WORKING FROM HOME :

Structure
YOUR DAY

WITH

ROUTINES & RITUALS
What’s the difference between a
routine and a ritual? They are both
activities we repeat. The difference
lies in their purpose.

Routines

In 1915, when Sir Ernest Shackleton’s
ship the Endurance became trapped in
the Antarctic ice, he imposed strict
routines on his crew. He insisted on
defined meal times and ordered
everyone to gather in the officers’ mess
after dinner every night to socialise. He
did this, well aware of a previous
expedition ship which had become
trapped over winter in the Antarctic ice.
The captain did not establish any routine
and as a result the crew suffered from
low morale.

Routines provide predictability and
order, which make it easier to stick to
different regimens that help us work
efficiently, or protect our health (eg
bedtimes or exercise routines).

Rituals
Ritual activities ensure we take time to
nurture what’s most meaningful to us,
typically relationships with self, others
or our spirituality (eg family dinners or
religious ceremonies).

Structure your day with
routines and rituals

As a homeworker, faced only with
yourself, your computer and the four
walls of home, you too might feel
demotivated or ‘at sea’, without the
normal workplace cues for starting and
finishing work.

What morning routines did you have when you
travelled to an office, that put you in a good
space and helped you get stuff done? Can you
keep them in place, by getting up or eating your
breakfast at about the same time as usual?

Like Shackleton’s
crew, you’ll find it
really supportive to
scaffold your day
with some basic
routines and
rituals, especially
if you are a flexible,
go-with-the-flow
type.

Or, if your previous routine wasn’t that great,
take the opportunity to create the daily rhythm
you’ve always wanted. Maybe
you can take more time to
prepare a healthy
breakfast, or, if
you don’t have
to travel to
work, you
could use
that time to exercise or meditate.
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Signalling the Start of your
Working Day
What will be your start-work cues, now that
you are not leaving the house, commuting
or walking into the office or saying ‘hi’ to
your colleagues?
Making a tea or coffee and taking it to your
desk?
A quick call with a colleague or your team at a
certain time?
A short walk around the block so you can
‘leave’ home and then re-enter in work mode?

At a minimum, set a start time and stick to it
as best you can. Otherwise you can easily lose
an hour or more before you know it.

Closing Your Working Day
When you are at home it’s harder than ever to
signal the end, which may be why remote
workers tend to work longer hours. Develop
some rituals to help you bring your day to a
close and choose a marker to signify ‘the end’.
Set a specific knock off time and stick to it as
best you can.
As you are winding up, make a list of the
priorities you need to attend to, or decisions
you need to make, for tomorrow. Writing them
down helps get them out of your head.
Consciously embrace acts of closing down closing your note book, turning off your
computer or even how you close the door. You
could turn any of these into a ritual.
Appreciate what you have done in your day.
This helps create a sense of completion.
Debrief any difficult situations you dealt with
either verbally with selected friends, family or
colleagues, or privately in a journal or voice
memo. Self-reflection is a valuable form of
professional practice.
If you resume work after dinner, define a
switch-off time for your phone and computer
that gives you an hour of screen-free time
before sleep.

What routines or rituals can you put in place
to help you end your day?
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BREAK OUT
A large year-long longitudinal study
found that psychological detachment
from work after hours (at night and
on weekends) helped to protect
employee well-being - they were less
exhausted
and
had
fewer
psychosomatic complaints, and it
resulted in higher work engagement.

Punctuate Your Work Day
with Rhythm
Can you bring to mind a fairly common
scene in movies where a critical operation
is taking place and all eyes are on the heart
rate monitor? All you can hear is the bip,
bip, bip of the person’s heartbeat. What is
it that people are dreading, that they don’t
want to see on the screen, that they don’t
want to hear? They don’t want to see the
green line flatten, nor hear the bip, bip
become one long beeeep, because that
signals death or near death.
And when we work flat out day after
day, when we ‘flat line’ it, and
don’t integrate any dips or
pauses or recovery into
our day - that pattern
moves us closer
towards ill health
and being less
effective at work.

“Think of breaks as
the space between
the notes in a song.
Without these rests,
the song becomes a
screech or a wail.”
- David Kundtz.
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What ‘spaces’ can you insert
into your day?
Examples include:

Microbreaks – a 30 second break every 10
minutes reduces the risk of RSI. A seated
stretch is one example.
Eye Breaks – this could involve looking up from
your computer into the distance to relieve the
strain on the eye muscles involved in close
vision.
Standing breaks every 20 minutes
- download this infographic to help remind you.
A few minutes of walking or simple exercises
every hour.
Nature Breaks – going outside and looking at
the sun or any nearby greenery.
Social Breaks - lining up lunch or a quick phone
call with a friend or colleague.

The beauty of
working from home is
that you have
more freedom to create
your own day, as long as
you get your job done.
So make the most of it!

Powernap Breaks – ideal for heading off the
afternoon slump. This is where working from
home really comes into its own! You need only
ten minutes of light sleep to experience an
increase in energy for the next three hours, and
to reduce workplace accidents and errors. You
can learn how to take a safe and effective worka-day nap here.

You’ll generally need to factor in a short break
at least every couple of hours if you can,
peppered with some mini-breaks in between to
help relieve any postural discomfort. How will
you remind yourself to do this?

Most importantly,
listen to your body,
it’ll tell you when it needs refreshing.
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ACTION :
Take out your Working from
Home Planner jot down one or
two things you could try to
improve the structure or the
rhythm of your day.
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