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Executive Summary 

This Guide has been developed for school teachers and other school staff that find themselves working from home 
due to school closures arising from the COVID-19 pandemic. 

This Guide specifically addresses issues relating to personal safety, health and wellbeing, as well as privacy and 
confidentiality. It does not address teaching, working or communication methods.  

Specifically, this Guide deals with: 

✓ Creating a workspace 
✓ Maintaining confidentiality and privacy 
✓ Workspace ergonomics 
✓ Developing working from home routines 
✓ The importance of taking work breaks 
✓ Staying healthy when working from home 
✓ Creating ground rules with other members of your household 
✓ The importance of remaining vigilant with respect to child safety issues 
✓ Managing your social media usage 
✓ Staying socially connected 
✓ Pacing yourself and staying on track 
✓ Embracing video meetings. 

 

At the end of this Guide are some Quick Tips for Working From Home which are designed so that they can be 
printed out and kept for quick reference in your workspace.  

 

Introduction 

The COVID-19 pandemic is a once in 100 years event. Recent experiences in foreign countries have seen school 
closures for extended periods of time, resulting in teachers and school staff working from home. 

Whether or not you have previously worked from home, working from home during a pandemic is likely to be a 
significant change. Staff will experience different challenges and opportunities. For teachers who have only ever 
taught students in a physical classroom, for non-teaching staff who have only ever worked in a school or office 
environment, even those who have worked from home for limited periods of time, this situation may be confronting 
and will require considerable adjustment.  

For employees who are also juggling new or modified care arrangements for family, or accommodating other 
household members who may, or may not, also be working from home, adjusting to this new work environment will 
create additional challenges.  

Working from home means that you will need to create a space where you can work productively. It also means that 
you will need to purposefully set up a routine and a working environment to maintain your productivity, as well as 
your physical and mental health. Working from home will require you to become more aware of your work-life 
balance, as it will become relatively easy for the boundaries between work and the rest of your life to become 
blurred. 

While everyone’s individual circumstances will differ, this Guide is designed to provide you with some additional 
support as you settle into your working from home routine.  
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Creating a Workspace 

Ideally you will have a dedicated space at home where you can keep your work computer and peripherals and any 
files, or other items, that you need to do your job. Having a dedicated space will make it easier to define when you 
are ‘at work’ and when you are not. When you are in your workspace, this should make it clear to others in your 
household that you should not be disturbed.  

If you don't have a desk, use your dining table or a fold out table, as this will be better for your back and shoulders 
than sitting on the sofa. Consider acquiring an ergonomic chair if you do not have one. 

Do not stay in bed to work as research has indicated that this is considered ‘poor sleep hygiene’ and is very likely to 
result in disturbed sleeping patterns. This is because your brain will be receiving mixed messages as to whether you 
should be asleep or alert in that space. 

If you are using a space that is also where you use your personal computer, consider having some items (such as a 
work notebook or journal) that you only use for work so that you can delineate work time from personal time.  

If possible, select a workplace where you will have minimal disturbance from other members of your household.  

 

Maintaining Confidentiality and Privacy 

When you are working from home you should continue to be aware of issues relating to confidentiality and privacy 
of personal information. You are likely to have personal information (and sensitive information) on your work 
computer that you (and the members of your household) are not accustomed to having at home. In particular, you 
should: 

✓ ensure that your computer and personal devices are password protected 
✓ password lock your computer when taking a break 
✓ securely store any hard copy documents containing confidential or personal information 
✓ seek privacy when you make phone calls, or you have online meetings that contain personal or confidential 

information, so that these conversations are not audible to others  
✓ check with online parties that they are also in a safe environment, as they too are likely to be working from 

home. 
 

Now is a good time to review and re-familiarise yourself with your school’s privacy and confidentiality policies, as 
they still apply when working from home.  

 

Workspace Ergonomics 

When you are working from home the reality is that you and your workspace cannot be physically monitored and 
issues fixed in the same way as at school, so it will be up to you to ensure that you have set up your workspace in a 
way that will not create an unacceptable risk to your own health and safety, or the health and safety of others in 
your household. If you are not sure what to do or how to do it, ask your line manager or school workplace safety 
coordinator for help.  

It is important to have short breaks to stretch your body and your eyes. Don’t sit for long periods without getting up, 
no matter how urgent the work may be.  

It is particularly important to ensure that you have adequate ventilation and appropriate lighting. Your chair should 
be comfortable to sit on for extended periods of time and should be set at the correct height. There should also be 
adequate lighting in your workspace.  

