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With the continued spread of the Covid-19 pandemic, companies that are able to are closing their doors and asking 
their teams to work from home. The transition from office to home can be challenging both logistically and 
emotionally—but there are ways to make it go smoothly. Quartz is here to give you the tools you need to make sure 
you and your colleagues are productive, healthy, and connected during this time of crisis. 

A few things to keep in mind:

• There is a silver lining. The transition to a global, distributed workforce has surprising benefits.

• Remote offices need supplies, too. Luckily, we have a a list of easy-to-adapt equipment, hardware, and 
software for companies and teams new to working from home.

• Mental and emotional health matter. Building personal wellness and team morale is even more important in 
times of crisis and transition. 

There are many ways to navigate the transition to remote work
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The number of distributed 
teams might be surging 
because of Covid-19, but 
remote work has already 
become a global 
phenomenon, with 68% of 
employees working remotely 
at least once a month.

The good news
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A Gallup survey of US companies with distributed teams shows the benefits of remote work. People check up on 
each other more. Managers are more aware of the work settings and life events that may impact their teams and 
employees day-to-day. Strangely enough, working remotely brings teams together. 

There is a silver lining
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21%
Boost in profitability 

compared to other US 
companies

41%
Improvement in attendance 
for US companies surveyed 
that adopted remote work

40%
Decrease in quality defects 

since adopting a remote 
work model 



It’s tempting to work from bed, and forego the usual work-day rituals, but studies and our experts advise that getting 
dressed for work, establishing a set home office station, and taking breaks for lunch and coffee are more important 
than ever for productivity and overall wellbeing.

Maintain a routine
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Get dressed.
Even if it’s loungewear, you’ll 
feel like you started your day.

Eat regularly.
Try to stick to normal meal times 

and eat a balanced diet.

Schedule breaks.
Get up to move. Take a walk if 
you can. And sign off on time.



• For managers: Check in on your direct reports and make sure they have the resources they need. Is their 
internet connection strong enough? Are they dealing with a home situation that may require different working 
hours to care for children or an elderly family member? 

• For employees: Make your voice heard, even on the small things. That means keeping your status updated to 
the minute on Slack or on whatever chat platform you use and reaching out to colleagues and managers to 
voice concerns or share feedback.

• For parents and/or people who live in multi-remote-worker households: It can help to establish a shift-work 
schedule; one person may need to work while the other is on childcare duty. Boundaries need to be set to 
minimize distractions, including the temptation to chat across a shared dining room table-turned-office desk. 
Also, talk to your manager and communicate your needs so that everyone is on the same page.

Check in and speak up
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“Because remote workers are not physically present, speaking up is 
crucial. Remote workers must be more intentional about conversations 
regarding career growth. Because there are no water coolers to start 
conversations around, remote workers need to be diligent about 
recording and sharing professional wins and accomplishments.”

Kristen Ruttgaizer, director of human resources, Igloo Software



Different companies and teams will have different requirements to maintain productivity while working together 
remotely. For companies new to having a remote workforce, beyond ensuring all employees have access to laptops 
and reliable internet, you will likely need some basic applications and platforms. First, think of hardware you’ll need:

• Smartphones. Depending on the programs you use, you may need to ensure that everyone’s device is 
compatible with your company software.

• Laptops. Make sure cameras and microphones are in working order for video conferences. If your company 
doesn’t have laptops, there is software to help you access desktops remotely. More on that on the next slide.

• Headphones and headsets for phones. Internal microphones and speakers might meet your internal 
communication needs, but external communication might require better sound quality. Depending on needs and 
preferences, these may be wired or wireless.

• Surge protectors are a good idea for you to safeguard the multiple devices you may be operating in your home.

• Additional gear. Desktop screens, remote servers, and hard drives may be necessary for some functions.

Make sure you have the right hardware
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Having the right software is crucial to ensuring communication and collaboration across your team. To decide what 
you’ll need, ask yourself three questions. Can my team remotely access all the files and programs we need? Can 
we communicate regularly and efficiently with one another? Can we keep our work and date secure? Here are 
some common applications and services. Nearly all of these offer free versions or trials, and many digital service 
companies are providing discounts and extended free trials for a period of time to encourage more people to stay at 
home to slow the spread of Covid-19 cases. 

Make sure you have the right software
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• Remote desktop or virtual desktop 
software, such as Citrix.

• Voiceover IP (VoIP) software, such 
as Cisco Jabber.

• Google G-Suite or Office 365 for 
collaborative work with live edits.

• Instant messaging platforms that 
cater to professional teams such as 
Slack, Webex Teams, and Microsoft 
Teams.

• Video conference software like Zoom, 
Bluejeans, and Webex.

• Two-factor authentication such as 
DuoPush.

