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ORGANIZATIONS THAT ARE READY WILL NOT ONLY
SURVIVE, BUT FLOURISH. BUT WHAT DOES “READY”
LOOK LIKE FOR YOUR BUSINESS?

Are you considering your preparq’fions for COVID-19 or planning your business con-
tinuity and disaster recovery procedures in generqp [t's time to take a look at how

effectively your employees can work in the office or remotely.

Here's our quick Business Readiness Kit with the tools, resources, and questions you

need to get started on your plqn.
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TOOLS

CAN ALL YOUR STAFF OPERATE EQUALLY EFFECTIVELY AT AND AWAY
FROM THE OFFICE?

Most businesses are qlready set up for some form of remote Working with access to
email, and have a number of remote licenses for a subset of people to access key busi-
ness systems. While that covers "business as usual’, we're now moving into business as

“unusual”’.

Key Jc1'1:ing*s you need to consider:

e How will phones be answered and calls transferred? Can you quickly deal with
a customer enquiry?
e Can you still raise invoices, process the baning, reconcile accounts, or do month

end repor’rs? Are all your staff emergency contact details are up to date?

e How will you communicate with your team to keep them in the 1oop? How

will your team communicate with each other?
e Will the devices used meet performqnce specificq’tions and security standards for

your software?

You need to work ’[hrough every tool, every key business process and ensure ’rhey can
be used or done remotely and securely. The opportunity for cybercriminqls mul’riplies

exponen’riaﬂy when you introduce people Working from home.
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SKILLS

HAVING THE TOOLS IS ONE THING, BUT DOES EVERYONE KNOW HOW
TO USE THEM?

Everyone's home environment is different, with different equipment and different
pressures. Some staff may have experience Working remo’[ely while others have never

needed to before.

Key Jching‘s you need to consider:

e Does everyone have an allocated space they can work from in their home?

e Do your staff have a plqn to mitigate distractions from partners, famﬂy, pets,
and external noise? Can you provide time management training to ensure staff

are as efficient as possi]ole and know when to switch off for the dqy?

e Have your staff tested access and prac’riced how to work remotely?
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CULTURE

HOW DO YOU MAINTAIN COMPANY CULTURE AND STAFF
CONNECTEDNESS IN A REMOTE ENVIRONMENT?

One of the benefits of people Working Jfogeﬂqer is culture: the informal interactions
that make our Workplaces attract and retain good people, and help us piece ’toge’fher
a picture of what's going on. But being away from the office environment can put

this free flow of information in jeopqrdy.
Key Jcl'xings you need to consider:

e How do you maintain your team culture when people aren't together? How do

you ensure that communication isn't misin’rerpre’ted?

e How do you reduce the risk of social isolation for workers who may not have

connections outside of work?

e How do your reduce the risk of organizahonql isolation where team members

may not have equal access to information?

hd HOW WIH you manage performance, COO.Ch, O.I'ld develop your team W]f'lile

Working remotely?
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PERSONAL READINESS CHECKLIST

ANSWER THESE QUESTIONS TO KNOW WHAT READY NEEDS TO LOOK
LIKE.

i When Wl].]. you pU.].]. 'Ifhe Jfrigger on your WOl’k fIOl’l’l home p].O.l’l?

e How many confirmed cases are in your ci’fy? What if family member of
a team member contracts it? What can you do to reduce the risk in your

WOl’kplO_CQ IlOW?
» Increase Workspace c]ectning and remind staff of hygiene ob]igctfions‘

» Let your team know when not to come in and how to notify the business of their

condition.
»  Provide flu shots to your team.

»  Establish profoco]s around how to interact with affected persons.
o What will you do in the event one of your staff presents symp’foms?
»  What support can you provide them and their family?

» Do you have organizctfiona] cover to pick up their tasks while fhey're sick? How can

you check on their condition?

» Do you have protocols in place for staff interaction outside of the workplace?
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