
No power outlet 
and battery low?
There’s plenty you can do to manage power 
efficiently on all your devices. Public spaces 
and restaurants often have free to use 
charging points, and travellers without 
chargers can connect to USB ports found 
on appliances from TVs to bedside lamps. 

If you only have a few minutes, make sure to 
put your phone or device into ‘flight mode’ to 
help it charge quickly. Most smartphones also 
have power-sharing functionality with other 
phones and smaller devices, like headphones 
and watches. 

Be sure to keep yourself charged too – 
take breaks and keep your energy levels up!
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Keep secure

Not certain you’re completely 
secure when working away 
from the office?
Keep all your important documents and communications 
safe with a few simple steps: 

• Understand your company’s cyber and data 
protection policies – if you don’t have these, 
we’d be happy to help you establish them

• Password protect your network and devices – 
check they have the latest security software 
installed too

• Avoid sending confidential business information 
on your personal email – be wary too of any 
suspicious links, attachments or pop-ups you receive

Get connected

Go virtualBecome a homeworker

Want the flexibility 
to work in your own 
environment?
With a bit of preparation, working from 
home can be just as effective as in
the office:

•  Find a spot to work – somewhere 
quiet that you can talk freely and 
sit comfortably

• Establish your working hours – 
it's easy to lose track of the hours you 
work when at home

• Make the most of your technology – 
make use of your home Wi-Fi. You can 
often control what type of data is 
prioritised from each device. Handy 
too when the kids are at home!

Did you know you can 
avoid insecure public 
Wi-Fi networks by 
creating your own 
personal connection? 
Most phones have the ability to act as a 
personal hotspot. Usually found in your 
phone settings, you can connect your 
other devices to it via Bluetooth or Wi-Fi.

Don’t forget to check your data plan 
before you connect to your phone. 
If it’s your personal phone, you may 
be charged for additional data usage! 

Sometimes you just can’t be where you need to be or work the way you want. Maybe your office is 
unexpectedly closed, you left your charger at home, there’s no Wi-Fi near you and you need to brief your 
team. The situation may be disrupted, but with a few simple steps you can be up and running in no time.           

Managing business disruption

5 tips for working away 
from the office

 

 

Collaborate 

Working remotely for 
the first time? 
It’s easy to lose touch with team 
members who are suddenly working 
long distances apart. However, with a 
few shared principles you can feel like 
you're all in the same room:

• Agree a regular time to check-in 
with each other – even if it’s only 
to say ‘Hello!’

•  Discuss the best way of working 
to suit your team – share tips about 
how to get the best out of shared 
workspaces, like Microsoft Teams, 
and chat tools, like WhatsApp

• Confirm where you’ll store 
classified information – understand 
your company’s secure cloud storage 
options

     

Stay charged


