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TIPS FOR WORKING 
REMOTELY
Flex work arrangements, like working remotely, may not be an option for all teams and all team members. 
Approval of a flex work arrangement is not guaranteed as the business needs of your department must be 
met first. This resource has been provided to facilitate discussion with your leader and to help you work 
together to find the best solution for you and your team.

TIPS FOR THE WORKDAY 

1. SET YOUR DAY UP FOR SUCCESS

a. Structure your day effectively 
i. Utilize your calendar

1. Put important due dates/milestones on your calendar – try doing this a month at a time. 
a. Work backwards from each due date/milestone
b. Milestone can be broken down into smaller tasks

2. Block time on your calendar to complete tasks 
ii. Prioritize tasks – ask yourself these questions to determine prioritization

1. What tasks absolutely have to be done?
2. What, if anything, is behind schedule?
3. What is the most important work in front of you? 
4. Where do you expect the most challenges?

2. YOUR WORKSPACE

a. Natural Light
i. Research shows natural light supports good health due to its direct effect on mood and mental 

alertness.
b. Noise Control

i. What type of noise environment do you need to stay focused? Some people listen to music, 
others open windows to hear the outside, while some prefer silence. Explore what works best 
for you.

c. Materials
i. Chair

1. Invest in an ergonomic chair that supports efficiency and comfort in the working 
environment.

ii. Supplies 
1. What do you need to be productive?

a.  Sticky notes, a notebook, a mouse?
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d. Make it YOUR space
i. What does that look like for you? 

1. Hang family photos
2. Display college or sport memorabilia
3. Add plants to your space

3. PRODUCTIVITY 

a. Create Boundaries
i. This is applied to worktime and personal time. It’s important to keep the two distinct. Try to 

minimize interferences from the other.
1. To avoid overworking, try putting an alert on your calendar to signal it’s the end of your 

workday.  
2. Create and discuss worktime boundaries with family members. 

b. Remove Distractions 
i. Minimize distractions that are going to complete for your attention.

1. Visual distractions – television, iPad, etc. 
2. Noise distractions – music, other individuals in your workspace space, etc.

c. Health and Wellness
i. Take breaks. It’s important to step away from your computer and stretch for a few minutes. 
ii. Healthy balanced diet

1. Implementing a healthy balanced diet will fuel you to stay energized and focused.
iii. When your day is done, make sure you have some way to physically and 

psychologically transition out of work mode. This could be a quick walk around your 
block, or a 15-minute meditation. Find what works best for you.

d. Develop and Follow a Routine 
i. Try to start and end your workday at similar times.
ii. Start your day with 5 minutes of planning – look at your meetings and deadlines coming up 

over the next few weeks.
iii. Be flexible – some days you may need alter from your routine and that’s okay! 

4. VIRTUAL TEAM COLLABORATION 

a. Communication
i. Have weekly or bi-weekly check-ins with colleagues and your leader.
ii. Incorporate video conferencing. 
iii. Create virtual meet ups. This should NOT be about work.  Create time to connect on a human 

level. 
iv. Utilize instant messaging options for quick messages.

b. Technology Platforms
i. Technology essentials 

1. Have a reliable power source
2. Ensure quality Wi-Fi
3. Secure connections (utilize VMware, Duo)

ii. Utilize Group Collaboration Platform (Microsoft Teams, Google Hangouts) 
iii. Let your leader know if you’re experiencing any technology roadblocks.
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c. Peer Recognition 
i. Wambi is HMH’s team member recognition system, fueled by the voices of all members of the 

Hackensack Meridian Health community. 
ii. Click here to learn more about the Wambi peer-to-peer recognition program.

