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WORK FROM HOME

HOW SHOULD WE DEAL WITH IT?
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Introduction

 Reducing face-to-face contactis an
important action to mitigate the impact of
COVID-19.

« According to the International Labour
Organization (ILO), around 68 per cent of the
world’s total workforce, including 81 per cent
of employers, are currently living in countries
with recommended or required workplace
closures.

« Many companies are exploring working from
home (WFH) as a temporary or alternative
working arrangement.




What is working from home?

« working arrangement which
workers fulfil their responsibilities
of their job while remaining at
home, using information and

communications technology

(ICT).

Source : International Labour Organization. An employers’ guide on working from home in response to the outbreak of COVID-19. Available from



https://www.ilo.org/actemp/publications/WCMS_745024/lang--en/index.htm

Are all jobs suitable for WFH?

e Identify the job tasks that can be done off-site. \

e Assess mechanisms for connectivity =» video
conferencing calls and other means.

e Assess the infrastructure, facilities and tools
available for WFH =» Internet connectivity and
Before rolling out WFH reliable power supply.

el Sl Sl o Assess the legal requirements, obligations and
should assess : potential liability /




Are all jobs suitable for WFH?

Before rolling out WFH

arrangements, employers
should first assess :

~

e Assess the worker's situation in terms of
safety and health in domestic environment

e Consider the potential impact of the
worker’s living arrangements.

e Assess any health concerns or possible
future concerns that could arise

/




Main Challenges

DifﬁCU|ty TranSitioning e the distinction between one’s work life and family life
Between Roles deteriorates

e Communication should be quicker and much more
frequent when WFH arrangements are in place.

Communication

ICT equipment and e Staff ma_y_experience te_chnical challenges, such as
: connectivity problems, if WFH arrangements were
workstation set-up deployed quickly and possibly in an unorganized fashion




Main Challenges

Technology, data e The use of technology for WFH can present higher
protection and risks of cyberattacks and confidentiality breaches as
security well as increased risk of cyberbullying

e Ergonomic risks can be exacerbated as workers may
d health not have access to the same ergonomically-friendly
and healt equipment as inside the company’s premises

Occupational safety

e Employees find it difficult to exit the work role and
Work hours shut work "off" in order to transition to their family
role.




MANAGING THE CHALLENGES




Communication

e Designated Communication Channel \

e Keep up to date registry of contact details of all
workers

o eie ey Communicate with all workers regularly

Sl - e Hold periodic virtual meetings to update workers
on the situation /

flexibility when
necessary.




ICT Equipment and Workstation set-up

Workers may have limited resources for WFH

Seek cooperation, ideas and commitment as a

team to address and overcome challenge

Establish shared responsibilities,
commitment, and mutual understanding




Build Mutual Trust and Shared
Responsibilities

Build mutual e When workers will be available and be responsive;
trust and e How they will keep in touch
“=iz(0 k=4l sazli=e  * How work-life balance will be managed
e How performance and reporting will be managed

e Who workers should contact if they have any
work-related issue;

responsibilities
through open
discussions e Who workers should contact if they have an

emergency situation

about:




Occupational safety and health

 Provide information and training on health and safety issues \
particularly relevant for workers in WFH arrangements (e.g.
ergonomics, working in isolation, general fire and electrical safety
issues);

* Provide on-going evaluation of offsite workers’ workstation and offer
Promote guidance and monitoring of ergonomic conditions (however,
managers will need to respect workers’ home privacy);

AWareness a nd e Offer ergonomics and safety training or resources to change work
ensure Comp| =12 e habitsand improve the physical home-based work environment. /




Workstation at home

Company’s guidelines and requirements concerning home-office setup, equipment
installation, safety and cost should be taken into consideration when designing a WFH

policy.

The worker shall designate a workspace at home for placement and installation of
equipment to be used in a safe condition.

The worker is responsible for following the instructions given by the company on
establishing and maintaining a designated workplace in a safe, healthy, professional and
secure manner.

For reimbursement of expenses incurred, such as remodeling, electrical modifications, or
other improvements to the home office workspace must obtain prior approval of the
company
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Health and Mental Well-Being

Remember : Physical distancing does not require social isolation!
Regularly contacting workers to make sure they feel supported and being available

Creating opportunities for team communications by using online tools or apps to establish teamwide chat
groups

Providing workers with appropriate control and flexibility over how they do their work;

Offering information and practical tools to support positive mental health, including access to the employee
assistance program;

Appropriately responding to signs of workers’ distress and providing workers with a point of contact to
discuss their concerns;

Raising awareness of workers’ responsibility to take care of their own physical and mental wellbeing during
WFH




Work-Life Balance

Set clear expectations of work hours and encourage and empower
workers to set boundaries on his or her work schedule;

Promote a healthy lifestyle and work-life balance, including

regular breaks and rest, exercise and fresh air;

Provide mental well-being support to workers who experience
work-life conflict;




Work-Life Balance

S pat | ad | e Remote workers who work only in a home office are much better
: able to transition between their work and family roles than those
Boundanes who work in the dining room or bedroom.
Te M pO e | e it is commonly advised that remote workers follow the hours of
: their typical workday (i.e. 9:00 — 5:00) and stop working and
B oun d aries transition to family and personal time at the end of their workday.
S OCla | e Able to devote specific time, energy and resources to individuals in

one’s work and family roles with minimal overlap

Boudaries




Data protection and security

Protect

cybersecurity and
privacy

Always maintain Company Data Security \
Use a robust information technology system

Use proper software installed = anti-virus protection, secured
virtual private networks or firewalls against cyber threats

Always aware of the company data protection policy
Workers have the required skill to use the ICT in accordance
with company policy. /




Conclusion

Communicate often and openly

Know the limitations and adjust expectations, responsibilities and tasks
accordingly

Build Mutual Trust and Shared Responsibilities

Designate a workspace at home for placement and installation of equipment to
be used in a safe condition

Set spatial, temporal and social boundaries

Promote a healthy lifestyle and work-life balance
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