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In recent years, many of us have grown comfortable working outside of the traditional office environment.  

The increasing global diversity of Caterpillar’s workforce has required our ability to work from various 

locations and hours.  Digital technology has enabled that flexibility.   

 

But many employees are required to transition to remote work with very little notice.  That transition can be 

stressful.  It can throw us out of our established routines and force us to learn entirely new ways to work. 

Everyone will need to establish new routines and work habits that fit their jobs, homes and workstyles.  But 

here are some suggestions to set yourself up for success in a remote work setting.   

 

1. Keep a schedule 

Working remotely eliminates many habits we’ve established for work-life balance, getting into the 

work mindset, or detaching.  It is easy to feel isolated or succumb to the distractions at home (Xbox 

anyone?  A little TV maybe?).  Schedules and routines help keep us organized and productive.  

But they also help establish a sense of control, work-life balance, free up mental energy to use on 

other things. 

 

Establish a work-at-home schedule, including start and stop times.  “Faux commute” such as 

walking around the house or leaving through the front door and reentering the back.  When you are 

done for the day, turn it all off and step away.  Use your phone’s alarm function to help stay 

organized and remind you to take breaks.  Formalize the workday by keeping some version of your 

“getting ready” routine.  Dressing the part can help get your mind into work. 

  

2. …but be flexible 

Depending on the reason you are working from home, it may be impossible to maintain your 

normal routine.  And working from home offers flexibility; so, take advantage of it. Adjust your stop 

and start times to accommodate other demands (e.g. kids or time zones).  You may need to work 

in blocks of time, with periods of “time off” during the day to do other things.  Take an exercise 

break mid-day or spend more time prepping meals since you have access to the kitchen all day.  

 

3. Create a home office and set the ground rules 

While it may be appealing to work from bed in your pajamas, set up a proper workstation with all 

the supplies and technology you need.  It will help you set boundaries between “being at work” vs. 

“being at home.”  Set the rules with your family about interruptions, noise levels and expectations 

around doing household things while you are working.   

 

4. Take breaks 

Work-from-home can easily turn into work-all-the-time.  When we are in the office, we enjoy many 

informal breaks that help ease the demands of the day.  Set boundaries at home that include break 
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time, lunch and even getting out of the house or calling a friend or co-worker for some remote 

water-cooler talk about non-work things.  Use break time in its entirety.  It’s an opportunity to be 

away from your desk.  Use sick days, vacation days as needed.  You can even use your “out of 

office message” and “do not disturb” function when you are stepping away for a few hours. 

 

5. Overcommunicate 

Working remotely can leave us feeling isolated and detached, particularly if some are still in the 

office.  Every handshake and passing “hello” in the hall can be replaced by a phone call, email or 

instant message just to say hello.  Spend a little time during meeting times to chat about non-work 

events.  Ask people how they are doing.  Laugh a little.  Use your video function and speak up in 

meetings to be heard.  A simple, “thanks everyone, bye” at the end of a meeting helps make your 

presence known.  Find ways to socialized about non-work topics and stay connected with your co-

workers. 

 

6. Intentionally increase communication with your supervisor 

A lot of leadership and direction comes through informal conversation.  We ask questions in 

passing.  Take accountability for maintaining ongoing conversations with your supervisor.  Send 

updates.  Ask for what you need.   

 

7. Have fun 

Take advantage of the perks.  Sleep a little later or do something you enjoy during commute times.  

Wear casual clothes.  Skip the makeup or shaving.  Let your pet sit on your lap.  If you have down 

time, revisit a project or learning opportunity.   

 

8. Be patient 

People who are successful working from home are disciplined and refine their workstyle over time.  

And some are wired for it more than others.  Be prepared to fail and be transparent with others 

about the struggles in the early days.  But balance that by taking note when you are succeeding 

(and you will!).  Give yourself time to adapt, including the use of new technology.  Adjust your 

behavior over time once you learn what works and what doesn’t.   

 

Major changes to our routine and uncertainty about the future can be stressful.  If you or an immediate 

family member are experiencing stress or strain lasting longer than a few weeks, contact your Employee 

Assistance Program.  Counselors are available 24/7. 

 

 

Remember that wherever you are, Caterpillar’s confidential Employee 
Assistance Program (EAP) is available and accessible 24/7/365.  

 

CaterpillarEAP.com 
For global access numbers by country 

1-866-228-0565 

1-309-820-3604 

EAP.cat.com 


