
 
 

  
Working from Home: How to make it work for you and your team  

Several experts from UCLouvain, brought together under the framework of the 
Louvain4Work platform, offer a practical and interdisciplinary summary updating a series of 
recommendations resulting from their research. The summary is intended to support employees and 
managers in the intensive practice of working from home that is gradually becoming a common 
feature of working life. They also provide a series of resources and references to help those who wish 
to find useful avenues for reflection and action in this context. 

  

1. Take care of yourself 

The intermeshing of professional and private time and spaces, our sedentary lifestyles and social 
isolation can generate new tensions and forms of fatigue. Here are some ways to take care of 
yourself in this context :  
- Be self-aware and be proactive in putting specific actions in place to air your mind and body;  
- Move. We no longer move, we simply go from one room to another. Take a walk to clear your 

mind, get fresh air, relax and activate other muscle groups and your blood circulation .… In 
short, avoid a sedentary lifestyle, e.g. organize a walking challenge with other remote 
colleagues that can strengthen social ties and limit isolation;            

- Ensure you have time and activities that do not involve working tools (screens, etc.) and that do 
not generate eye fatigue or mental stress. Examples can include cooking, listening to music, 
etc.;            

- Try to leave the house for at least half an hour a day if possible. If you can do this in the 
morning to get exposure to natural light in the early hours of the day to activate 
your circadian rhythms, so much the better;            

- Enjoy the view from a window – it provides several opportunities for physical, physiological and 
psychological relaxation, as well as allowing you to switch focus away from your computer or 
visual tasks;            

- During the daytime, try to vary your internal environment as much as possible. You can change 
the temperature of the room, the quantity and quality of the lighting; open the windows as 
much as possible, to provide a stimulus which we would not otherwise be able to access 
etc.;             

- Set up your work area at home as you would at the office, respecting as best as possible the 
ergonomics of the workstation with the space and equipment available;            

- Avoid excessive “snacking” between meals but make sure you take sufficient breaks during the 
day.             

  
2. Get organized at work ... at home and interacting remotely 

The specific challenge of working from home is that of working remotely (from the “office” and 
colleagues), in your domestic space. How can you get organized for the long-term?  Unlike previous 
partial working from home arrangements (limited to 1 or 2 days per week) which made it possible to 
organize remote working days around specific activities and thus benefit from relative isolation 
(which was desired), intensive working from home has the effect of duplicating the ”classic” working 
day in the office on a continuous basis , with each day’s share of meetings and catch ups, formalizing 
the work interactions.      

- Disassociate, by different means, working spaces and working time from private spaces and 
private time. For example, by working in a space which is set aside for work; when this 
space merges with another function (living room table, dining room table), adopt a ritual that 
relieves it of its work function (by putting away the computer, for example);             



 
 

- Structure your daily, weekly and monthly working hours with the most regular schedules 
possible. Overall, structure and introduce working habits into your days “to go from home to 
the office” (start, end, what you wear) all make it possible to maintain a sustainable work 
rhythm and avoid over-connectivity ;          

- When using communication tools, keep a few minutes “buffer time” between meetings and 
activities in the diary, make yourself “unavailable” so as not to be interrupted during tasks 
requiring sustained concentration.               

- Keep in mind that remote visual and verbal interaction provide fewer opportunities for 
communication than physical presence so you need to make sure that you leave enough time to 
review concepts several times, slow down the time taken for communication and always be 
sure to include breaks online so that people can refocus their attention;             

- In normal times, we vary our ways of interacting with our colleagues. Our interactions are 
planned or unplanned, formal or informal, face-to-face, in writing, by phone and marginally by 
videoconference. Recreating these various possibilities to contact your colleagues can recreate 
a regular rhythm and avoid fatigue. Give a telephone call to a colleague on the spur of the 
moment as if you were just popping your head into their office.   

- When you are on video conferences, ask your co-workers to turn their cameras on as often as 
possible so that they are more engaged, you can all benefit from non-verbal cues and promote 
understanding and mutual listening;            

- At the start of any meeting, take the time to ask how everyone is feeling about the current 
situation and find out how different people are experiencing it.   

  
  

3. Managing a team remotely and maintaining the feeling of belonging to a group  

Distance produces social isolation and makes it difficult for managers to maintain team 
cohesion. The distance makes creative and innovative activities difficult and certain types of meeting 
(evaluation, feedback, etc.) more awkward depending on the organizational context. This section 
addresses how managers can best preserve teams when everyone is working remotely.  