If you are experiencing pain from sitting for too long, you should attempt to identify the cause of the pain and adjust 
your workspace accordingly.  
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Create a Starting-the-Day Routine 

One of the keys to being productive, when working from home, is to have a strong and consistent Starting-the-Day 
Routine. 

Unlike coming to school in the morning, when you work at home there may not be a clearly defined workspace that 
will indicate that you are ‘at work’. That means that you should identify your “I am now at work” trigger so that you 
stop thinking about non-work-related things and start to focus on your working day. The trigger may be switching on 
your laptop, finishing a morning coffee, or when you stop reading the news and open your work emails.  

If you keep up most of your usual getting-ready-for-work routine, such as having a shower, dressing for work, 
shaving/straightening your hair, and having breakfast, you will be better prepared mentally to then start work.  

While you may not need to wear full work clothes, experienced work from home people advise that you must at 
least get out of your pyjamas and ‘dress for work’. Wearing appropriate clothing from the waist up is important if 
you will be seen on video links. Wearing something different to your lounging at home on the weekend clothes will 
also help you get into the work mindset. 

 

Create an Ending-the-Day Routine  

Just as it is important to create a Starting-the-Day Routine, it is important to create an Ending-the-Day Routine.  

An Ending-the-Day Routine is a good idea because it replaces the obvious things that you used to do like switching 
off equipment, packing your bag, and then driving/walking/taking public transport home as part of your transition 
from your work mindset to your home mindset.  

Consider having an Ending-the-Day Routine that includes a simple action to formally end your work day. It will 
include shutting down your computer or switching off work emails, but then be followed by a wind-down period 
such as cleaning up any mess you may have created, going for a walk or spending 10 minutes meditating, catching up 
on the news, or reading a (non-work related) book.  

Whatever you choose, do it consistently to mark the end of your work day. 

 

Plan Your Hours and Breaks  

Set a schedule and stick to it as best you can. Having clear routines for when to start work, when to take breaks and 
when to end your work day helps maintain work-life balance.  

Lunch breaks will be different because you may not have the opportunity to go out to get food or coffee, sit with 
colleagues and relax, or move around as you would usually do. You might want to schedule calls with family or 
friends and, if you can, go for a walk to replace your usual routine. ‘Walking and talking’ gives you double the 
benefits.  

Be disciplined about breaks, including ensuring that you get up and move about, and that you remember to eat as 
you usually would. Setting up a series of alarms might assist in this process. Also, unless you usually watch TV at 
work, don’t sit down during a break and watch TV.  

 

Stay Healthy 

Working from home is usually far more sedentary than working at school. With this in mind you should try and 
ensure that you take at least as much exercise while working from home as you would in your normal work day.  

A simple starting point is to replace your commute with some physical exercise. Going for a walk is perhaps the 
easiest replacement. However, if this is not possible, there are many different apps designed for solitary exercise 
including exercise challenges, yoga, dance and martial arts. You should also think of what you can do instead of the 
gym, exercise classes, or team sports that you used to play. If you’re looking for that competitive element set 
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yourself a 30-day exercise challenge. Again, there are lots of ‘challenge apps’ available online. Find the right one for 
you.  

At a very basic level, working from home means that you have fewer reasons to get up from your chair throughout 
the day and shorter distances to walk. Everything you need is likely to be much closer – tea, coffee, kitchen, 
bathroom. Be sure to stand up regularly to stretch or move, at least once every hour. Stretch your legs, back and 
shoulders and focus your eyes at a distant spot. Sitting all day isn't healthy. Make an effort to move around your 
home even if it seems unnatural.  

It is also important that you get your normal exposure to sunlight. You should consciously create routines that 
involve going outside. Ideally you will be able to go for walks, however, if this is not possible you should get exposure 
to sunlight by spending some time in a garden, on a balcony, or by an open window. If you can, open your windows 
to let in as much natural daylight and fresh air as possible.  

 

Think of New Things to Do in Your Breaks 

You’ve created a Starting-the-Day Routine, scheduled your breaks, set up an Ending-the-Day Routine and 
implemented a physical health routine. What else could you possibly do? 

Well this might be the perfect time to take up a hobby or a learning challenge in your leisure time that you have 
never had time to do previously. Consider alternatives such as meditation, learning a new language and even 
learning how to play a musical instrument. Many of these types of activities rely on lots of repetitive learning in short 
bursts and can be perfect for quick breaks during your daily routine.  

 

Consult and Agree on Ground Rules with the People in Your 
Space 

You will need to consult with the other people in your home (e.g. husbands, wives, partners, flatmates and children) 
and let them know your routines and your expectations. Similarly, you will need to understand the needs and 
expectations of the people living with you.  

