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Having the freedom to work away from the office can reduce life’s
pressures in many ways.

Attend
appointments

O :
Find a quiet
place to focus

AR

Manage the
school run

)

Avoid busy
commuting times

/e

Stay on top of
housework

}(
Keep a healthy
exercise regime

These may be small details, but they can make a huge difference to your
work-life balance and wellbeing in the long term. While working away from
the office, it’s important to carefully consider your posture, positioning and

working habits so you can stay as productive as possible.

Key points to consider:

Make sure your manager
knows you’re working away
from the office and where
you’re working.

Take regular
movement breaks
- the worse the
position the more
you need to move.

Take responsibility for your choices
and remember looking after

your health is an investment in your
future. If you are free of discomfort,
you're more likely to be able to
concentrate and be productive.
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Consider whether your

environment is really suited to the
task you want to carry out and if not,
think about options to improve.
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Save inputting tasks for
when you have access to a
well set up workstation.

Where possible, use hot
desks or equipment like
laptop stands, mice and
keyboards to enable portable
equipment to be well set up.

Keep moving

Our bodies need to move to function well and

recover from work. If you don’t have a suitably set up
workstation then you can always reduce the risk of
discomfort and injury by changing position and moving
regularly. Working anywhere in any position for too long
is likely to result in aches and pains.

The technology we use on the go - laptops, tablets
and phones, are great for keeping us connected and
productive, but without the right training and set up,
they can have the opposite effect and actually be the
cause of dropped productivity.

Match your task to your device

Use this matrix to help you make sensible decisions about
how you carry out certain work tasks.
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Laptop/tablet
with stand and
separate mouse
and keyboard

Phone Tablet Laptop Office desktop

computer

Reading emails/
messages

Reading
documents

Short text/email
responses

Keeping up to
date on the go

Searching the

Internet

Short periods only | Short periods only | Short periods only

X

Directions on
the go

X

X

Can be distracting

Voice inputting

Document
creation

X

Watching

webinars Short webinars

Conference calls x
Can be distracting
Note taking in x

meetings Short meetings Unless set up in
room

Spreadsheet x x x

creation




