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his is a document that Wyntec created to help all companies 
and organisations institute a structure around remote work. It 
also aims to equip employees with the necessary knowledge 

and resources during the COVID-19 outbreak.

With the ongoing outbreak, more and more businesses are 
recognising the need to implement remote work as part of their 
continuity plan. As such, employees all around the globe are 
suddenly faced with the new arrangement of working exclusively 
online. For many, it’s an unfamiliar realm and there is a need to 
adjust to communicate and collaborate through different digital 
platforms. 

To help everyone, Wyntec is sharing this ebook to serve as a guide to 
both businesses and employees who want to be up to the task of 
managing and doing remote work.  This ebook is meant to be shared 
as it is or used as a foundation for your own company’s personalised 
needs. Add whatever specific company information you may deem 
necessary.

We hope you find this ebook helpful. Don’t hesitate to reach out and 
connect with us if you have any questions or concerns. Feel free to 
share your experiences as we’re all in this together. 
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Remote Working:
A Guide To Working 
from Home

Tips and additional resources for your 
remote work



It’s no secret that we’re living in a changing world, and what was true 
six months ago, may not be true in six months time.

Even before the pandemic, there were patterns emerging from 
companies that were looking to diversify their workforce and have 
alternative arrangements to improve productivity and staff morale.

What we do know is that technology will continue to be part of 
the bedrock of team communication and create systems for 
increased productivity and collaboration.

The role of technology will only continue to become more 
important, and more integrated into the operational blueprint 
of high performing teams.
 
With that in mind, we have recreated some of the best practices that 
we give our clients around remote work to equip both employers 
and employees with the necessary resources to maximise every 
opportunity during this time.

As time progresses, more and more businesses are recognising the 
need to implement remote work as part of their continuity plan. 

As such, employees all around the globe are suddenly faced with the 
new arrangement of working exclusively online. 

For many, it’s an unfamiliar realm and there is a need to adjust to 
communicate and collaborate through different digital platforms. 
 
What you’ll find in this document are higher level frameworks that 
you are free to use as is, or you can add in additional steps for 
personalisation to your specific needs - however this can best serve 
you, please use it however you wish - this is our gift to you, and we 
hope it provides as much value as it has for others.

We’re all in this together, so please don’t hesitate to reach out and 
connect with us if you have any questions or concerns, no matter 
how small or trivial they may be, we are in a position to help you.
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Choose your workplace 
and arrange it properly.
CONSIDERATIONS FOR PHYSICAL WORKSPACE

Set your workspace in a safe and secure location where you can do 
work efficiently.

Set up your work in a safe and secure space.
Choose a place where you know you can do your work properly. 
Make sure it’s comfortable enough with good ventilation, ample 
lighting, and cozy seating, but not too comfortable that you end 
up sleeping in it.

Choose a quiet place with minimal distraction and 
disruption

You want to do your work as efficiently as possible. To do this, 
aim for space with minimal noise or clutter. This feat can be 
challenging most especially if you have kids at home so be 
strategic in how you plan your work around them. 

Make sure it has enough space for all your equipment

Obviously, you can’t work in a space that’s too cramped and 
messy. Make sure you have space enough for you and your 
equipment and materials to remain undisturbed, even if you 
change your locations. 
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CONSIDERATIONS 
FOR VIRTUAL 
WORKSPACE
Communicate and collaborate 
wherever you may be. 

Choose the best connection option available to you
Wired is better than wireless. If possible, choose a wired connection 
since it’s still the more reliable option. However, when wireless is the 
only way to go, consider your distance from the router. The farther 
you are, the more unstable your connection might be.  So, keep 
close to prevent obstacles from affecting the quality of your 
connection.

Security is central to remote working
In your journey as a remote worker, you have to think about not only 
your computer’s security but the security of your company’s data. 
You’ll be using an internet connection to access many apps and 
sites. To make sure that your connection is safe, connect via VPN or 
remote desktop. This ensures that you can securely access internal 
access and work with sensitive data. 

Opt for mobility
Let’s face it. Internet connection won’t always be perfect. There will 
be times when slow internet will ruin your productivity.  As such, 
installing the apps you need on your phone is a great alternative 
when your internet is having problems. Aside from this, it also helps 
to have the necessary work apps on your phone so that you can 
check up on things whenever there’s an emergency or when the 
need arises. 
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CONSIDERATIONS 
FOR VIDEO 
CONFERENCES 
Use video conferencing to help you
connect with your team and clients since 
you’re not together in person.  

Turn to video whenever possible 
Working in isolation is hard because physical interaction is limited, if 
not, impossible. Establishing relationships is hard as such, whenever 
possible, turn to video. Video conferences make meetings more 
inclusive and more engaging. You will be able to see facial 
expressions and hear intonations which will improve 
communication and prevent misunderstandings. 