Other people’s lives and routines are likely to be impacted by your working from home and these will require you to 
exercise some sensitivity and understanding of their feelings, needs and routines. You will need to consult them and 
reach a workable solution to enable you to be productive. Keep in mind that this may need to be adjusted if it is not 
working or circumstances change. 

Let people know when you can and can’t be interrupted. If you have children who are in the house while you're still 
working, as a starting point, provide them with clear rules about what they can and cannot do during your work 
time. If you have smaller children, this may require greater juggling e.g. with shared child care arrangements. 

If you are lucky enough to have an office or separate room where you can work from at home, shut the door while 
you are working so people know not to disturb you.  

You may also need to consider moving your workspace at certain times of the day or during certain periods to 
accommodate the needs of others in your home - for example, if working at the dining table. Consider putting your 
work gear into some kind of box that you can move relatively easily when required. You might also consider 
discussing some adjustments to your working hours with your line-manager to take into account busy times of the 
day with respect to other household members. 

If you are sharing a limited space with other people who are also working from home, work out how you can 
maintain confidentiality when making phone calls, or if you are participating in online meetings.  

 

 



 

©2020 CompliSpace Pty Ltd  7 

Child Safety 

Schools are one of the main safety nets for children. School personnel make almost 20 per cent of all notifications to 
child welfare agencies. It is essential that this safety net continues to operate.  

With many families now working from, or restricted to their homes, there may be increased risks of conflict within 
households due to social isolation, economic uncertainty and restricted personal movement. Social services agencies 
expect that this may lead to an increase in the risk of domestic violence and with it the potential exposure of 
children to domestic violence. Similarly, social isolation of children within the home and elevated levels of family 
stress also increase the risk of child abuse within the home. Finally, a potential increase in student internet use due 
to attending school online may also bring with it an increased risk of online safety issues. 

As a teacher, or other school staff member, you may be the only ‘eyes and ears’ that a child may have for help in 
these situations. 

In this new remote working environment, child safety remains paramount. All the obligations and expectations that 
apply to staff to ensure that students are safe at school continue to apply when you are dealing with students, while 
both you, and they, are working from home.  

Critically, mandatory reporting to child welfare agencies, requirements to report certain criminal offences to police, 
and other child safety obligations still apply in the working from home environment.  

 

Social Media and Working From Home  

It is also important to understand that even though you are at home during the day, you are also at work. Therefore, 
when working from home it is important not to use social media, unless you would ordinarily do so in your normal 
daily routine. 

Remember that your school’s social media policies still apply to your personal use of social media to the extent that 
it impacts on your employment. Policies relating to bullying, harassment and discrimination still apply when you can 
be associated with the school, as are negative comments about colleagues, the school and members of the school 
community, or other online behaviour which can impact negatively on the school. 

For a more detailed consideration of the social media risks arising in schools, refer to Managing Social Media Risks In 
Schools.  

 

Stay Socially Connected 

There is a social impact of ‘social distancing’, especially if you’re used to and enjoy a bustling work environment, 
such as at a school, where you interact constantly throughout the day with your colleagues and students.  

You may miss the regular in person social contact that comes with working in a school and extroverts may find this 
particularly challenging. Casual chats with colleagues in the lunchroom, or while waiting for your coffee, a quick 
word while passing in corridors, or banter and sharing anecdotes with students, will no longer take place in the same 
way.  

For those of you who went to regular classes, be they exercise, dance, languages, or to sporting or social clubs, many 
of these may no longer be available. The absence of these regular social connections can contribute to making you 
feel particularly isolated when working from home. The negative headlines, worrying about sick or elderly loved 
ones, and worrying about your own health can all add to anxiety levels.  

The simple solution for this is to put more effort into communicating with colleagues, family and friends. Practical 
solutions to this include building into your day as much face-to-face interaction online as possible, through video 
calls, including regular check-ins with your line-managers and colleagues. Give special consideration to those family, 
friends and colleagues who live alone and might feel more isolated. 

Make sure you check-in regularly with your team members just like you would in your normal working day at school. 

https://cdn2.hubspot.net/hubfs/3786587/Managing%20Social%20Media%20Risks%20in%20Schools.pdf
https://cdn2.hubspot.net/hubfs/3786587/Managing%20Social%20Media%20Risks%20in%20Schools.pdf
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Purposefully develop strategies for staying connected to your colleagues, family and friends, and understand what 
will help you focus, versus what will distract you. Video calling and webcams are particularly helpful for staying 
connected – seeing faces brings you a lot closer than just hearing voices. 

