
 

FSEAP Vancouver (BC Region): #301- 1638 East Broadway Ave. Vancouver, BC V5N 1W1   Ph. 604-732-6933 / 1-800-667-0993 

Now We’re Talking Tip Sheet 

  

Working from Home During COVID-19 

  

COVID-19 has impacted our everyday living in many ways.  Our routines have been dismantled and 

we are being asked to adjust to a new way of living, while we navigate our way through this 

pandemic.  

For those of us working from home, we may also have to deal with the uncertainty of not knowing a 

“return to office” date which doesn’t allow us to feel in control of a timeline. Each one of us will have a 

different response to the changes that are brought on by the virus, depending on our own unique 

circumstances.  What might be bothersome to one person, might not bother another person, and vice 

versa. 

With the adjustment of working at the office to now working remotely, we’ve put together some tips to 

ease the challenge and help you adjust. 

 

Structure and Space 

1. Space:  Finding your own space in your home is a major feature of adjusting to working from 

home.  Be aware of the importance of setting up an ergonomically correct workspace; you will 

need a desk and a chair that supports you.  Be open to thinking “outside the box” in terms of where 

and how to set up your workspace.   

 
 If you have a separate room or office to work from in your home, then great.  

 If you live on your own, find the most comfortable place or corner to set up your laptop and 

technology. 

 If your family is at home with you and/or if your partner is also working from home, discuss how 

you might divide up the space between you and the children. When space is limited, look for 

space which provides a dual purpose; it might mean sharing the kitchen table or using a bedroom. 

2. Time:  Working from home may also be different in terms of expectations around time than when 

you worked in the office.  For example, at the office, you may have worked 9:00 a.m. to 5:00 p.m.  

But management may be more flexible now that you are working from home (for example, it may 

be easier for an employee to work when children are asleep at night).  Clarify what "normal 

working hours" looks like with your manager, and then adapt the following points accordingly: 

 

 Staying more routine oriented is a way to combat being scattered.  If earlier-established routines 

work for you currently (for example, having breakfast before your workday), then those would be 

easier to implement.  However, because routines may now need to be adjusted, establish new  
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routines and try to stick to them (for example, integrating a fitness routine in the morning, and 

working later, or keeping later but consistent bedtime hours).  

 Bookend your day:  It is a good idea to create a signal or ritual to start and end your day now that 

you’re not going to be travelling to and from your office.  For example, a second cup of coffee 

could be your signal to start the day and closing your laptop and walking around the block could 

be the signal for ending your workday.  

3. Breaks:  It is important to give our minds and bodies some time away from the screen and phone.  

The advantage of working from home is that you can take a break to carry out a household chore 

or spend time outside to work in the garden.  Also, lunch with family is a benefit which wasn’t 

possible while working at the office and will offer some time to have conversation and to check in 

with each other what feelings/thoughts are coming up for people. 

 

Communication and Connection 

Typically, in an office setting, we were used to walking down the hall to our colleague’s office where 

we could chat for five minutes. However, technology has evolved enough to offer us a variety of 

options to stay connected (such as Zoom, Skype, Microsoft Teams and text – or even a phone call!).  

Because we are not in the same physical space, it is equally, if not even more so, important to have 

regular contact with colleagues and managers.  

1. Communicating Expectations:  

 Managers:  Ensure that you are having regular meetings with your staff to keep morale and spirits 

up (this can’t be overemphasized!).  Communicate expectations and requirements clearly so that 

there is no room for confusion and surprises (which can lead to resentment).  Ask your team how 

you can support them and discuss challenges in a thoughtful and solution-focused manner.  

Flexibility and patience are important while employees (and you!) navigate adapting to a new 

reality, such as: managing clients in a different way, changing performance outcomes, and 

adjusting emotionally and psychologically. 

 Employees:  Communicating expectations is important.  Ask your manager what is expected of 

you if you are unsure.  Don’t assume the same policies and procedures apply to your work at 

home arrangement.  Understand as well that the organization is most likely going through drastic 

change in a short period of time and there could many taxing situations behind the scenes which 

are creating enormous pressure for the leadership/management team. 

2. Isolation and Loneliness: 

 It is important to recognize that it is normal to sometimes feel isolated and lonely when working 

from home; therefore, do your best to stay in more regular contact with not only work colleagues 

but friends and family.  Remember to pull in some humour to counteract heaviness in your day.  
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Continue to monitor your mental health; isolation or loneliness can promote depression.  We have 

on-line resources available with regards to anxiety and depression. 

 Here is the link to our website:  https://www.fseap.ca/ 

 Arrange for a fun virtual lunch and acknowledge your friends and colleagues’ birthdays (and 

hopefully they will remember yours!).  While we are all living separate lives, it is crucial that people 

are reminded that they matter!  Remember to ask others how they are doing; it doesn’t take a lot 

of time but can change a person’s day for the better.  Don’t hibernate and shut yourself off (it can 

happen before you know it); continue to share your lives with each other and support one another. 