Be conscious of your surroundings 
Business video meetings need to be formal and professional. As 
such, be wary of your surroundings. In Microsoft Teams, there’s an 
option to “blur my background.” Choose that option to minimise 
distractions and protect privacy. 

Position your camera correctly
You need to show your face so that your co-workers can understand 
and observe you through your expressions. Frame your camera 
properly. Make sure that your eyes are more or less two-thirds up 
the screen and your face is visible. 
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Stats:
Exposure to natural light during the day has positive effects on 
mental and physical health of office and remote workers.

Source: Impact of windows and daylight exposure on overall health and sleep quality of 
office workers: a case-control pilot study.
https://www.ncbi.nlm.nih.gov/pubmed/24932139  

90% of IT professionals believe remote workers are not secure. 
At the same time, over 70% think remote staff poses a greater 
risk than onsite employees.

Source: Remote Work Is the Future - But Is Your Organization Ready for It?
https://openvpn.net/remote-workforce-cybersecurity-quick-poll/  

Studies show that face-to-face meetings, email and phone still 
play a pivotal role in team communications, even though a 
variety of communication tools is available… Face-to-face 
meetings are still important to create a common ground and 
shared meaning in distributed teams.

Source: Remote Work and Collaboration: Breakthroughs in Research and Practice (2 
Volumes)
Weimann, Hinz, Scott, and Pollock (2010)
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Maintain engagement 
and stay connected with 
everyone
COMMUNICATION

To stay engaged, you need to communicate as often as possible.

Effective communication is key.
You’re not with your co-workers and stakeholders physically so to make up 
for the lack of presence, connect with them frequently. Open a Teams 
channel to start or continue conversations. You can also share a document 
to update everyone with the progress. 

Allot time to loosen up and have fun
It’s easy to be task-centric when remote working. You’re not with your team 
so it’s easy to focus on the output and get it over with. However, remote 
working is not just about getting results. You also need to establish a good 
relationship with everyone. To do this, make space to let loose and take a 
break from all the work you’re doing. Create a Teams channel dedicated to 
fun stuff only. Share funny news and stories as well as memes to cultivate 
a good relationship with everyone. 

Schedule virtual activities
Since you can’t just go up to your officemate’s cubicle to have a chat or ask 
for updates, make up for the missing chitchats by scheduling virtual 
activities. You can have a virtual coffee break together or even a virtual 
water cooler talk. What’s important is that you take a step back and check 
in with people regularly.  
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COLLABORATION 
Use technology to your advantage by 
creating multiple avenues for collaboration 
to occur. This will ensure that work is 
streamlined and everyone is on the same 
page. 

Share ideas and concretize ideas
Share the content your team needs to see through screen sharing 
and then edit it in real-time through Teams. With the co-authoring 
feature in Teams, you can access the same document and work on it 
together without worrying about versioning. If you need to 
brainstorm, you can also use Whiteboard as a digital canvas for your 
ideas and everyone can pitch their own ideas. 

Shift to digital events
Don’t let anything hamper your plans of creating content that will 
educate your audience and employees. If it’s possible, instead of 
canceling, shift the event into a digital one so that those who 
want to attend can still do so. Keep your events going as 
scheduled through Teams live events so that you can still 
broadcast your video or meeting to a large online audience. 
You can also do this for forums. 

Start having virtual huddles
Quick meetings are a great way to keep everyone updated 
and on the same page. Schedule a quick call at least once a 
day to remind everyone of tasks and deadlines. It will 
generate the same impact as an in-person huddle. 
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INCLUSIVITY
In remote working, it’s important to make 
everyone feel included. Working in isolation 
gets lonely and distressing so it’s essential to 
take appropriate steps in making sure 
everyone feels welcome in meetings. 

Stay present and mindful of your words and behavior
When you’re in a meeting, be respectful of everyone by 
giving them your full attention. Limit multitasking and turn 
on your video to show that you’re listening to the details of 
the meeting intently. Blur your background to minimise 
distractions.

Let others speak 
When you’re in an online meeting, it can be hard to find a 
chance to let everyone speak. However, it is necessary that you 
make sure that all voices are heard so that people will feel 
included in the decisions and future steps forward. 

Check for chats in online meetings
People may feel uncomfortable suddenly butting in on an ongoing 
conversation in a meeting. As such, check the meeting chat if there 
are comments or information being stated there. It may help you 
determine a team member who’s having technical difficulties or spot 
a suggestion from other colleagues. 
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ACCESSIBILITY
Live captions are helpful
Some members might be having technical difficulties with their 
sound, so turn on live captions in Microsoft Teams to get real-time 
captions during the online meeting. When you’re posting a video, 
use Microsoft Stream to add caption and transcript to the video 
which will be helpful to viewers. 

Create accessible content
When we’re talking about accessibility we don’t just mean people 
being able to access a video or document easily. We also mean that 
it’s inclusive to people with disabilities. Make sure that you use the 
Accessibility Checker on your documents. Remember, 70% of 
disability is invisible so you never know who needs accessible 
content.  

