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What’s Included in this Guide

First of all, Thank You. 

COVID-19 has required everyone to be agile and adapt to a new working reality, in a very short amount of time. 
Through the commitment and dedication of employees, organizations have managed to adapt to these changes 
and continue to provide exceptional service to customers. Your efforts have not gone unnoticed.

During these times, it is normal for us to feel emotional stress, uncertainty, and anxiety about the future. You are 
not alone for feeling this way. 

In this Employee Resource Guide, you will find suggestions and links to help you be successful while adapting to 
your new work environment and taking care of your mental and physical health. 

You will find the following resources:

1. How to Find More Information
2. How to Set Up a Comfortable Working Environment  
3. How to Stay Connected 
4. How to Work with Kids or Partners at Home 
5. How to Be Productive During Change
6. How to Look After Your Mental Health

There is no one perfect way to work remotely and manage through COVID-19, so the most important 
takeaway is to find the way that works best for you. We prioritize your health and well-being and hope 
that this Employee Resource Guide proves helpful as we define this new normal together.

Together, we will emerge strong. 
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Looking for More Information?

There is a lot of information available right now. This enables us to keep up-to-date as things change.
However, it also means that inaccurate information is being shared, which can add to worry or stress. 

For credible information on COVID-19, use the following resources: 

World Health Organization

Government of Canada

BC Centre for Disease Control

Envol COVID-19 Resource Hub

WorkSafeBC COVID-19 Resources & Updates

Still not sure where to look? Envol’s team of HR Specialists is happy to help. 
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https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html
http://www.bccdc.ca/health-info/diseases-conditions/covid-19%3Futm_campaign=20200311_GCPE_AM_COVID_2_NOTIFICATION_BCGOV_BCGOV_EN_BC__NOTIFICATION
https://envolstrategies.com/covid-19-employer-resources-hub/
https://www.worksafebc.com/en/about-us/covid-19-updates


How to…

Set Up A Comfortable Working Environment

When working at home, it can be easy for your work life and home life to
merge. Paying attention to the physical set-up of your workspace can 
help separate work from home, help with productivity and motivation, 
and prevent you from being sore or having stress-related injuries. 

Physical Space 
• Look for an area with natural light or a window for ventilation and to 

create a feeling of open space 
• Assign a specific space that you go to for work and leave when you’re 

done to avoid work time merging with your time off 
• Decorate your space to bring joy – whether it’s a plant, candle, photo of 

your family, or your favourite books 
• Set yourself up where there will be the least amount of distractions 

possible
• Keep your space clean and get rid of clutter at the end of each day to 

create a calm atmosphere

Ergonomics 
Stress can cause physical harm to our bodies. When working from home, it is important to consider the ergonomics of 
our workspace to avoid sore muscles or injuries. 

Some things to consider for your workspace: 
• Adjust desk height to suit your chair and posture (use books to adjust height of computer as needed) 
• Use a small pillow for back support as needed
• Practice looking away from the screen every 20 minutes to give your eyes and muscles a break 
• Take regular stretch breaks and pay attention to your posture to avoid hunching over 
• Avoid working from bed as it won’t encourage productivity and can cause soreness and injuries 

Check out these great tips for ergonomics at home by the City of Edmonton 

Try a makeshift standing desk! Use boxes, upside down laundry basket, or books to prop up your computer 
so that you can spend time working while standing up.

Check out more great tips for working from home during COVID-19 by Healthline.
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https://www.edmonton.ca/documents/PDF/tips-for-ergonomics-working-at-home.pdf
https://www.healthline.com/health/working-from-home-tips


How to…

Stay Connected

Communication norms have changed with everyone working remotely. Although we are physically  distancing, 
it has become more important than ever to stay connected with our friends, families, and network. 

Team Communication

Without the ability to walk over and communicate with someone in the office, we have had to adapt our 
communication methods. Consider the following remote working communication best practice: 

• Keep emails and instant messages concise and short 
• Set clear timelines for when you need information or tasks completed 
• Check in with team members frequently 
• Get face time or phone time with another team member daily 
• Be empathetic with others and remember that it is not “business as usual” 

When to phone: 

• To deliver constructive feedback or training 
• To discuss sensitive or complicated topics that might be misunderstood 
• To handle something urgently 
• To save time if 2 or more emails have been exchanged on the same topic 

When to email: 

• To provide quick updates, reminder, confirmation, questions 
• To summarize a phone call with action items and next steps 
• To share a valuable article or resource 

Celebrating Wins and Good News 

Now more than ever, good news matters. Take time during team meetings and randomly throughout the day to 
recognize your team members and celebrate good news – big and small. 

