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About us
Launchpad Associates Ltd, is a business partnership of Beverly Sherratt and Jo Cameron supported by 
specialist associates.  We: 

Work with people who are struggling with their careers or those who are re-entering the workplace to 
boost self-esteem, identify and develop their skills and make the choices and change they need to 
succeed.

Mentor young people to increase their employability, encourage enterprise and raise awareness of 
further development opportunities. 

Provide career direction and outplacement coaching;

Mentor Executives, Leaders and Managers to increase their impact, influence and relationships.

Help HR professionals to communicate with influence to be a change agent within their organisation.  

Undertake well-being audits and projects, working with organisations to consider the impact of 
organisation culture and communication on staff well-being.  

Develop and mentor aspiring and existing leaders. 

Build trust and collaboration within teams.

We also provide all aspects of operational HR and Organisation Development.

Specialisms: 

Organisation Design | Organisation Development | NLP Coaching and Mentoring | Career Direction 
Mentoring/Programmes | i3 Personality Profiling | DISC Behaviour Profiling | Development Programmes | 
Small Business Development & Planning |Outplacement | Workplace Mental well-being | Operational HR | 
Complex Case Investigation



Introduction

We’ve written our eBook to aid employers to help their staff to maintain psychologically wellness, 
physical fitness, and employees to stay mentally fit and connected during a period of homeworking, 
or in transitioning to permanent homeworking too.

Newly self-employed, freelancers or contractors will also benefit from this eBook as the principles
remain the same.

Beverly & Jo 



Top Tips to Help 
You Survive
There are certain skills required when  you work 
from home — self-control and  discipline being at
the top of my list on a daily basis!

When you are a home-worker you will become well 
aware of the positives and negatives that are 
attached to completing your working tasks at home.  
Here are some Top Tips to get you motivated to 
thrive, or simply clear your ‘to-do’ list.

First, identify where you are most productive.

Do you work better with some external 
stimulation? — The radio, TV, or in a room with  
others – Do you need people around you?

Then work somewhere in the house where there are 
things going on or near a window to create the  
stimulation you need.  Try to create a feeling of 
working with others.  Perhaps spend a day in the 
library or coffee shop.

Include frequent breaks and think about how you can 
work in different environments as a home worker.



Do you work better independently  with little or 
no interruption?

Find a room in the house where you can create 
boundaries. Somewhere  quiet, where others 
won’t interrupt you and noise does not travel 
around the house.

If you can work with ‘whitenoise’  wear 
headphones playing  something you can zone out
to.

If you need quiet for independent thinking …



Taking Care of yourself

Peer Support

Your colleagues need you as much as 
you need them. Don’t be afraid to reach 
out for support.  Make sure you attend 
team meetings.  Be sure to contribute or 
set the agenda for how you can support 
one another through this period.

Share ideas about what works for you.  
Ask for help.

You can be certain someone in the team 
will be glad you raised an issue, worry, 
or shared your experience, so you don’t 
need to feel silly or as if you’re 
overreacting.

Peer support will have a great impact on 
your mindset.



Take a Break

Sometimes when we’re focused or 
under deadline pressure at work, it’s the 
easiest thing in the world to lose track 
of time.  We can almost isolate 
ourselves.

Go for a walk, jog, run or cycle during 
your lunch break.  If you went out for a 
sandwich at the office, do the same 
working from home.  Exercise is good 
for our mental health.  

Set yourself a challenge that makes you 
look up.  Count the birds in the trees, 
create images from the clouds.  Looking 
up creates positive body posture 
making us feel happier.  Try it!

Look for new opportunities to grow and 
develop yourself during your lunch 
break.  Who knows where it may lead 
and it’s occupying your mind.  Keeping 
it agile.



Eat Healthily

Remember food and drink sustain 
our physical and mental health.  
Make sure we feed and nourish our 
mind and bodies.

Research indicates more chance of 
poor mental wellbeing if we’re not 
hydrated or nourished. Try to 
alternate caffeine intake with a 
glass of water.

If we can drink a bottle of wine in a 
night we can drink 8 pints of water 
in a day!

Don’t skip lunch or munch on 
biscuits or chocolate instead.  You 
need a break.  Move from your 
workspace.  If you’re on the move 
why not prepare dinner!

https://www.nhs.uk/change4life/food-facts/healthier-snacks-for-kids/100-calorie-snacks

https://www.nhs.uk/change4life/food-facts/healthier-takeaways-and-ready-meals

https://www.nhs.uk/change4life/food-facts/healthier-snacks-for-kids/100-calorie-snacks
https://www.nhs.uk/change4life/food-facts/healthier-takeaways-and-ready-meals


5

Creating the Environment
Find your office or workspace. Treat it like a place of work. Set it 
up as a formal place of work, observe health & safety,  create the 
working environment  relevant to your career, and avoid clutter by 
blurring work and personal possessions. 
When people are in the house shut the door. Create a work 
boundary, so it’s  clear you are at work.

Be strong and focused. Make sure those around you, family, or 
friends, understand that just because you are working from home 
doesn’t mean you’re not working. Would  your best friend come 
and sit next  to you at an employers’ workplace?  You don’t need
distractions – don’t be afraid to tell them.

Be disciplined and avoid  distractions. Would you pop home  to 
wash the car, put the washer on, or watch daytime TV? Schedule 
breaks. Keep to your working hours. 
Don’t let home-working spill  over into family or social time.



Creating the
Environment

Plan in your flexibility as part
of your routine  discipline.

Have a separate telephone 
line or work  mobile and 
don’t answer your home line.  
Distractions can impact 
perceptions of your  
professionalism if they 
become apparent to  the 
client/ customer.