- In general, reproduce managerial activities remotely (keep the same frequency for team 
meetings and group coordination). In one-to-one interactions, support team members in 
their personal organization, discuss the effects of permanent working from home 
for everyone and make sure, as far as possible, that everyone’s working conditions (equipment, 
for example) are appropriate;   

- Reproduce the informal moments lost through shared coffee breaks, by for example starting 
Monday morning together and sharing what happened at the weekend, or ask the team to 
make other suggestions for doing this;  

- Make up for the lack of opportunities and diversity in recognizing good work by showing it in 
other ways (e.g. sending a note or photos of the team or flowers / fruit / chocolates at 
home). At the moment, employees (and managers) are more appreciative of gestures of 
recognition, which may in turn mean organizing more frequent “one-to-one” meetings on a 
case-by-case basis;              

- If remote working and the loss of informal interactions require the establishment of new 
practices of information exchange (reporting, functional meetings, one-to-ones, etc.), explain 
the logic of the new practices in a team meeting so that they are not seen as a lack of trust on 
your part or a new surveillance culture;            

- Be clear on your expectations vis-à-vis team members, what you expect, what the priority 
projects are and what can be put on hold;            

- Give and construct meaning. Uncertainty and isolation are sources of stress and can create a 
loss of meaning in relation to work. Provide information and discuss the organization’s situation 



 
 

with team members. Discussing projects and prospects at both the organizational and team 
levels promotes the creation of a common frame of reference;            

- Training in the tools and management style appropriate to the ‘despatialization’ situation with 
more emphasis on people than on activities; a good training practice in this context is to 
organize sharing of experiences between managers of the organization;             

- Request support from top management, raise co-workers’ expectations with top management, 
including those specific to managers and request clarification of guidelines in the HR and 
working from home policy.     

      
4. Preparing “tomorrow”: what is the appropriate balance between presence and co-

presence?     

HR departments are called upon to manage the exceptional situation that is currently being 
experienced and to consider, tomorrow, the permanent adjustment of their practices and customs in 
terms of work organization. A few important points can be mentioned. 

- Working from home is not an end in itself, it is one component among others of a specific 
organizational policy (well-being, empowerment, cost reduction, mobility, etc.); A clear and 
explicit HR policy is necessary to ensure consistency between the possible supervision of 
working from home and other HR practices implemented in the organization (management 
style, etc.);             

- The current legal framework is overall in line with its practice and it remains a method of work 
organization chosen on a voluntary basis by the employee; managing working from home 
within organizations must be concerted and involve active leadership to avoid strong 
differences within the same organization in terms of the implementation and effective practice 
of working from home;             

- Scientific research in management, organizational sciences and economics agree that the 
“optimum” practice for working from home is 2 days a week (between 15 hours and 50% of 
working time depending on the studies). This optimum makes it possible to benefit from the 
advantages associated with working from home (productivity, work-life balance, quality of life 
at work, etc.) without suffering too much from its drawbacks (social isolation, lack of 
visibility, etc.);              

- Up until now, teleworking policies have regulated the distance. Research published over the 
past two years, including investigations since the first lockdown, shows that having everyone in 
the same place at the same time is a way of thinking about and regulating presence (and 
distance) in the future;            

- Up until now, working from home policies have regulated the distance, but have not addressed 
comfort and well-being. Recommendations should be made on the necessary equipment and 
the configuration of home workstations, as well as offering real support in this 
area, including through training (in ergonomics, time management, remote management, 
etc.);            

- The use of collaborative software (Teams, Slack, Zoom) has grown exponentially. What lessons 
can be learned from new collaborative remote practices? How best to analyze the overall use of 
the digital environment to improve communications and collaboration? How to define the use 
of these metrics so as to avoid a shift towards increased monitoring of employee activities 
through these platforms?          

  

Louvain4Work is an interdisciplinary consortium of UCLouvain professors and researchers who study 
different aspects of work in the context of their research. 
www.uclouvain.be/louvain4work 



 
 

  

Resources 

- The ‘expert’ factsheets produced by UCLouvain. In terms of working from home, the following 
analyses were useful sources for this new synthesis:             
o https://uclouvain.be/fr/decouvert/teletravail-s-isoler-eviter-le-portable-bouger.html 
o https://uclouvain.be/fr/decouvert/coronavirus-comment-organiser-le-travail-a-

distance.html 
o https://uclouvain.be/fr/decouvert/etre-proches%26hellip%3B-a-distance.html  
o https://uclouvain.be/fr/decouvert/covid-19-peut-on-encore-faire-du-sport%E2%80%AF.html 

- The Fondation Louvain webinar on teleworking and its social, managerial and organizational 
issues : https://www.youtube.com/watch?v=g3joDYI_HUw&t=1476s            

- Some articles on certain issues raised in this guide :            
o (remote management and 

training)  https://dial.uclouvain.be/pr/boreal/fr/object/boreal%3A32110/datastreams 
o ( installation of their 

workstation ) https://myhealth.alberta.ca/Health/Pages/conditions.aspx?hwid=tr5915 https:
//www.wcb.ab.ca/assets/pdfs/public/office_ergo.pdf   

o (workspaces, building, energies) 
o https://forhealth.org/ https://www.sciencedirect.com/science/article/pii/S03601323203030

85 
o (living together tomorrow in the company) 
o https://fr.calameo.com/books/0026983984ad2a6778eab 
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