John Krasinski shared some good news in a segment called “Some Good News.” If you enjoyed him in The Office, 
be sure to check out his Good News Channel here. 
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https://www.youtube.com/channel/UCOe_y6KKvS3PdIfb9q9pGug
https://www.youtube.com/channel/UCOe_y6KKvS3PdIfb9q9pGug


How to…

Work with Kids at Home

If you’re in this situation, the most important consideration is to not be too hard on yourself. 

Distractions are inevitable.
Downtime that may have been more productive in the office is inevitable.

Have realistic expectations, especially if you are juggling work with home schooling. Be empathetic towards your 
own needs and the needs of your children who are also dealing with an unusual time. Find a routine that works 
best for you and enables you to meet necessary deadlines.

Working with Kids

Here are some suggestions to make the most out of working from home with kids, sourced from Parents.com:

• Expect interruptions – try a visual signal during phone calls that shows kids not to disturb unless it is an 
emergency, like wearing a special hat or tying a ribbon on a door handle. If a toddler is fussing while on the phone, 
end the call and call back as soon as you can.

• Keep teammates in the loop – and don’t be afraid to ask for help if tasks are derailed.
• Set up an activity station – where kids can work on projects/colouring/schoolwork near your workspace to focus 

together without worrying about them.
• Establish a routine and try to stick to it – CNN provided this example for 8-10 year old’s:

• Care plan in the morning (breakfast, get dressed, get outside for a bit)
• Work plan for mid-day (school work, documentaries on Disneynature with activity packets on subjects 

like the Arctic, pandas and pirates, colouring)
• Play plan including socializing through virtual hangouts with friends, video games, or movies.

• Allow yourself flexibility for completing tasks if needed – starting a little earlier or finishing a task later at night 
because your day was interrupted is completely reasonable if deadlines are met. Keep your Manager informed of 
these scheduling changes.

• Adjust your expectations – your kids will be probably watch more TV than usual. You are both dealing with a new 
normal. Be kind to yourself, all we can do is try our best.

Check out this blog on working and home schooling during COVID-19 by Phase 2 technology. 
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Not pictured: Crying baby, interrupted conference call, real life…

https://www.parents.com/parenting/work/life-balance/how-to-master-being-a-work-at-home-mom/
https://www.cnn.com/2020/03/16/success/working-from-home-with-kids-coronavirus/index.html
https://nature.disney.com/educators-guides
https://www.phase2technology.com/blog/covid19-work-homeschool


How to…

Work with Others at Home or Solo

Working with a Partner or Roommate

If you and your partner are working from home together, there has likely been frustrations due to being on the 
phone at the same time, space limitations, or overall effects of spending 24/7 with someone. Some ways to work 
effectively in one space include:

• Open communication about the current changes, the coronavirus, concerns and other feelings to understand 
“workplace dynamics” and maintain this open dialogue.

• Establish working guidelines like:
• What are our work hours?
• Where do we go in the house when one of us needs to take a call?
• Where are our individual workstations?
• Who keeps an eye on the kids and when?
• What days should I make lunch? What days should you make lunch?

• Check in at the end of each week to make sure things are working well and assess changes that could be 
made.

• Try to be respectful to the space similarly to in an office (i.e. not leaving dishes in the “breakroom”).

Working on Your Own 

When you’re used to seeing your team each day, working alone can also be a major adjustment. Frequent 
communication and building a routine will help reduce feelings of isolation. Be diligent about taking breaks, 
getting outside for fresh air and being honest with yourself and teammates if you need support.

Pre-schedule 15-minute meetings with other team members at the beginning of the week. This way, the time is 
confirmed ahead and the check-ins won’t be overlooked if you both get busy.
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How to…

Be Productive During Change

There are many things that we can not control right now, like the economy. However, we can control how we 
show up at work. Being productive doesn’t just mean making the most sales – it also means staying motivated, 
adapting to new ways of doing things, and building relationships that will pay off for your organization and 
teams in the short and long-term.

Keeping Your Routine
Research shows that having a routine helps us be more productive, motivated and maintain a sense of normalcy 
during uncertain times. 