5. ENSURE SECURITY AND CONFIDENTIALITY 

i. Make sure your space has adequate noise control to ensure clear telephone/video calls to 
colleagues

ii. Use locked cabinets/rooms to properly secure HMH documents/data (if required)
iii. Adhere to HMH policies regarding disposal of sensitive printed documents 
vi. Take precautions to ensure that monitor screens and/or printed materials with sensitive data 

(such as health records, personal information, or financial data) are not visible to others 
v. Make sure to consult the specific guidance/details as outlined in HMH Flex Work and Telework 

Policies

TIPS FOR VIDEO CONFERENCING  

1. CLOSE OTHER APPS FOR BEST PERFORMANCE

 Before beginning your conference, save your work and close any apps not needed, especially 
programs that contain personal data or use too much power.

2. TAKE PRECAUTIONS BEFORE SHARING YOUR SCREEN\VIDEO

 Before sharing your screen or video, take precautions to make sure participants are unable to see 
anything private or potentially embarrassing.

1. Close browser tabs.
2. Enable “Do Not Disturb Mode” on your computer to ensure others are unable to see 

private messages while screen-sharing.

3. CHECK THE INTERNET CONNECTION

 Prior to your video call, use a speed test tool, like Fast.com or Speedtest.net, to test your internet 
speed. If your speed is too slow, move closer to your WiFi router or connect to your LAN (Local Area 
Network) cable. 

4. PICK A BRIGHT SPOT

 A location with ample natural light is best to ensure your face is projected as a clear image.

1. Make sure your face is well lit. Natural lighting and side lighting work best, but overhead 
lights will work well, too. 

2. Avoid backlighting which can often make it hard to see; if you can’t change the 
backlighting, try to put another light in front and to the side of your face.

www.hmhwambi.com
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5. MANAGE YOUR BACKGROUND

 Clean up the area around you. Open up the camera on your laptop or switch on your external camera 
and see what’s visible in the background before the call and check that you’re comfortable showing 
that background on a video call. Your wall art or decorations should be work-appropriate.

1. Choose a spot with a neutral background, something that’s not too busy. If you just sit in 
front of a wall, that should be fine.

2. Consider virtually altering your background.
•     Blur your background or choose a virtual background in Microsoft Teams (if available).

3. Test the video and audio – Before you start your video call, make sure both your video and 
audio devices are connected and working properly.

6. POSITION THE CAMERA AT EYE LEVEL

1. When talking, look straight into the camera as opposed to looking at yourself in the chat 
window.

2. If you need to get up or move around or do something else during the call, it’s a good idea to 
switch off your video to avoid causing any distractions.

7. USE HEADPHONES OR EARBUDS

 Sound is better with headphones or earbuds than with your laptop’s built-in microphone. To avoid 
latency, go with wired headphones.

8. ORGANIZE BEFOREHAND

 Have your talking points and documents organized beforehand. If participants need to see a 
document, send it before the meeting. Make sure everyone has access to the necessary data before 
the meeting.

 

9. DRESS APPROPRIATELY

 Confirm the expectations for your remote work dress code – in most cases it is probably not formal. A 
good middle ground is generally business casual. Although in video conferencing, the focus is on the 
waist up, don’t forget to consider the waist down just in case you stand up at some point during the 
call. 

10. MUTE YOURSELF WHEN YOU’RE NOT SPEAKING

 This eliminates any background noise on your end (especially if someone walks in the room and starts 
talking to you). Unmute yourself only when you need to speak.

 

11. FOCUS LIKE YOU’RE ATTENDING IN PERSON

 Try to pay attention when someone’s speaking and keep your eyes on the camera. Remember, if you’re 
typing or looking at something, the participants will be able to tell you’re not paying attention.
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12. TRY TO KEEP PETS AND CHILDREN AWAY, BUT DON’T STRESS

 If there’s no one else around to watch them, try to engage them in an activity they enjoy. Disruptions 
may happen, but don’t stress too much about it. Given the current situation, everyone should be pretty 
understanding. If this happens, just politely ask your colleagues if you can step away for a moment, 
then mute your microphone and disable your video while you step away.