Set your working hours.  Even schedule break times and stick to them.  This 
helps you focus on deadlines and manage work - lifeseparation.

Dress for success! Dress for work. If you’d wear make-up put it on. Put 
your shoes on, after all you wouldn’t go to work in your socks or slippers
would you.  It’s amazing the impact your attire has on yourmindset.

Stay connected. Keep in touch with your manager and team.  Make 
sure all team meetings are scheduled.  Create a Network for support 
and queries.  Don’t isolate yourself working from home.

Celebrate success as you would if you were part of a larger team.  
Tell your networking community, peers and team.  We recommend 
Kudos on Breathe HR. our preferred HR System.  People will love to 
share in your success and will probably be spurred on themselves.

Setting the Standard



Checklist 
for Home 
Working

Office Space / Work Area 😀😐😢

PC or Laptop 😀😐😢

Printer 😀😐😢

Desk 😀😐😢

Comfy Chair (Posture Correct!) 😀😐😢

Footrest 😀😐😢

Waste Bin 😀😐😢

Shredder 😀😐😢

Clock 😀😐😢

Job Specific Tools 😀😐😢



Checklist for Home Working

Noticeboard 😀😐😢

Stationary 😀😐😢

Telephone 😀😐😢

Personalise the Workspace / Office 😀😐😢

Calendar 😀😐😢

Diary 😀😐😢

Wall Planner 😀😐😢

Ergonomic Workstation Assessment 😀😐😢

Electrical Testing in place 😀😐😢

Refreshments Station 😀😐😢

Scheduled Breaks 😀😐😢

Lunch Arrangements 😀😐😢



OTHER EQUIPMENT - LIST HERE!



Weekly Planner – Work & Breaks

Monday Tuesday Wednesday Thursday Friday 

08:00 – 09:00

09:00 – 10:00

10:00 – 11:00

11:00 – 12:00

13:00 – 14:00

14:00 – 15:00

15:00 – 16:00

16:00 – 17:00

17:00 – 18:00



Five Top Tips for Line Managers
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Out of Sight But Not Out of Mind - Just because your team are 
working from home  doesn’t mean they don’t want to be contacted. 
Make sure they feel connected.  Create a schedule of events, 
meetings, face to face sessions via Google Hangouts or Microsoft 
Teams and 1:1 sessions. Make sure staff are  connected with what is 
going on in the  business. Encourage team members keeping  their 
connections going.

Pointing in the Right Direction - Sign-posting  support and 
mental health resources has never been more important. 
Make sure you  help staff to consider resilience, 
mindfulness,  and generally know where to look for
support  and resources. See the back of this eBook.

Breaking Barriers to Communication - We are  lucky the world is so 
technically advanced that we can communicate effectively. 
Facetime,  WhatsApp, SKYPE, and new improved SKYPE,  and 
Microsoft teams, etc. There is so much open to us to keep in touch. 
Ensure the team know what is available and that you consider it 
important to stay connected. Show you  understand the impact of 
isolation, and communicate the importance of open 
communication channels.  Staff may be  worried about their jobs at 
first.  Keep them  informed about what is happening within the  
company.  Try to create some security and build trust.



It’s a Balancing Act - Encourage 
balance. Sometimes when we’re 
working from home we struggle to 
see the  cut-off between work and 
homelife. Lead by example.  Don’t 
schedule late meetings and tell your 
team you’re  switching off at normal 
work time. Help them not to  feel 
guilty if they are interrupted. Make 
sure the team  don’t lapse into bad 
habits. Unhealthy work routines  can 
impact both on mental and physical
health.
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Routine & Direction - Many of us need 
structure and routine. Ensure your 
team create that structure. Help 
them to do that. Lacking structure 
and playing catch-up can lead to the 
unhealthy habits as described.  
Encourage staff to keep connected 
to you. For staff  who struggle with 
readjusting, why not connect with a 
coaching company. Offer staff 
coaching to help them  through this 
transition. Help them to retain the 
work /  life mindset.



And Finally …

Be  Kind!

Be kind to yourself.  Give 
yourself time to adjust.  
Find the environment 
that works for you.  Ask 
for help and support if 
you need it.  

Help and support others.  
Reach out.  Kindness lifts 
your spirits and brings 
happiness to the 
recipient.



Sign-Posting Support
https://www.benenden.co.uk/be-healthy/work/remote-working-and-stress/

https://www.mentalhealth.org.uk/coronavirus/staying-at-home

https://www.nhs.uk/oneyou/every-mind-matters/7-simple-tips-to-tackle-working-from-

home/

https://www.mind.org.uk/workplace/coronavirus-and-work/tips-for-supporting-

yourself-and-your-team/

https://koothwork.com/

https://www.blurtitout.org/blog/

https://www.blurtitout.org/get-support/

https://www.launchpadassociates.co.uk/news-views/

https://www.lifecoach-directory.org.uk/

https://kahoot.com/

https://www.benenden.co.uk/be-healthy/work/remote-working-and-stress/
https://www.mentalhealth.org.uk/coronavirus/staying-at-home
https://www.nhs.uk/oneyou/every-mind-matters/7-simple-tips-to-tackle-working-from-home/
https://www.mind.org.uk/workplace/coronavirus-and-work/tips-for-supporting-yourself-and-your-team/
https://koothwork.com/
https://www.blurtitout.org/blog/
https://www.blurtitout.org/get-support/
https://www.launchpadassociates.co.uk/news-views/
https://www.lifecoach-directory.org.uk/
https://kahoot.com/
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