• Get dressed every morning
• Have breakfast or coffee to start your day
• Prepare lunch the night before
• Connect with team members each day
• Try checking in with someone new each day – it goes a long way!
• Get some fresh air 
• Get up to stretch or walk around frequently
• Reduce at-home distractions during the work day

Trying New Work Strategies

Information Sharing
• Find new ways to give and receive the information you need – whether it’s a phone call, email, instant message, 

shared spreadsheet, or otherwise.
Time Blocking
• To avoid your day being derailed, block out specific times on your calendar to complete daily tasks like 

sending/responding to emails, creating quotes, etc. This helps to create some diversity in your day.
To Do List
• If you make a to do list each night, you can check out of work confidently without needing to remember what’s 

on your plate for tomorrow. This helps you avoid thinking about work all night.
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How to…

Look After Your Mental Health

One of the biggest challenges people everywhere are facing right now is maintaining their mental health. 
It is important to prioritize your own mental health, especially during this time. 

Reaching Out 

You are not alone. Often, we ignore emotions because we don’t want to make a big deal about them. But they are a 
big deal. Everyone is feeling impacted by COVID-19 and it’s important to be honest with yourself and others how 
you’re feeling, otherwise it piles up and becomes unbearable before we realize.

Staying Physically Active 

Working remotely requires less movement than our bodies are used to. Getting out for walks, an online yoga 
session at lunchtime, or a bike ride at night can help clear your mind. Try to do something physical each day.

There are a lot of free fitness apps and classes available online right now. Group classes can also help build a sense 
of community.

Providing Support to Others

Many people don’t realize, that simply the act of reaching out to others and providing support to them impacts our 
own mental wellness positively. Some benefits include:

• Talking through problems with others gives us more wisdom to tackle our own
• Helping somebody through something is rewarding and gives us purpose and pride
• Connecting with others creates community and reduces feelings of isolation
• Understanding what others are going through helps us accept and address our own emotions
• Donating time or goods to organizations in need can help our mental satisfaction

“Alone, we can do so little. Together, we can do so much.”

- Helen Keller
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How to…

Look After Your Mental Health

Unplugging Often

• Limit news intake to 1 or 2 times per day, otherwise it can quickly become destructive to our mental health
• Limit social media usage and check credibility of sources before sharing articles
• Keep a journal to document what is going on, how you are feeling, any deferred payments, etc. to refer back to if 

needed
• Read a book or listen to a podcast after work instead of going online

• Don’t want to read a book? Gather friends or family and challenge yourself to (virtual) storytelling!

Books to read:

Best books to read during quarantine, according to business leaders by Worth
31 great quarantine reads by Vanity Fair 

Podcasts to listen to: 

Podcasts by category to check out during quarantine by Whas11
6 best podcasts to make you smarter by Fast Company
14 podcasts to make you chuckle by Buzzfeed

Mental Health Apps & Hotlines

The Government of BC provides a Resource Page for Virtual Mental Health Support here. In addition, CBC breaks down 
different free help available for different demographics and situations. Click here for the full list.

Some Mental Health Applications to try:
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What’s Up 
Cognitive Behavioral Therapy (CBT) and 
Acceptance Commitment Therapy (ACT) 

methods to help you cope with Depression, 
Anxiety, Stress, and more. Includes a “Get 
Grounded” page with 100+ questions to 

pinpoint what you’re feeling.

MoodKit
Cognitive Behavioral Therapy (CBT) methods 
with over 200 different mood improvement 
activities. MoodKit helps you learn how to 
change how you think, and develop self-

awareness and healthy attitudes.
.

SAM 
A good fit if you’re interested in self-help, 
but meditation isn’t your thing. Build a 24-

hour anxiety toolkit that tracks anxious 
thoughts and behavior over time, and learn 

25 different self-help techniques.

FREE FREE $6.99

https://www.worth.com/best-books-right-now-business-leader-book-recommendations/
https://www.vanityfair.com/style/2020/03/31-great-quarantine-reads-chosen-by-the-vanity-fair-staff
https://www.whas11.com/article/news/entertainment-news/podcasts-to-binge-during-coronavirus-quarantine/417-9abee963-4630-47ca-89bb-6841b96d2317
https://www.fastcompany.com/90467787/6-podcasts-that-will-make-you-smarter
https://www.buzzfeed.com/ehisosifo1/funny-podcast-listen-commute
https://www2.gov.bc.ca/gov/content/health/managing-your-health/mental-health-substance-use/virtual-supports-covid-19
https://www.cbc.ca/life/wellness/how-to-access-free-mental-health-and-emotional-support-during-the-covid-19-crisis-1.5519397


LOOKING FOR MORE WAYS TO 
SUPPORT YOUR EMPLOYEES? 

WE CAN HELP!
Contact us today to get started:

hello@envolstrategies.com

envolstrategies.com • hello@envolstrategies.com • +1 778.650.0090