Also, remember that wherever you live, you are part of a local community and that within that community there will 
be many people who are living on their own and many older people and people with disabilities that may need 
assistance with day-to-day activities such as going to the shops. Reach out to your neighbours and connect at a safe 
distance. You never know, you might end up making new friends. You could also be someone else’s lifeline. 

 

Pace Yourself  

It’s important to understand the value of the unscheduled breaks that you normally experience in the school, such as 
hallway and break-out area conversations. When you first start working from home, you may find that you are 
blasting through your tasks because there are fewer interruptions and you can work until you drop. While this may 
feel good initially, you will probably find that you have run out of stamina and motivation after a few days.  

Pace your days with small five to 10 minute breaks, away from your desk if possible. These can be filled up with 
physical activity (stretches), social interaction (contact a friend) and even practising your new-found talent (guitar?). 
Keep a good work-life balance routine and do your best to start and finish your work at regular times. 

 

Ensure That You Stay on Track 

In the usual school work environment, most people spend their days in relatively close proximity to their colleagues 
and line-manager, meaning informal communication of directions is relatively easy. When working remotely, 
informal directions can be lost, so to stay on track, it is vital to have clear communication with your line-manager 
and team in order to know exactly what’s expected of you, and what you can expect from your team. 

Some teams working remotely set up a daily meeting for 10 minutes each morning, at the beginning of the work day, 
and a wrap up meeting at the end of each day, to ensure that everyone is on track. Others work with daily one-on-
one contact and regular scheduled online team meetings during the week. All teams are different and it’s important 
that your team establishes its way of working remotely, so everyone stays on track.  

However your team chooses to set up its communication channels be honest about what isn't working, or can't get 
done, in these circumstances. Overall open and honest communication is an absolute necessity for remote working 
arrangements.  

As a general rule, it is always better to over-communicate than under-communicate – if in doubt, just consider the 
downside of making wrong assumptions and wasting a lot of effort compared to just checking in with the relevant 
person. 

 

Embrace Online Video  

We have talked a lot about the use of online video and how important it is when working remotely. 

It is important to acknowledge that using online video (whether for meetings, or just for short chats) will be much 
easier for some people than others. In this circumstance if you are an experienced user of online video reach out and 
help those that aren’t.  

Here are some simple rules to follow for using online video. 

✓ Get to know your video software – There are a multitude of video conferencing software platforms and 
most will have online tutorials available on YouTube. Take a little time to bring your skills up to speed. 
 

✓ Turn on your camera - Remember that 93 per cent of communication is non-verbal so it is really important 
that other people can see you. 
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✓ Dress properly – At least from the waist up. 
 

✓ Remove distractions - Put your phone to silent and make sure there is nothing in the line of sight of your 
camera that may embarrass you or distract other participants.  
 

✓ Be heard - Introduce yourself, so everyone knows you are on the call. Be sure to speak up during the 
meeting. A simple, "Thanks, everyone. Bye!" at the close of a meeting is also helpful to colleagues. 
 

✓ Speak in turn - In video meetings you need to refrain from interrupting others while they are speaking. Be 
patient, make notes of the points you want to make and raise them when your turn comes to speak. 
 

✓ Look at the camera not the screen - This is particularly important when you are working with multiple 
screens.  
 

✓ Relax - Don’t overly stress about your online professionalism. There will be a time when a small child, a pet, 
or a wayward flatmate will interrupt you in the middle of a presentation or meeting, but this is all part of 
working from home. It’s important for everyone to embrace this new reality. 

 

And Finally (For the Time Being)… 

Adjusting to working from home takes extra thought and effort. Your experience of working from home will involve 
plenty of twists, turns, fails, and wins. Be patient as you and your team, and members of your household, adjust. 
Expect the unexpected, and just roll with it.  

Try to appreciate the benefits that come with working from home: you're not commuting; you can make your own 
lunch and save money doing so, you have more control over your schedule and more time with family, or your pet, 
or your garden. You are also learning new skills and improving your understanding of technology. Focus on whatever 
positives you can find.  

