a gentle hobby or meditate.

It is important to work with your own body’s rhythm too. Identify when you feel alert and 
productive and when it is a struggle to focus, then schedule your workload accordingly. 

I have always been a bit of a ‘night-owl’, therefore a more alert evening worker and quite 
the opposite of a morning person. My first client is rarely before 11am (and even then, 
emergencies only) and my last is at 8pm. 
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My timetable horrifies a good friend, a chiropractor, who happily sees her first client at 
8am and is done and dusted by 5pm. But, as we both agree, she can accommodate clients 
that prefer to see her on their way to work and I can be there for mine who are on their 
way home from work.

My mind is rarely fully awake before 11am and sometimes I need to deal with difficult 
phone calls or clients with challenges. I use the early afternoons for tasks that require the 
most concentration and then often have a 20-minute nap before I start seeing the rest of 
my day’s clients. It took a while to figure out that this timetable works best for me; each 
of us needs to find out and work in harmony with our own personal body clock. 

And Nourish Your Body

For good health and ongoing vitality, eat well and regulate the alcohol. Eat real food that 
comes out of the ground; apart from ‘superfood’ dark chocolate, which is full of antioxidants, 
try to avoid eating anything processed. 

• Processed foods should only be eaten occasionally because of their built-in crave-
ability factor which is intended to make foods as addictive as possible, with 
loaded sugar, salt, and fat. 

• To maintain a healthy heart, avoid or reduce red meat and cured meats such as 
prosciutto, chorizo, salami, pepperoni, bacon, pancetta, and pastrami.
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• Plant and fruit-based diets are key to wellness as they contain natural nutrients 
our bodies need. Eat fiber to feel full and stay regular and protein to build 
muscle but go easy on the carbohydrates.

• So-called ‘Superfoods’ are foods that have a high nutritional density, meaning 
they provide a substantial amount of nutrients and very few calories. They 
contain a high volume of minerals, vitamins, and antioxidants. Some examples 
of superfoods are berries, dark leafy greens like kale and spinach, beets, eggs, 
mushrooms, artichokes, nuts and seeds, green tea, kefir and yoghourt, garlic, 
olive oil, ginger, turmeric (curcumin) beans and legumes. wild salmon, avocado, 
sweet potatoes, and seaweed.

• We all need high-fiber/low-carb foods to keep us regular and create a feeling of 
satiety. Some examples of high-fiber/low-carb foods to fill up on daily are leafy 
greens, flax seeds, coconut, pistachios, blackberries and raspberries, chia seeds, 
avocado, cauliflower and broccoli, red cabbage, and mushrooms.

• Our bodies need protein to repair and build tissues. They also use it to make 
enzymes, hormones, and other body chemicals. Protein is an important building 
block for muscles and bones, cartilage, skin, and blood. Some healthy – 
although processed - non-meat sources of protein are tofu, tempeh, and seitan. 
There is also edamame, lentils, chickpeas (garbanzos), most beans, nutritional 
yeast, grains such as spelt, amaranth and quinoa, hempseed, spirulina, oatmeal, 
wild rice, chia seeds, nuts, eggs and dairy and certain fruits and vegetables.

There are many websites online explaining how to plan, shop for, prepare, combine, 
and cook foods. Once you start to create good eating habits, you should quickly start to 
notice your energy levels rise and any daytime sluggishness reduce.
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Intermittent Fasting

Many people swear by controlled fasting for short periods of time. Done wisely, it can 
kick-start your metabolism into encouraging the body to regenerate and heal itself and 
even burn fat. 

Intermittent fasting consists of fasting for a certain number of hours per day or eating just 
one meal every couple of days.

In essence, intermittent fasting involves paying attention to specific periods of eating and 
fasting throughout the day. It focuses on limiting meals and snacks to a specific time window, 
typically between 6-8 hours of the day, and fasting for the remaining hours, mostly while 
sleeping.

Apart from the many health benefits, intermittent fasting can save huge amounts of time 
shopping for food, preparing and cooking it, not to mention time taken eaten it. So, while 
you are working from home and changing your daily habits anyway, this might be a good 
moment to think about giving your digestive system a rest and your body a break to enable 
it to heal and regenerate itself. 

The Mediterranean Diet

The Mediterranean diet is a recognized way of eating healthily based on the traditional 
cuisine of countries that border the Mediterranean Sea. 

