
�ose new to remote work may relish the opportunity to roll out of bed ten minutes before work and stay in their pajamas all day, but this can be 

detrimental in the long run. Keeping your normal routine creates a boundary between your work time and your home time. So take a shower and 

get dressed in the morning. Set an alarm and close your laptop at the end of the workday. Using rituals to replace the commute that normally 

bookends your workday can help you keep it separate while working from home.

You’re working at home, living the dream, right? Sometimes things are better in our heads. Work-at-home veterans know that too much of a 

good thing can start to weigh on you. It’s too easy to work long hours when your workspace is just upstairs. And when the day is done? You’re 

technically still at the office. ‘Just one more email’ can turn into four extra hours of work you weren’t planning on. Weekdays and weekends can 

blur into an always-on schedule. If you’re not careful, the ‘freedom’ of working from home can burn you out. �is checklist offers some strategies 

to help balance your time in your home office and your time at home.

#1 MAINTAIN YOUR NORMAL ROUTINE
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You may find that a standard 9-to-5 is difficult to achieve at home. Young children and other commitments may create challenges that don’t exist 

in an office setting. �is can lead to a situation where you feel you need to be available for work whenever you’re not otherwise engaged. Don’t fall 

into that trap. Find a regular work schedule that fits your situation and stick to it. Let coworkers and clients know when you’re available and stay 

off the clock when you aren’t. Otherwise, your work hours may slowly creep into your home life.

#2 FIND A SCHEDULE YOU CAN STICK WITH

Working at home means dealing with work life and home life simultaneously. Distractions are bound to come up. It’s okay to add an hour to the 

end of every day to make up for this time, but don’t obsess about it. �ere are plenty of interruptions in an office environment, too. Do you always 

make up for that time? Some days you’ll be more productive and some days less. On average you’ll be getting stuff done. Don’t drive yourself crazy 

trying to fit in a standard day every day.

#3 ACCEPT THAT INTERRUPTIONS ARE UNAVOIDABLE

It’s easy to burnout when every hour is spoken for by either home business or work business. So get up and do something for yourself periodically 

throughout the day. Take a walk. Exercise. Have a pleasant conversation with a family member. It’s important to let your mind release your work 

— all of your work — every so o�en. You can even make yourself an actual cup of coffee.

#4 TAKE VIRTUAL COFFEE BREAKS
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STEPS YOU CAN TAKE RIGHT NOW TO AVOID 

8 BURNOUT WHEN WORKING FROM HOME
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You’ve found a schedule that works for you, but it may not match other people’s schedules. As a result, you’re likely to receive emails and messages 

at odd hours, or at times when you’re off the clock. Try not to give in to the temptation to check them. If you must, only respond if they’re truly 

urgent. Otherwise, you’ll find yourself pulled into work when you should be relaxing. Most emails can wait.

#5 DON’T ANSWER WORK MESSAGES WHEN YOU’RE OFF THE CLOCK

Working from home can be lonely. You might find yourself working harder to distract yourself from your isolation. But this further isolates you 

and creates a negative feedback loop. So take time to socialize, either with family if they’re around you, or virtually with coworkers and friends. If 

you’re a freelancer, find a group of people in a similar situation and plan online meetups. Collaboration tools like Teams and Zoom make it easy to 

gather virtually when you can’t gather in person.

#6 TAKE TIME TO SOCIALIZE

One of the most common causes of overexertion among home workers is fear. You may worry that you’re not doing enough. �at others are 

working harder than you. Without the sort of feedback you get when you’re surrounded by your coworkers, you may push yourself too hard. 

Don’t concern yourself with what others are doing. If you’re getting your work done to the best of your ability, that’s good enough. Don’t put 

undue pressure on yourself to perform at a higher level.

#7 DON’T FEEL YOU HAVE SOMETHING TO PROVE

Sometimes we’re so focused on what we’re doing we don’t realize that we’re overdoing it. Catching burnout before it gets the better of you 

requires vigilance. Know what the symptoms are and break the cycle before it breaks you. Consider slowing down if you’re newly suffering from 

any of the following:

Insomnia

Irritability

#8 BE AWARE OF THE WARNING SIGNS

Doodles

Frequent headaches

Panic attacks
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Depression

Anxiety

Forgetfulness

Poor focus


