Create space in

your home Wake up and get
dedicated to ready as though you
r work. are going to work.
Se Q
° UP Try and use space Create Getting dressed for
TI s fo r‘ wovk you can leave at \2i+ua\s the day provides a
p Station the end of tCTre boundary.
(] ay
Working
Remotely:

Sometimes you just Make a sign that has

. have to connect with your working hours and

StCIYII'Ig your coworkers. . ask others to follow

Motivated & Stick To them.
E d Meet W/ Try and check Ii(n at youy King h

ocuse least once a week, or . Post your working hours

Youy more. UUO\”U“Q whenever people will see

CGoworkers hourvs them.

You can use webinar
Make vse Of software, Skype, FaceTime,

Video Ghats -- G-Chat, Zoom, etc. ‘n transform

O'f"\'eh! Try and meet "face-to-face"
as much as you can




Calendar work Working when you

blocks to create are off decreases

transparency and productivity and may

Rlock O-H- carve out time for Take youy be inconsiderate of

bd M work outside of your coworkers if you

ore T | pS youy meetings. Days off -- create that

fo r Oa\endar 36TiOUS\\.| expectation.

Working

Re m Ote Iy ° . Without a group of Be clear with those

* 'j j I [ I { coworkers in the break around you about your

d room, it can be easy to V\IIOI'k s?‘hedule and

forget to take breaks. . explain when you are

BBaIacrIlce_ & Take 9 Practice Q\I:ailable SO othfers know

oundaries Plan breaks for yourself : what to expect from you.
Breaks - and stick to them! 3a\gihg ho

Standing desks, walking

vﬁeep breaks, stretching, getting transform
H \ your heart rate up, lifting u
MO\IIV\g. weights all keep you healthy.




Flexible, portable
technology is critical for a
successful transition into

Either through hotspot/
mi-fi, wi-fi or both, your
employees need access
to reliable internet. Aim

Access fo for a minimum internet
high—speed speed of IMbps to both

Make remote culture. Integrate
haydwarye laptops, tablets, wireless

Employer

o keyboards, etc. download and upload
T I pS fO r d POT‘\'ab‘e Infernet materials.
Remote

Workforce Phone apps for Tools like Google Drive,
essential office tasks Sharepoint, & Dropbox
offer mobility. Apps can szve, store & shorl;e
for scanning, editing, ocuments via the
Data & o hon g and signigg US§ Cloud- internet. These tools
e Oone ocuments a ased have features, like
Tec.hnOIOQY ap S efficiencies across E remote wipe and HIPAA
Considerations PP the board. data compliance to support
user and data safety.

platforms

Set a Free trials are available. Test the

\oudge—\- fOT apps and tools that work for your transform
teams. Develop an annualized or ;
\.IOUV' data quarterly budget based on your

needs data and technology needs.




Organizational policies
need to be updated to fit
new remote systems.

Regular backups ensure
that you have secure &

Systems & policies need to . clean data to keep your
Upda"\-e document approval establish business running in the
E m p I o ye r Recoyd processes, & workflows. Rrack Up ek event of data IIOI§S'I
. Forgoing updates will acking or even a globa
Ti S for a \ceepmg cause more problems in Data pandemic!
Rp Policies the long run. Processes
Have your staff Issues with IT/tech are
Workforce N creatle e renéote work common for a remote
EN%'?,ktfob“?scu}?ee:; workforce, especially
Operational S Gk e e renta RIS A e e
Rules of EXPeC‘\"a‘\'!OV\S checks-and-balances, Technical serwcreoonr t?)s?lgnnngl stteacf}m:
fOY' U)Ofklhg avoid unnecessary pers u

Engagement A 1 SUPPOT‘\' needs as a way to manage
hourvs prevent Ty the influx of requests.

Great polices don't help anyone if

E..n.sure you can't find them. Share a
Policies are digital copy of your empcllofyllee ® transform

handbook with all staff and flag :
C:\eav: & any updated policies. Create a
Accessible feedback loop for staff to ask

clarifying questions.