• Virtual private network solutions from 
providers like Microsoft or Cisco.

• Mobile device management software 
like Mobile Iron or Microsoft Intune.

Collaboration Communication Security



As communities, teams, and individual employees around the world cope with the crisis of a pandemic, our mental 
and emotional wellbeing is more important than ever. Here are a few practical tips for staying well and supporting 
your colleagues.

• Check in regularly, whether over the phone or via video chat.

• Make sure that team members and employees unplug every day. The work day should still begin and end at 
clear, healthy times.

• Don’t forgo vacations, personal days, or sick days just because you’re working out of your home. It can be 
tempting to stay virtually plugged in to work all day, every day, even when sick, mentally drained, or tending to 
your home or loved ones. Enforcing those boundaries between personal life and work life is key to maintaining 
the sanctity of your personal space.

• Host group mental health sessions. These can strengthen community, especially in times of distress. We 
recommend leading a 3-minute group mediation at the end of a staff meeting to help everyone focus, take a 
collective breath, and check in with themselves.

Prioritize mental health and wellbeing
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We’ve found a pandemic environment is an excellent time to embrace a meditation routine, or start one if you’re 
new to the practice. Most meditation and mindfulness apps provide a free version or a free trial period. In addition, a 
number are currently offering free premium services or new curated services specifically created to help people 
cope in the era of coronavirus outbreak:

• Headspace has made a number of meditations available for free for everyone, in a collection of practices called 
“Weathering the storm.”

• Simple Habit is offering free premium membership for users unable to pay to “ease your coronavirus anxiety.”

• Calm has compiled a page of free guided mindfulness exercises to help reduce stress and anxiety during the 
Covid-19 pandemic.

• Ten Percent Happier has issued a free “Coronavirus Sanity Guide.”

• DarkNoise has opened up a free beta version for anyone to use its white noise app for focus and calm.

• TalkSpace has created a free service for new and existing users to handle Covid-19-related concerns, along 
with other resources including group therapy sessions on Facebook Messenger.

Consider starting your personal mindfulness practice
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Moving your body and getting outside if you can at least once a day vastly reduces stress, which also boosts our 
immune systems. Even though many gyms are closed due to Covid-19 and contact with others is not always an 
option, a number of in-home exercise services are available. Many online services for exercise and mental health 
are offering free membership for this period.

• Down Dog has a collection of fitness apps including for yoga, HIIT, and barre classes. The fitness provider has 
made all premium content free on all its apps through April 1, and through July 1 for health workers.

• Planet Fitness has created a series of free 20-minute workout routines streaming on Facebook Live to help 
people stay active and connected during gym closures.

• Obé fitness app has extended its standard 7-day trial to one month to help people stay active, and has also 
added exercise classes for kids and seniors. The workout app has live and recorded classes both with and 
without basic equipment.

Exercise!
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Finally, there is reason to be hopeful. Quartz employees have already reported a deeper 
sense of connection to colleagues and new motivation to express appreciation of others. A 
few other things to encourage you:

• The fact that visual and verbal cues are removed from many daily interactions means 
we must be more conscientious in our written communication.

Remain hopeful
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Quartz analysis has also 
determined that working from 
home can save employees 
thousands of dollars a year.

• Communicating in a distributed team can equalize power and personalities. Virtual meetings and written 
collaboration give everyone an equal chance to contribute.

• More remote capability also means improved accessibility for the 15% of the global population living with a 
disability.



Want to know more? Read Quartz resources on working from home.

• The work from home tips we shared with our staff – Recommendations based on how Quartz is working from home.

• How to work from home: tips for telecommuting – The top takeaways on how to make remote work, well, work.

• How employees are navigating the new norms of remote work in China and in India – Remote work is global.

• How to stay emotionally connected when working from home – Distance can strain work relationships; here’s how to 
stay connected emotionally as well as digitally.

• How to operate as a virtual team – Remote work requires skiled managers. These virtual management tips can help.

You’ll also enjoy our member-exclusive field guide, The future of work.

Have questions about this presentation, or suggestions for us? 
Send us a note at members@qz.com.
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https://qz.com/1817524/the-work-from-home-tips-we-shared-with-our-staff/
https://qz.com/work/1098646/how-to-work-from-home-tips-for-telecommuting/
https://qz.com/work/1802044/what-its-like-to-work-from-home-in-coronavirus-hit-china/
https://qz.com/india/1819365/india-inc-should-have-adopted-work-from-home-before-coronavirus/
https://qz.com/work/1346938/how-to-make-friends-at-the-office-when-you-work-from-home/
https://qz.com/work/1441733/successful-work-from-home-teams-share-these-qualities/
https://qz.com/guide/the-future-of-work/
mailto:members@qz.com