While there is no one specific definition of this way of eating, it is typically high in fruits, 
vegetables, whole grains, beans and legumes, potatoes, breads, herbs, spices, fish, seafood, 
nuts and seeds and, of course, extra virgin olive oil. 

These foods can be safely eaten often. Also, within this regime, but eaten in moderation, 
are poultry, eggs, cheese, and yogurt. The food that is less consumed in Mediterranean 
countries is red meat.

https://www.healthline.com/nutrition/intermittent-fasting-guide
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Stay Hydrated

Did you know that humans can survive without food for about three weeks but can only 
last three to four days without water? 

We know what it is like to get so tied up in a project that we keep on working and forget 
to drink. Then suddenly we feel so thirsty that we must stop to get something to drink. 
The problem is that when we get to the point of realizing we are thirsty, some damage to 
the body has already started. 

The body is so intelligent that it has a hierarchy for using the water we supply it with, starting 
with the brain. Many years ago, when my elderly mother and I lived in different countries, 
we had frequent phone conversations. Often, after a short way into the conversation, she 
would start getting confused. 

I knew that my mother rarely touched alcohol, so I would ask her, “How much water have 
you drunk today?” and she would answer that she had had a few cups of tea. As I knew 
that her lack of water was probably causing her confusion with words, I would suggest 
that she go and get a large glass of water and drink it while I waited on the phone, which 
thankfully she always did. 

After a couple of minutes, she would be back on the phone and perfectly clear and lucid 
in her speech and we would resume our conversation as if nothing had happened. It really 
did work that quickly. However, trying to get her to remember to take a small bottle of 
water when going shopping or out for the day was another matter!
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As you can see, it is essential to keep hydrated, and nothing hydrates as effectively and 
healthily as water. 

Every day commit to drinking at least two liters of non-caffeinated, non-sugary drinks, 
and water is best. You can add a slice of lemon, cucumber, or a sprig of mint. Instead of 
a mug of tea or coffee at your side while working, try having a filter jug of water by your 
desk and keep it and your glass topped up.

4.3  BEST FOOT FORWARD & CHOOSE 
YOUR FOOTWEAR CAREFULLY

Before she married my father and started a family, my mother was a Couture Dressmaker 
for luxury department store, Liberty of London, and my step-father - the man she married 
much later in life - was a Savile Row Tailor’s Master Cutter. 

Even though during my childhood money was scarce, I grew up with a deep understanding 
and appreciation of ‘good quality’.

As a priority, my mother would buy us the best shoes she could afford saying, “You’ll spend 
your life in either shoes or bed, so always have the best you can of both.”

People tend to disregard and practically ignore their feet until they have a problem with 
them. Only then do they realize what engineering miracles they have at the end of their legs. 
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For comfort, of course, the key is to fit the shoe to the foot and not the foot to the shoe. 
Obvious as it may sound, when buying shoes, check for width as well as length, and go 
shoe shopping in the afternoon after any natural swelling has occurred.

Loss of mobility caused by foot problems can have a major psychological impact on our 
ability to work well and with focus. 

Even if you must wear your ‘work clothes’ for online meetings and such, aim to wear the 
most comfortable footwear you can while at home or go barefoot. 

Dr. Ros Miller, consultant orthopedic foot and ankle surgeon at HCA Healthcare UK says, 
“Feet can get very swollen if you spend all day sitting in front of the computer without 
taking any exercise. To keep feet healthy, even a short walk around the garden or block can 
help to prevent this by getting the muscles, tendons and ligaments moving.”

Our feet play an important role in our daily life because they are in constant contact with 
the ground whenever we are standing, walking, running or even sitting. As they are the 
extensions of our legs which move us about, they are the very foundation of our bodies. 
Keeping our feet in top condition plays a major role in keeping our whole body healthy.

Healthy feet are vital for support and mobility and, as anyone who has suffered from foot 
pain knows, it can affect our entire body with no relief or relaxation until the pain has 
gone or we can just put our feet up.
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What is Reflexology?

Reflexology is a foot treatment that involves applying different amounts of finger and thumb 
pressure to the feet, and sometimes to the hands and ears. It is based on the theory that 
these body parts are energetically connected to certain organs and bodily systems. 

Some believe that it originated in the traditional Chinese medicine teachings of ‘chi’ or life 
force energy and works by unblocking this flow of this energy to certain areas by applying 
pressure to others. 