  

Focus and Distraction 

Some will find it harder or easier to work from home.  This is a unique situation and there are many 

variables which will play a part in a person’s mental health.  For example:  managing your feelings 

about Covid-19, meeting the needs of your family,  dealing with isolation especially if you are the only 

person in your home, or having the time to reflect (which can have its advantages and 

disadvantages). It is also likely that you are not working at the capacity that you were once working.  

Be kind to yourself if doubt starts to creep in that you are not meeting your own or others’ 

expectations. 

 

Managing Children While Working at Home 

With day-care closures and elementary to post-secondary schools closing, we felt that managing 

children and youth while working at home needed to be addressed.  The more people there are in the 

home, the greater the need to juggle individual priorities, which at times can be in conflict.  Take what 

makes sense for you from the following list and discard other items. 

1. Start your day with no screen time.  Go outside for a walk.  Wear out children by offering them 

opportunities to exercise, so that they have an outlet for possible boredom with having to stay 

inside so much.  Create a daily schedule and chart out how hours are spent.  Ask older children to 

help with the younger ones.  One idea is that you might spend ½ hour or an hour to “home school” 

so to speak – something that is focused on learning and educational – but be creative as to how 

you approach this time and try to keep it playful and light.  Be available for children if they look to 

be lost or need their questions answered, as they too could possibly be confused around the 

adjustment. 

2. Offer younger children choices for activities that they can do during the day ie.  playing with Lego, 

watching a show, colouring, or quiet time.  

 

https://www.fseap.ca/
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3. Prepare snacks and lunches the night before or first thing in the morning, so that you aren’t 

scrambling last minute with hungry children, and you know when to replenish groceries. 

4. If aunts/uncles or grandparents are available, schedule video chats with them.  They can read, do 

puzzles and chat with them during the day. 

5. If more than one caregiver is in the home, try to assess who is better at doing what, and share the 

workload, which will not only benefit the children, but also not put too much pressure on one 

person.  Spend some time going over the schedule with the children the night before so there are 

no surprises. 

6. Manage interruptions.  Have a signal – raising a hand or finger – to let children know you cannot 

be interrupted if you are on a call or meeting.  Another suggestion is to create a sheet with five 

tear-off tabs – each tab represents a question that children can ask you.  When all five tabs are 

torn off the page, questions will have to wait until after work, during lunch or on a break.  

(Depending on the age of the children, this may or may not be doable.) 

7. Be patient.  Expecting interruptions will help ease the frustration or tension when you are 

interrupted.  Having a plan to deal with these situations will also help.  Colleagues and clients also 

must adapt and understand that you too are having to deal with multiple responsibilities; be 

transparent with people around this.   

8. Even though there is often a struggle between parents and teens around screen time, be grateful 

that in this current day, that teens have technology to lure them inside and away from face-to-face 

interactions.  Continue to communicate and use active listening with teens as to the importance of 

minimizing contact with others, as some may not have the developmental maturity to understand 

the consequences. 

9. If you are experiencing high levels of stress or worry, don’t hesitate to reach out to your EAP.  We 

are all in this together – there’s no reason to go through it alone or without support.  

 

Call FSEAP 1-800-667-0993 

Now We’re Talking! 
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The Right Help, At the Right Time. 
Your EFAP Services and  

How to Access Remotely 

 
At FSEAP, our customers and our employees and affiliates are top 

priority. We are continuing to adjust our operations to protect and 

support you, your employees and our FSEAP team. In following the 

guidelines of the Public Health Agency of Canada and the 

provincial governments, we have moved to a telehealth model 

for service delivery; providing all services by telephone and video 

conferencing, rather than in person. 

  

Service access remains seamless. Our intake and crisis lines are 

staffed and accessible 24 hours a day, 7 days a week. Our network of qualified counselling 

professionals and consultants remain able and ready to support Canadians from coast to coast. 

Our team is ready to provide quality interventions, guidance and strategies to assist employees in 

managing the potential stress and worry of the COVID-19 outbreak and living in uncertain times, 

in addition to the variety of concerns Canadians face every day. 
 

Counselling  
 

FSEAP's EFAP counselling provides effective short-term, professional counselling for individuals, 

couples, & families to support you with a broad range of mental health issues & concerns. 

 

 24/7 Access & Crisis Support 

 Currently available as telephone, e-counselling, or video sessions 

 1.800 Voice & TTY accessible from anywhere in North America 

 Immediate crisis support & stabilization, crisis counselling, assessment, & referral services. 

 Multi-lingual 

 

Work-Life Services 
 

In addition to our counselling services, FSEAP also provides a variety of work/life services to help 

employees manage work & personal life responsibilities & reach their goals. For more information 

or to access these services, please visit myfseap.ca or call FSEAP’s Intake Care Centre.  

 

Our work/life services include the following:   

Career Counselling  

Provides coaching, information on self-care strategies, consultations, planning, assessments, 

strategies for employment, career advancement, retirement, & other related career topics. 

