
Guidelines for Working and Caring for Yourself During These “Quarantimes” 
 
These are some guidelines for working productively and caring for yourself while we are 
constrained to communicating virtually.  
 
Working 

1. Don’t let Zoom run your life -- keep control of your life on Zoom.  
a. We’re finding that Zoom is pretty good at hosting meetings with 3 or more people, 

but that Google Hangouts is easier for a couple of people having a spontaneous 
chat. 

b. Remember that Zoom is virtual, so it’s important to obey the conventions for 
using it:  

i. Raise your hand to speak. 
ii. Mute when not speaking, and remember to unmute to speak. 
iii. Use video if you can; it is more courteous for everyone to use video.  
iv. Limit each call to an hour. Longer calls are very stressful to participants.  

c. Scheduling Zoom: Stay within your scheduled time, as others may be waiting to 
use the same Zoom account for a meeting immediately following yours. 
Generally speaking, Zoom calls must be scheduled and have a preset end time. 
Although the 40 minute-limit is waived for .edu use, you still can’t schedule a 
free Zoom account call for longer than 40 minutes.  

2. Meetings 
a. Establish an agenda (or at least a particular topic) in advance for meetings that 

you convene.  This gives other participants time to prepare and will help keep 
your meetings to their time limit. 

b. Keep your meetings focused on the established agenda or topic.  Even though 
participants may carry over from one meeting to another, focusing on the subject 
at hand keeps the Zoom meeting shorter. 

c. Consider assigning a timekeeper and a notetaker at the beginning of each 
meeting to help everyone conform to the time limits and remember action items 
to do after the meeting. 

d. If a meeting is running long, feel free to end it early, in a courteous manner. 
e. From time to time, regular Zoom meetings turn out not to be necessary. Feel free 

to cancel those meetings; there is no need to meet for the sake of meeting. 
3. Email 

a. As an institution, we use email more than may be strictly necessary. Resist the 
urge to add email instead of conversation to the weight of messaging among us. 
Google Hangouts is especially effective for shorter sessions, and the telephone is 
also a good way to communicate when you don’t need to see the other person.  

4. Workflow 
a. Don’t push your hardest to produce everything immediately; no one at BGC is 

expecting the most you can do every day.  
b. If your work assignments are not suitable for the virtual platform, or if you are 

feeling under-utilized and want to do more, please reach out to your supervisor. 
There may be ways you can help with projects not usually on your docket. 

https://support.google.com/hangouts/answer/3110347?hl=en&ref_topic=6386410
https://support.google.com/hangouts/answer/3115553?co=GENIE.Platform%3DDesktop&hl=en


Otherwise, appreciate the time you have to focus on your health and that of your 
family.  

5. Supportive Community 
a. Just as BGC is encouraging faculty members to check in with students regularly, 

we urge department heads and managers to check in regularly with those they 
supervise.  Ask how they are doing during this time, and make sure they are 
aware of the work of the department and how they fit into it.  

b. Remember that your colleagues are all coping with unusual stresses at this time, 
whether it is being away from home, departure from the regular schedule, 
loneliness and isolation, worrying about loved ones who have become ill, fear of 
infection, juggling increased child care responsibilities, sharing “office” space with 
multiple family members, or even grieving losses of family members and friends. 
Kindness and flexibility are the watchwords for our community at this time. 

 
Surviving While Working 
Transferring our work environment to home has not been easy or natural for most of us. It has 
involved creating new habits and grafting them onto office routines.  

1. Remember that most of us do not work continuously, nonstop at a keyboard, most of the 
time.  We talk, we get up and walk around, we visit people, we chat among ourselves. 
To the greatest possible extent, working from home needs to emulate these individually 
minor breaks from full-on work. 

2. Take breaks:  Step away from the screen, walk around, eat something, stretch, 
recharge. 

3. Add intentional leisure time to your life and fill it with something you like to do. 
4. Get a full night’s sleep—this period is fatiguing for everyone. 
5. Get exercise, whether in your apartment or by going outdoors (while avoiding contact 

with others!). 
6. Stay hydrated. Drink water. 


