
MAKING THE SHIFT TO 
WORKING REMOTELY

brazosport.edu/coronavirus

KEEP YOUR 
NORMAL ROUTINE
(AS MUCH AS POSSIBLE)

Your normal routine signals your brain that it’s
time to work and assures it that this situation
isn’t anything you can’t handle. Little rituals like
your morning shower, coffee habits and even
taking a real lunch break will add up to a less
stressful transition. Even getting dressed as you
normally would will keep your brain in a
healthy mindset for embracing this new shift.

SET UP YOUR 
NEW WORK AREA

(GIVE YOURSELF SPACE)
Creating a dedicated workspace from home will
give yourself a place you can focus on the tasks
at hand. Think of all the resources you are used
to having available at your desk and recreate as
much of it as you can. Include a few sentimental
touches, like a framed photo of your co-workers
(in case you start to forget what they look like).

CONTINUE TO
WORK AS A TEAM
(WE’RE IN THIS TOGETHER)

To make sure that you’re feeling supported and
connected to your co-workers, be sure to
virtually connect on a regular basis. Talking to
each other through text and email will keep
everyone working together. Also incorporating
video calls helps boost morale so that it feels as
much like a work environment as possible,
which includes getting to see each other.

TAKE TIME FOR
SELF-CARE
(KNOW WHEN TO LOG OFF)

When the line between work and home starts to
blur, you may find yourself stuck to your
computer screen for a longer period of time.
Commit to incorporating moderate fitness,
healthy eating, take time to stretch, enjoy some
fresh air and remember mental breaks. It’s
important to develop a habit of setting a time
when you officially “log off” for the night.

UTILIZE AVAILABLE TECHNOLOGY
(THERE'S NO "I" IN TEAM, BUT THERE IS AN "I.T.")

Set up Brazosport College’s available technology at home using VPNs, Outlook and any conferencing
tools or software that your team utilizes. The IT Helpdesk is continuing to provide support to our
faculty and staff as needed. If you need help getting set up, please contact them virtually :
(979)230-3266, helpdesk@brazosport.edu, or brazosport.edu/it > Helpdesk  Support  to  chat.