Child/Eldercare Consultation 

Offers consultation & assistance with finding community resources 

to help clients take care of their families. 

Financial Counselling & Consulting  

Assists clients with credit counselling, debt management, tax 

planning, budgeting, setting financial goals, preparing for 

retirement, & managing changes in personal situations. 
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The Right Help, At the Right Time. 
Your EFAP Services and  

How to Access Remotely 

Legal Consultation 

Connects clients with a practicing lawyer in their area of need for a 

30 minute telephone consultation on a broad range of legal matters. 

Life Coaching 

An alternative to traditional counselling therapy, our coaching 

service provides guidance for clients & employees at all levels to 

achieve personal & professional growth. 

 

Health Coaching 

Individualized help from a health coach offering a holistic approach to help participants make 

lasting positive lifestyle changes over the course of 12 weeks.  

Nutritional Counselling 

Provides consultation with a Registered Dietitian for a broad range of nutrition topics. 

Resource Kits – Family Stages  

Our resource kits provide valuable information that support a variety of family needs. 

Smoking Cessation Support 

Provides essential information & links to local services in addition to counselling & life coaching 

supports. 

 

Mobile App 
(Available from the App store for Apple and Android devices) 

The app offers a convenient way to access important information 

about EFAP services, as well also valuable self-help 

information to support you on your journey to make life, 

work better. 

 

With myFSEAP mobile you can: 

Contact the EFAP (by phone or by submitting an 

online service request) with the touch of a button. 
 

 Login to view information specific to their benefit 

 Review EFAP services details & FAQ’s 

 Access FSEAP health & wellness newsletters 

 Conveniently access to self-help online resources & 

tools 

 

On-line Health & Wellness 
myfseap.ca 
Search through a library of health & wellness articles on 

topics such as health & well-being, family & relationships, life, 

work & career.  FSEAP provides an online health & wellness 

resource library, offering articles, e-newsletters, videos & 

podcasts, e-books, learning modules, & links to web resources for 

employees' self-study online.  

Call us today. 
 

Contact your EFAP for immediate, 

confidential assistance 24/7.  

 

We’ll connect you with the right 

resource to help you achieve your 

goals. 
 

Our phone lines are open 24/7 

On-line Resources: myfseap.ca 
 

1-800-667-0993 



COVID-19 Resources 

Information and Support: 

Health Provider Line: 8-1-1  

- medical advice for those experiencing symptoms  

BC COVID-19 Support Line: 1-888-COVID19 (1-888-268-4319) 

- non medical information about COVID-19 

- 7:30 am to 8 pm, 7 days a week  

- available in 110 languages  

BCCDC website: http://www.bccdc.ca/health-info/diseases-conditions/covid-19 

- resources for health professionals  

- commonly asked questions  

Symptom Checker : https://covid19.thrive.health/ 

World Health Organization COVID-19 Info: https://www.who.int/emergencies/diseases/novel-

coronavirus-2019 

- up to date world-wide information  

- advice by country  

Government of Canada COVID-19 Website: https://www.canada.ca/en/public-

health/services/diseases/coronavirus-disease-covid-19.html 

- Canada-wide COVID-19 updates  

- travel advice  

- preparation advice  

Food and Supplies: 

Tri-Cities Coronavirus Support Line: 236-668-7463 

- will deliver food and supplies for people unable to leave home  

- will provide emotional support/loneliness relief  

Medication Concerns:  

BC College of Pharmacists: 

- To avoid any non-essential visits with a doctor or nurse practitioner, a pharmacist can 

provide you with a refill of your prescription or provide you with an emergency supply of 

medications you need 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19
https://covid19.thrive.health/
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19.html
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19.html
https://bcpharmacists.org/covid19


 

Financial Concerns:  

Canadian COVID-19 Economic Response Plan: 1-833-381-2725 (COVID -19 EI Hotline)  

- https://www.canada.ca/en/department-finance/economic-response-plan.html 

- information on government financial support  

BC Transit in Vancouver, Victoria and Nanaimo 

- no fare required for next month (starting March 19th) 

BC Hydro COVID-19 Customer Assistance Program 
- Provides customers the option to defer bill payments or arrange for flexible payment plans 
with no penalty. Customers are encouraged to call BC Hydro's customer team at 1 800 
BCHYDRO (1 800 224 9376) to discuss bill payment options. 
- Customers facing temporary financial hardship and possible disconnection of their service 
due to job loss, illness, or loss of a family member may also be eligible for BC Hydro's 
Customer Crisis Fund, which provides access to grants of up to $600 to pay their bills  

Canadian EI Info: https://www.canada.ca/en/services/benefits/ei.html 

- who is eligible  

- COVID-19 changes in EI  

- how to apply  

For Employers:  

BC Economic Development Association website: https://bceda.ca/coronavirus.php 

- guides for businesses, workplace and employer resources, community tips for response and 

recovery  
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