Chi energy flows through every living plant, creature, and person. When someone feels 
stressed or sick, their body blocks the flow of chi, then this blockage can cause an imbalance 
in the body that can lead to illness. 

The aim of reflexology is to keep chi flowing through the body, thereby keeping it balanced 
and disease free.

Different body parts correspond to different pressure points on the feet, hands, and ears. 

Reflexologists use ‘maps’ of these points to determine where to apply pressure. They believe 
that their touch sends energy flowing through a person’s body until it reaches the area in 
need of healing.

There is a growing body of evidence that reflexology can reduce stress, anxiety and pain 
and improve general well-being. 
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There are many people in the world, including myself, who have benefitted from the expert 
touch of a qualified and experienced Reflexologist to reduce symptoms, bring back balance 
and improve the quality of their clients’ lives
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5 DISTRACTIONS, BOUNDARIES, 
ROUTINE & DISCIPLINE

“When an inner situation is not made conscious, it appears 
outside as fate.”

– Carl Jung

5.1  STAY PRODUCTIVE EVEN IF THE WHOLE 
HOUSE IS A DISTRACTION

As a home worker, be aware that every time you walk into a room you will find 100 things 
to do, from toys on the floor, clothes that need putting away, a floor that needs mopping 
to windows that need cleaning, 

You will probably get interrupted by people ringing the doorbell too. From friends and 
relatives who know you are ‘at home’, even though you may be on a conference call so 
cannot answer the door, to an impatient postal delivery.

You may have a partner who works from home too. It can be extremely emotionally 
challenging to ignore their pleas for help or attention when you are head-down in the 
middle of a project with a deadline, but it is important to respect each other’s boundaries.

Children, spouses, flat-mates, guests, drop-in visitors, pets…there are many, many distractions 
lying in wait for the unwary home worker. Plus, there are the hourly online distractions 
from social media and private phone messages.

To not just stay productive but also thrive in the home/work environment, you need to 
become adept at separating yourself from the minutiae of daily household life.
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If your work area is in the living room where the TV also is, you may have to learn how 
to block out the after-school noise of children, but make sure this is only a temporary 
situation as your work is likely to suffer.

Since we all have different threshold levels of distraction, the first question to ask yourself 
is, exactly what distracts you. For example, is it the sound of music from somewhere in 
the house, dogs or children running around, neighbors chatting over the fence when the 
windows are open, someone somewhere watching an action movie at full volume?

Then, the next question you need to answer is, how can I either remove it – the distraction 
- or remove myself from its presence? 

Only you know the set-up in your household, so invest some time in sitting down and 
discussing with your co-habitants how you can create ways to make this situation work for 
the benefit of all. 

Remember too to communicate your own plans for the day…and shut any dividing doors!

If possible, isolate yourself from notifications, calls, meetings etc. to make some room for 
deep concentrated work, by spending a couple of hours per day in ‘do not disturb’ mode.

But, what if your computer itself is a source of distraction? A great tip is to create a user 
login that is only for work and remove all other icons and access to distractions like social 
media.  Create two users on your computer, one for normal use and one for work only. 
Have nothing but the essentials logged in on your work user.
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5.2 ESTABLISH BOUNDARIES & STOP FEELING GUILTY

If you are employed by a company, you will probably have set hours of work, and it is 
important to stick to these when you are working from home. 

Be ready to start your working day at the same time as you would normally arrive in your 
office or place of work and finish your day at the same time. At the end of the working 
day, switch off your computer and tidy your desk or workspace. 

“Adjusting quickly to these new circumstances is key to setting up your household for 
success,” said Guy Winch, a psychologist in New York City and the author of ‘Emotional 
First Aid’.

“Abnormal life has begun, so we must maintain as much normalcy as possible during these 
challenging times,” he says, “and it’s super-important to realize that this is a marathon and 
not a sprint, so we have to set up conditions and habits and rituals that will get us through 
that.”

“From there,” Dr. Winch says, “establish office rules, and get granular: What are my work 
hours? Where do I go in the house when I need to take a call? Who will keep an eye on 
the kids and when?”

Family, friends, house guests and pets have a sneaky way of creeping into our workspace if 
we do not set firm and clear boundaries. 

