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When you work from home, clear boundaries between business 

and life are crucial to maintaining productivity and mental health. 

Follow these guidelines to protect your professional success and 

personal wellbeing. 

Your Space
Use a separate space reserved only for work. 

Use room dividers if necessary.

Don’t take work outside the work space.

Ask family to respect the work space boundary.

Your Time
Schedule your workday the night before.

Work in 60 to 90-minute bursts with 10 to 20-

minute breaks.

Schedule creative tasks early, menial tasks later.

Never multitask.

Your Mindset
Dress for work.

Use unintrusive, instrumental music, if any.

Your Wellness

Use breaks to move your body.

Use physical boundaries and scheduling to keep 

work mentally compartmentalized.

Working With Kids at Home

Make sure kids respect the work/home boundary.

Use independent learning activities.

Use activities that are 30 minutes long or less.

Take breaks and lunch together, according to your schedule.
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