Above all else, figure out what works best for you. Sometimes the answer is apparent, but other times you might 
need some inspiration from other people who are in the same boat - don’t hesitate to reach out to your line-
manager and colleagues for support and advice. 
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Additional Resources for Supporting Working From Home 

General 

✓ ‘How to plan distance learning solutions during temporary schools closures’; United Nations Educational, 
Scientific and Cultural Organization (UNESCO) 

✓ How to Embrace Remote Work; Trello 
✓ Work from Home Guides; Trello 
✓ Managing Social Media Risks in Schools; CompliSpace 
✓ COVID-19: an online safety kit for parents and carers; eSafety Commissioner 
✓ COVID-19: Supporting educators, children and young people; Beyond Blue 

 

NSW: 

✓ https://education.nsw.gov.au/news/latest-news/health-and-hygiene-advice-to-schools 
✓ https://education.nsw.gov.au/news/latest-news/social-distancing-in-action 

 

Victoria: 

✓ https://www.education.vic.gov.au/about/department/Pages/coronavirus.aspx 

 

Queensland: 

✓ https://qed.qld.gov.au/about-us/news-and-media/novel-coronavirus 

 

SA: 

✓ https://www.education.sa.gov.au/supporting-students/health-e-safety-and-wellbeing/coronavirus 

 

ACT: 

✓ https://www.education.act.gov.au/__data/assets/pdf_file/0005/1500548/COVID19-FAQs-for-School-
Communities-15-March-2020.pdf 

 

WA: 

✓ https://www.education.wa.edu.au/coronavirus-school-update 

 

NT: 

✓ https://securent.nt.gov.au/alerts/coronavirus-covid-19-updates 

 

Tasmania: 

✓ https://www.education.tas.gov.au/about-us/alerts/ 
 

Commonwealth: 

✓ https://www.dese.gov.au/news/coronavirus-covid-19  

https://en.unesco.org/news/how-plan-distance-learning-solutions-during-temporary-schools-closures
https://info.trello.com/hubfs/How_To_Embrace_Remote_Work_Trello_Ultimate_Guide.pdf
https://blog.trello.com/work-from-home-guides
https://cdn2.hubspot.net/hubfs/3786587/Managing%20Social%20Media%20Risks%20in%20Schools.pdf
https://www.esafety.gov.au/about-us/blog/covid-19-online-safety-kit-parents-and-carers
https://beyou.edu.au/resources/news/covid-19
https://education.nsw.gov.au/news/latest-news/health-and-hygiene-advice-to-schools
https://education.nsw.gov.au/news/latest-news/social-distancing-in-action
https://www.education.vic.gov.au/about/department/Pages/coronavirus.aspx
https://qed.qld.gov.au/about-us/news-and-media/novel-coronavirus
https://www.education.sa.gov.au/supporting-students/health-e-safety-and-wellbeing/coronavirus
https://www.education.act.gov.au/__data/assets/pdf_file/0005/1500548/COVID19-FAQs-for-School-Communities-15-March-2020.pdf
https://www.education.act.gov.au/__data/assets/pdf_file/0005/1500548/COVID19-FAQs-for-School-Communities-15-March-2020.pdf
https://www.education.wa.edu.au/coronavirus-school-update
https://securent.nt.gov.au/alerts/coronavirus-covid-19-updates
https://www.education.tas.gov.au/about-us/alerts/
https://www.dese.gov.au/news/coronavirus-covid-19
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Quick Tips for Working From Home  

 

 Purposefully identify and set up your designated workspace at home 
 

 Get comfortable in your workspace. If you’re experiencing pain, identify why and change things 
 

 Establish routines for the start of the day, the end of the day and taking breaks 
 

 Avoid work creep 
 

 Dress like you are going to work (at least from the waist up) 
 

 Build exercise and ‘chill out time’ into your daily routine 
 

 Set alarms to make sure that you are moving and taking breaks 
 

 Don’t sit down during a break and watch TV 
 

 Exercise and stretch regularly 
 

 Stay off social media during work hours 
 

 ‘Walk and talk’ and get double the benefit 
 

 Be vigilant with respect to child safety issues 
 

 Keep confidential and personal information secure 
 

 Check-in with your colleagues throughout the day online or on the phone, just as you would if you were at 
work  
 

 Use video chat spontaneously rather than the telephone 
 

 Get out of the house and into sunlight and fresh air  
 

 If in doubt, over-communicate rather than under-communicate with your line-manager and colleagues 
 

 Take an online tutorial to familiarise yourself with online video platforms you are using 
 

 When on video communications, turn your camera on and dress appropriately 
 

 If you had an embarrassing moment during an online meeting, watch the Children interrupt BBC News 
interview as part of your rehabilitation  
 

 Set expectations with other members of your household and be sensitive to their needs and routines. 

 

 

https://youtu.be/Mh4f9AYRCZY
https://youtu.be/Mh4f9AYRCZY