If our workflow is interrupted, it can take time to get back into the rhythm again. To avoid 
this, schedule interruptions in advance as much as possible. Likewise, short excursions like 
shopping and lunch can be penciled into your diary.
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Set reasonable boundaries; prioritize breaks in the day and be aware of potential signs 
in yourself and others. This is particularly important during times of crisis, when family 
members may be home from school or work, or even sick or quarantined.

Inform those you live with of your need for co-operation. Share a calendar so everyone in 
the house knows when you need silence, for example for meetings. If necessary, hang a ‘Do 
Not Disturb’ sign on your door.

Parents who work from home may find that they become ‘last minute’ childcare for other 
working parents who are going to be late home. 

If you can handle the parents’ requests and it does not affect your work too much, you will 
find that most of the other parents will return the favor. But if you need to say “No”, say it.

Create a Routine

For most people, having a routine and sticking to it is essential for success if you are working 
from home; it tends to help to keep you focused. 

• Get showered and dressed in the morning, casual dress maybe, but get dressed. 
For some, the idea of staying in their pajamas all day might be appealing, but it 
does not encourage a professional mindset. 

• Washing and getting dressed will not only improve your state of mind, but also 
psychologically prepare you to start work.

• Be at your desk at the same time as you might expect to be at an office. If you 
have children, this discipline would be imposed on you anyway as they need to 
be prepared for school each morning. 

• Some creative people may prefer to work different hours, often evenings or into 
the small hours. Find what suits you best by becoming sensitive to your own 
body clock. 

• Avoid the long lunch hours you may have become accustomed to in a different 
environment. 

• Set a finishing time. Just because you are at home does not mean you should 
keep working through the evening, unless there is something that must be 
finished urgently. 

This is like taking work home when you work in an office or similar, which is 
often done either because of poor time management during the day, or because 
people feel compelled to show how hard-working they are. But, either way, it is 
usually time wasted. 



HOLISTIC TIME MANAGEMENT dIstrACtIons, boundArIes, routIne & dIsCIPlIne

52

• Wearing respectable clothes during the workday increases motivation to leave the 
house and get some exercise. Similarly, changing out of your work clothes when 
you finish for the day helps your brain to understand that the working day is over.

• Be disciplined, stick to a routine as you would in an office. Start at your starting 
time, take your breaks and, perhaps most importantly, stop at your finishing 
time. Shut your computer down, leave the room and do not look at it until the 
next day. 

• If you have a dog to walk - walk it before work begins and again when it has 
ended. Dogs love routine!

5.3 PROCRASTINATION IS STILL THE ENEMY OF TIME

In 2007, psychologist Piers Steel from University of Calgary wrote a paper with the grand 
title of ‘The Nature of Procrastination: A Meta-Analytic and Theoretical Review of 
Quintessential Self-Regulatory Failure’

This paper is interesting because he shows scientifically that there are four main causes of 
procrastination. These are:

1. Low Self-Efficacy: A person’s belief and expectation that they are not capable 
of completing a task. When we do not have much confidence in our ability to 
complete a task (or to complete it well), our likelihood of procrastinating goes 
way up. This shows up most commonly when we are uncertain about how to 
start a task.
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2. Low Task Value: How enjoyable or painful is the task at hand? In general, the 
more enjoyable a task, the less we procrastinate on it. Although it seems that 
mildly painful and boring tasks are more likely to lead to procrastination than 
extremely difficult tasks, this helps to explain why we tend to procrastinate so 
much on busywork.

3. High Impulsiveness & Distraction: Difficulty maintaining focus in the face 
of immediate and more appealing distractions. If we are vulnerable to lots of 
distractions, or work in a highly distracting environment, and have a hard time 
resisting those distractions, we are much more likely to procrastinate.

4. Long Delay: How much time there is in between the decision to take on a 
task and the point when it must be completed. Basically, the more time you 
have available to finish a task, the longer you will wait to get started on it.

Some suggestions for how to stop procrastinating

Be wary of taking others’ advice: There are multiple factors that lead to procrastination and 
your reason may be different from those of others. Therefore, it is unlikely that a particular 
strategy or technique that works for one person will work for another in the same way and 
to the same degree of success. In a way, this means that you will have to custom-build your 
own solutions to your procrastination.

Identify your unique vulnerability to procrastination: The next time you find yourself 
procrastinating, think about Piers Steel’s four factors: Low Self-Efficacy, Low Value, Impulsiveness 
and Delay, and try to determine which one tends to be the strongest for your personality.

