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rhythm. Communicate

to be adjusted.

Set yourself up for success!
Track your goals and share

your progress. You may
be pleasantly surprised
by how differently your

workday passes without
the comings and goings

of an office to break things
up or influence what task
you take on next. Begin
each day of telework by
writing down what you

need to achieve and
continuously track your
progress. Pay attention
to how long tasks take

you and adjust your daily
goals to match your current

with your supervisor and/or
colleagues if you think

your telework plan needs

Create
daily

goals!

Sitting on the a
little too relaxed and
day mode.
Dressing casually is definitely a

from home but
that many

seasoned teleworkers swear by.

wearing

for

makes

feel
pajamas all

work
benefit

of working
work” is

us

into

getting “ready

couch can make

it hard to get

a daily ritual

Many of us choose not to contact our colleagues who are working remotely
because we do not want to disturb them. Remember, we are working, not
vacationing at home! We should all feel confident about contacting our coworkers
who are teleworking just as we would walk to their office or call them if we were
working on-site. You can even keep your daily coffee break with colleagues – call
or video chat with your cup of joe!
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Each of our are unique.
Whether in the we must
always inspect our for hazards.

workspaces

workspace
home,office or at

Can you identify the
hazards in this
workspace?
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