Make Windows 10 easier to see
If your cursor or words are hard to see, you can increase the 
arrow size or font size easily through the Windows 10 Ease of 
Access Center. 

www.wyntec.net.au



www.wyntec.net.au

Stats:
Research shows that communication and shared identity within 
a team can mediate the effects of physical separation. 

Source: Perceived Proximity in Virtual Work: Explaining the Paradox of Far-But-Close
Jeanne M. Wilson, Michael Boyer O’Leary, Anca Metiu & Quintus R. Jett

Shorter meetings are actually more focused and have more 
impact.

Source: The Science of Better Meetings
https://www.wsj.com/articles/the-science-of-better-meetings-11550246239 

There is a greater sense of participation and emotional 
connection with video, gaze and body movements can help to 
regulate the flow of conversation, nonverbal cues provide 
information on emotional state.

Source: Group space: The role of video in multipoint videoconferencing and its 
implications for design.
Mané, A. (1997) 



Manage your time 
and well-being
SHARE YOUR SCHEDULE AND SIGNAL AVAILABILITY

Setting healthy boundaries, managing interruptions, and being clear 
about when you are available is an important part of managing your 
time when working from home. 

Set expectations about your schedule
Since you’re working from home now, your work hours may 
change. You need to find the balance between work and home 
life so share your schedule with your colleagues. This will set 
your expectations about the work you need to accomplish as 
well as the expectations of your team about your availability in 
the day. 

Recognise what’s important
Since everyone is working from home, there will most definitely 
be an increase in messages. As such, customise settings in 
Teams and Outlook to alert you of notifications and important 
conversations. 

Set boundaries
Just because you’re working from home doesn’t mean you don’t 
have a life to live. Set boundaries with your colleagues so that 
you can switch off from work mode. Set clear intentions about 
work time and home time to avoid getting burned out.
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TAKE CARE OF 
YOURSELF AND BE 
MINDFUL
The times are tough but we need to stick 
together and remember to take care of 
ourselves too. We need to also pay attention 
to our health and wellness. 

Take breaks when you need it
Being productive is good but you also need to take breaks. Eat on 
time and block time on your calendar for exercise and fresh air. 

Find a work-life balance
It can be hard to find time for your family when you’re working at 
home. As such, continue to access needed support options 
such as caregivers or take time off work if necessary. 

Self check-ins are also important
As much as you need to check-in regularly with your 
co-workers, you also need to be mindful of your own 
mental health. You may be feeling anxious, lonely, or left 
out. It’s okay. That’s normal. There are various resources 
available online to help you and you have people who care 
for you. Be sure to reach out when you need support or 
want someone to talk to. 

www.wyntec.net.au



AS A MANAGER
Managers play a critical role in the success of 
teams most especially during these times of 
uncertainty and rapid change.

Be the standard you want to see in your company
You should be a  leader not only in words but also in action. Lead 
your team by being the model of work habits you want to see being 
practiced. Be a good example and make sure that no one gets left 
behind. Check-in with your employees regularly and ask for 
feedback about the arrangement so that you can assess if you can 
improve the situation in your own way. 

Be supportive and empower your employees.
As a manager, your responsibility is not only to give out tasks and 
deadlines. You also have a responsibility to take care of your 
employees’ well-being. Help them create their most productive 
work from their homes. Ask them for feedback or concerns and 
support them in their decisions on how they can improve 
their working habits. Empower your own employees as they 
find their own solutions. 

Check-in on your employees regularly
Since you can’t be with your team physically, frequent 
check-ins are necessary to provide support to unexpected 
problems and challenges that may arise. Be sure to take the 
time to learn and understand every employee’s needs and 
concerns. 
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Stats:

The ability to easily share and coedit documents, spreadsheets, 
and presentations facilitates remote collaboration, and there is 
evidence that being able to co-edit documents improves group 
performance.

Source: Groupwork close up: A comparison of the group design process with and without 
a simple group editor
J. S. Olson, Olson, Storrosten, & Carter, (1993)

37% of remote workers say that taking breaks is the number 1 
most effective way to stay productive.

Source:The Benefits of Working From Home 
https://www.airtasker.com/blog/the-benefits-of-working-from-home/  

Research on employee job satisfaction suggests job satisfaction 
correlates with the type of relationship employees have with 
their manager 

Sources: Impact of job satisfaction on employee performance: An empirical study of 
autonomous Medical Institutions of Pakistan
Khan, Nawaz, Aleem, & Hamed, 2012

Corporate Psychopathy and the Full-Range Leadership Model
Mathieu, Neumann, Hare, & Babiak, 2014

Researchers also concluded a positive working relationship 
between the supervisor and employee increases employees’ job 
satisfaction 

Source: Exploring the Relationship between Ethical Leadership and Job Satisfaction 
with the Mediating Role of the Level of Loyalty to Supervisor
Okan & Akyüz (2015)
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