If you do this routinely, you should start to see patterns and trends forming. Understanding 
these individualized patterns will help you to anticipate and effectively deal with future 
procrastinations.
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SUMMARY AND A PERSONAL 
NOTE FROM THE AUTHOR

“Freedom, for every man and every woman, lies in the 
mind’s willingness to alter old habits.”

– Don Miguel Ruiz

Home working is the future of work

Logically, there will probably be no going back to commuting to expensive-to-maintain 
offices via expensive and resource-guzzling transport. 

Looking into the future, I see people working less for money or status, power or competition, 
and more from the heart.

From personal experience, though, I would say we have to be careful to not become isolated 
loners while working from home.

I am not a psychologist, although I have studied aspects of psychology for my work as a 
hypnotherapist and life coach. I can, however, help a person work through their problems 
and change their behaviors if they need or want to. 

My ongoing studies have helped me understand and deal with clients’ circumstances, 
characteristics, unique values, and personal goals. 

The one thing that continues to shine through my interaction with clients and people in 
general is not only that we are all unique, but also that we all have a unique purpose for 
being alive at this moment in time. 

This purpose, I believe, best ties in with our chosen work, and a lot of the problems people 
experience in life derive from their working life being at odds with their unique abilities 
and innate capabilities. 

In a nutshell, our life trajectory should also be our work trajectory.
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In Feng Shui we use a tool called a ‘bagua’

The bagua is an eight-sided tool used to analyze the energy of a given space. It is the 
energy map of feng shui that shows which areas of your home or workspace are connected 
to specific areas of your life. 

The bagua contains nine sections within it, eight around the outside and one in the center. 
Each section has a complimentary opposite on the bagua. 

One of these sections is known as ‘Career Life-Path Trajectory’ and its opposite section is 
‘Fame and Reputation’. The deeper meaning behind these names is that if we follow our 
true life-path trajectory, which is the work we present to the world, we will be recognized 
and respected for it. 

The important word here is ‘true’, meaning the unique work we are here to do; the work 
that only we are able or capable of doing. 

Due to the holistic – whole-person - nature of home working, it seems to me that the 
insight derived from everything that it gives us boosts our neurons and intuition to work 
better together. 

This brain/mind/intuition harmony gets the opportunity to thrive when it is allowed more 
autonomy. 

It is important to realise that there is a type of activity for every person, likewise a person 
for every type of activity. 
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We might wonder how some people happily deal with the waste matter of others’ daily 
lives, whether it be the brave people who nurse the sick and dying or the ones with the 
herculean task of keeping our streets clean and free from refuse. 

For as many people in the world who feel tied to work that they do not like, there are 
others doing jobs they take great pride in.

Believing you have no choice is not an option

If you are in a job you hate or simply get no satisfaction from, there is a way out, but it 
takes courage to step outside of the comfort zone that has become so familiar as to seem 
normal. 

There are a multitude of professionals available nowadays to help kick-start you into a new 
career. There are Life Coaches, Career Coaches, Recruitment Consultants, Careers Guidance 
for Adults both online and in-person in every country. 

These professionals can help to guide and steer you in a new direction. But meeting up and 
mixing with others who are unhappy in their work can also spark new ideas. 

Our work tends to become our identity but, if you are unhappy, instead of thinking of 
yourself as what you have always ‘been’ in terms of a job title, try stepping outside the box 
and start relating to the skills that carried you through that job. List them all down and 
prioritise them in order of enjoyment and ability. 

For your own mental health and wellbeing, you must decide to not waste a moment longer 
than is necessary doing work that is not congruent with who you truly are. 

Start to make the changes now towards future work to feel proud of, as it is never too late 
to fulfil your purpose for being alive. Even after retirement there is voluntary work available 
for everyone.
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You are a limitless being having a human existence and your birth-right is to be unique. I 
encourage you to evaluate your current situation and, if it is not what gives you satisfaction 
and fulfilment, do it to the best of your ability but use it as a stepping-stone to find out 
who you truly are, and move on. 

I wish you very well with all your future home working. 

Namaste,

 

www.jeangilhead.com

“The basis of your life is freedom; the purpose of your life 
is joy.”

– Abraham-Hicks

http://www.jeangilhead.com/
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