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Fast Guide: Setting Up For Remote Work
Amid A Health Crisis

Step 1: Identify All Considerations

Give a thorough look at the statuses of various aspects of your business. Grab a pen and paper to do a quick brainstorm on the following considerations.

Considerations For Employers:
Economic Outlook
Health & Public Safety
Considering Economic Effects
Employee & Customer Concerns
Vendor Supply Chains
Financial Health

With your notes, you will build out a plan and address all of these aspects into a business process for remote work.

[bookmark: _Hlk34411983]Step 2: Complete Remote Checklist

Prepare your employees to work at home the right way. This checklist will optimize virtual communications practices and keep everyone aligned while working together from different locations.

· Use a team instant messaging/communications platform, like Slack. Encourage open communication, and use the platform as a means to carry the same conversations that you would otherwise have in the office.
· [bookmark: _GoBack]Get your work line forwarded to a VOIP line. You can use VOIP communications to allow your employees to answer calls remotely, which involves transitioning your phone over to a VOIP line.
· Use a task assignment & management platform. There are many services to choose from to help organize tasks and projects. Choose from Microsoft Teams, Workplace from Facebook, Monday.com, Trello, Asana, and many more.
· Equip employees with a portable workstation. A portable workstation ensures cross-functional capacity. Instead of an office desk phone system, do they have VoIP system and their own VoIP phone number? Do they have laptops? Headsets? Dual screens at home? Office chair? What will you provide?
· Ask for Start of Day (SOD) + End of Day (EOD) lists. Ask your employees to prepare a simple list of tasks at the beginning of their day, SOD, and an EOD list of everything they’ve completed. They can use the messaging platform to communicate the SODs and EODs.
· Encourage video meetings. Videos and images can greatly improve communication among virtual teams. Video conference calls are the new (virtual) conference rooms and allow team members to show body language, facial expressions, posture, and hand gestures—all important aspects of communication. As part of a response to the Coronavirus health outbreak, the videoconferencing providers Zoom, WebEx, and others have made their services available free of charge.
· Check in on your employees. Do face to face with employees, and check in to make sure their employees are doing well & not having issues related to working from home, etc.
· Deliver instructions on how to interact as a virtual team. Consider all forms of interaction, such as manager communications, etc. Example general rules of thumb:
· Working at your home desk the same way you do at your office desk during the entire shift minus breaks/meals/bio breaks - in summary, your computer becomes your desk.
· On chat platform,“knocking” on someone’s profile the way you would announce yourself at their in-personn desk to say, “Do you have a minute?” 
· Assuring you have a working webcam if you are asked for an ‘in-person’ meeting.
· Messages are the same as 1x1 physical conversations, posts in group chat rooms are posts that everyone should read, thus sensitive conversations or 1x1 conversations should not be posted there.
· Updating your status to show when you are on break or on lunch or in a meeting.
· Please do not use the INVISIBLE setting as that is the same as being unseen in the physical office.
· Going to the store or unapproved appointments, and even other parts of your house away from the computer, but not during your break/rest period is not considered telecommuting If you have any questions

Step 3: Continually adjust procedures + offer training
Optimize your procedures, create SOPs, and train your employees. The change must be adopted at all levels. Allow an adjustment period and repeat key messages regarding the change intentionally and consistently. By doing so, you will get everyone on the same page.

Additional Resources
Most of our resources are center around virtual assistant services, yet they are helpful resources for any business that are promptly transitioning to remote work and want to train any virtual employee.

1. Communications Templates: Coronavirus Guidances
2. Building a Remote Culture
3. SOP Framework
4. Play, Pause, Do

Lasting Benefits of Remote Work
The Centers for Disease Control and Prevention (CDC) recommends businesses to actively encourage employees to stay home and, when at work, to practice good hand hygiene and coughing and sneezing etiquette.

In response to the health crisis, the uptick in remote work may be temporary, but the truth is that remote work is a stable trend. Businesses are moving away from traditional offices to a blended remote and physical organization.

Luckily, MyOutDesk Virtual Professionals are most optimally positioned to work remotely from their homes. We encourage businesses to take advantage of and utilize the telework tools and systems that are already in place with having MyOutDesk Virtual Professionals for expanding remote work for all employees.
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