University of Wisconsin

Stevens Point

Telecommuting Best Practices

For Everyone

Allow for learning! Managers and employees should be patient and allow space for mistakes
ﬂ to be made. For most of us, working remotely is a very different from our usual working
= habits and the learning curve can be steep on new platforms, settings, and/or updated
expectations. Use our Performance Management page for resources on providing and
receiving feedback.

r Communicate regularly! Communication helps us clarify expectations, promote awareness,
. and get questions answered.

Employees

Where possible, check your remote working methods while present on campus to ensure
everything works properly and you understand how to use the resources. Quick resources:
o UWSP IT Work from Home Tips

e Comprehensive Guide to Educating Through Zoom

e Tips and Tricks for Teachers Educating on Zoom

Ensure data can be stored accessed securely. Data which should be secure includes student

G records, employee files, or any document with personally identifying information. Do not
share sensitive information over email or with coworkers. For best practices, reference the
IT Security webpage.

The University does not expect to use personal phones for work related calls. As such, it is

‘E recommended that alternatives through work devices or platforms such as Microsoft Teams
or Zoom be used. If there is a need for a university phone while telecommuting, speak with
your supervisor. Otherwise, if, per your supervisor’s approval, you plan to use your cellphone
for university calls and desire to keep your number private, you may add “*67” before dialing
the telephone number. This may display “Restricted”, “Blocked”, or “Potential Spam”.

on track for work in place that may have more (or different) distractions than your usual
work environment. Use the free wellness resources provided through UWSP to support your
wellbeing.

Z Take breaks, have set work hours, and keep a to-do list. Setting a schedule helps keep you

When establishing that work schedule in coordination with your supervisor, identify your
v=1 current projects and priorities for those projects. Send the list to your supervisor and
establish a plan to update them regularly on progress. Confirm how your supervisor prefers
to receive updates. Take LinkedIn Learning courses on time management, working remotely,
and more to support your success. Also, see: New to Working Remotely? These Resources
Can Help.
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https://www.uwsp.edu/hr/Pages/Training%20and%20Development/Performance-Reviews.aspx
https://www.uwsp.edu/infotech/Pages/Tutorials/Work-At-Home-Tips/Work-At-Home-Tips.aspx
https://urldefense.com/v3/__http:/customer-success-links.totango.co/ls/click?upn=59EOwhEQqqe7xpOuWXykDg8Vw0YD4OV1lLe9-2B0OJ5EhtRVbQuhhkAhRNfzJIA-2Fk4yQy-2FIJXQ8zSPhgQ7RJyO-2BoGB9vFHwi7e4u017AzmhpI-2Bys6i82Xm75t66wXFj-2FL5_RWw_b-2BiEPRRM4Qw8JLNln-2BWhKwwyrAAellWotiGj6Qdh0AqEF7lg8ZsUuTRsSruV-2BTwblq6KOEnO2R0ZZmpvp5yyK3Ll9RmxfWtxk9opXeYAmvjTciOPA703BTbXfyv9GW3Xb6NdZrimaoLWmr0VISw4-2FlAxVwmpBNhSwGqXYw7hPhzgvbXBUCDuvOPJQcl0pGp8Yuwc8t3hbFeMvhSsCl2InWDmmnM0BqEKYeno9p-2F-2BHRJ6l9kK1B2DgQcd1avanK0Y0ZeMBKkdVM5OXVWC-2FNaWT5K63q-2BGGwabcmxwJ0ks-2FaYFu7hbyBCVkmUirPdKqJBbtnhM2hzTAvho5dxl-2FLV2dFbUXdZkrwHhus8B5zIsbbAphDtm4sixp8cyV2VA3iantik9JAinqgkvaANrQq8qD6K5VhYtFMO9eMem-2FTbnr-2FHGVDnt3GyfCnjB7GgIEbZjqMkrgkIWU66bD2YeNkXueqzkrPRAKM0-2FN7NoS7emkNOTllhtouGHzrhWWGtruvCmtbMRZ7mqcs-2FvotcWAfO6KKie9uIGIhmUDXtFqkvp4SdJRU-2BGOPU4idtNfNqgw6njUlwCgNk8eRMHVD5dBpldPw-3D-3D__;!!OgRYtnnXsQ!e5h3INb_IxRxhI14mL4ko71_RVZqp-cKJFUdipZ4d0YfBsYJ4bxQqGqG3t0L9g$
https://urldefense.com/v3/__http:/customer-success-links.totango.co/ls/click?upn=59EOwhEQqqe7xpOuWXykDg8Vw0YD4OV1lLe9-2B0OJ5EhKOq1px7yOSVne-2B6zIFjy-2Fp8V0ulCe0mWLYPI7Z5d0BZe5DNLzP8kJC05pLCkPAwMz4-2BGO-2BmIMY2v9bsXQCch-2FgnMbg7BGg1Pp6FeF-2BjzU-2Bw-3D-3Dy2Ju_b-2BiEPRRM4Qw8JLNln-2BWhKwwyrAAellWotiGj6Qdh0AqEF7lg8ZsUuTRsSruV-2BTwblq6KOEnO2R0ZZmpvp5yyK3Ll9RmxfWtxk9opXeYAmvjTciOPA703BTbXfyv9GW3Xb6NdZrimaoLWmr0VISw4-2FlAxVwmpBNhSwGqXYw7hPhzgvbXBUCDuvOPJQcl0pGp8Yuwc8t3hbFeMvhSsCl2InWDmmnM0BqEKYeno9p-2F-2BHRJ6l9kK1B2DgQcd1avanK0Y0ZeMBKkdVM5OXVWC-2FNaWT5K63q-2BGGwabcmxwJ0ks-2FaYFu7hbyBCVkmUirPdKqJBbtnhM2hzTAvho5dxl-2FLV2dFbUXdZkrwHhus8B5zIsbbAphDtm4sixp8cyV2VA3iantik9JAinqgkvaANrQq8qD7Y1RQ2GOehnR6NCdJkbDuDuu5WkSnIM01ta-2FFqU9s3o8J9zstKNLJ55iqCV2lzm356aVB18EhNgbbw7AkfxBE4Pgqrt7farck3pPSku9aC4mcjnkk9i97smkEtX-2F6eW1ChSDETnkU8NvJmjnufMuNBGXyeQuvaePeAj1BHJodlvweYtKRx1iYGrEHGXyPLgFw-3D-3D__;!!OgRYtnnXsQ!e5h3INb_IxRxhI14mL4ko71_RVZqp-cKJFUdipZ4d0YfBsYJ4bxQqGoAcosMxg$
https://www.uwsp.edu/infosecurity/Pages/SDPI/Policies/default.aspx
https://www.uwsp.edu/hr/Pages/Employee-Wellness.aspx
https://www.uwsp.edu/infotech/Pages/SoftwareSupport/Lynda-Information.aspx
https://learning.linkedin.com/blog/productivity-tips/new-to-working-remotely--these-resources-can-help
https://learning.linkedin.com/blog/productivity-tips/new-to-working-remotely--these-resources-can-help
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% It may be that those you live with are also working remotely or who are present during a

