WORKING

REMOTELY

Best practices
for working remotely
from the small-but-

WORDS OF WISDOM
FROM IPAY STAFF

Manage Team Capacity
Be clear with your team about your needs
related to kids, family, health, availability,
and learning style and how they will affect
your schedule.
Understand that not everyone will work the
same hours of the day. Schedule check ins
and due dates ahead of time to avoid
miscommunications.
Do one task at a time. Eliminate outside
distractions to keep yourself focused.

Take Care of Your Body
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Curate Your Workspace
Put up calming and joyful artwork or photos in
your workspace to put your mind at ease.
Create multiple workstations in your house or
switch up your desk chair for a change of
scenery.
Elevate your laptop 5-10 inches for proper
alignment and get an external keyboard. Your
eyes should hit the upper-middle portion of the
screen. Knees and elbows should be at 90°
with feet flat on the floor. 100% worth the cost
for your physical health!

Voice Your Needs

Drink water. Stop and eat when you are
hungry. Hyper-focused work can drain energy.

On a full day of video calls, ask for breaks in
between meetings to use the bathroom, get a
glass of water, or just stretch your legs.

Invest in LED light bulbs to save your eyes and
save the planet. Switching to LED light bulbs is
as good for the environment as planting
bamboo.

Create boundaries with the adult members of
your household. Let them know when they
should try not to disturb you.

Take screen breaks and give your eyes a rest.
Use blue light blockers, or try dark/night
settings on your computer. Pause to focus
your eyes away from the screen.

Smoother Video Calls
When working with new people, edit your
name on Zoom to include your pronouns.
State someone's name before speaking to
them directly or asking them a specific
question. This helps people process without
the cues of body language.
When your internet bandwidth is low, turn off
your video for a better connection.
Instead of working right up to the start of a
video call, take 5-10 minutes before to step
away from the computer and rest.

Talk to your team about how your emotional
state may be impacted and how they can
support you. For example, "I’m having a hard
time right now. I can’t talk after 5pm this
week."

Work Smart & Plan Ahead
Agree on what should be discussed on an allstaff meeting, what calls for a smaller team
meeting, and what can be discussed over
email.
Create clear agendas for video calls ahead of
time to make sure everyone gets what they
need from the meeting.
Maintain a good set of notes from video
meetings in a shared location and keep a
written record of tasks to be completed.