time they are usually elsewhere (school, day care, etc.). Have a conversation with those

T individuals about resources, expectations, and needs to help minimize conflict and
distraction.

Enter your time, or request absences, timely. Working overtime, accrual of compensatory
time, and accrual and changing of leave time is subject to the same rules and regulations as

are in place at the designated university work location.

Managers

CITATIONS

Set expectations for core hours, telecommunication platforms/methods, meetings, any
reporting of work, etc. Common platforms for communication are Zoom meetings and
Microsoft Teams.

When establishing that work schedule in coordination with the employee, ensure you help
identify current projects and confirm priorities. Establish a plan to receive updates and
check-in on the progress.

Ensure you are able to monitor or measure the work product produced by the
employee during the period of remote work. For example, tracking emails or self-
reporting on a spreadsheet. Current mechanisms of monitoring and measuring should
be used as much as possible for to ensure consistency for all members of your unit.

Use the SMART method for determining goals for those employees who are working
remotely. Use the SMART goals resources available on the Performance Management
webpage for detailed information and tips on SMART Goals.

Approve time and absences, timely. The working of overtime, accrual of compensatory
time, and accrual and changing of leave time is subject to the same rules and regulations
as are in place at the designated University work location.

e  “Working From Home COVID-19s Constellation of Security Challenges” Threatpost, March 16, 2020,
https://threatpost.com/working-from-home-covid-19s-constellation-of-security-challenges/153720/

e  “Working From Home, Being More Productive”, Business News Daily, March 16, 2020,
https://www.businessnewsdaily.com/15259-working-from-home-more-productive.html|

e “8 Best Practices for Successful Remote Workers”, Glassdoor.com, March 16, 2020,
https://www.glassdoor.com/blog/8-best-practices-for-successful-remote-workers/

e “Work from Home Readiness Checklist”, Workplaceless.com, March 16, 2020,
https://www.workplaceless.com/blog/emergency-remote-work
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https://www.uwsp.edu/hr/Documents/Performance%20Management%20Toolkit%20for%20Leadership.pdf
https://www.uwsp.edu/hr/Pages/Training%20and%20Development/Performance-Reviews.aspx
https://www.uwsp.edu/hr/Pages/Training%20and%20Development/Performance-Reviews.aspx
https://threatpost.com/working-from-home-covid-19s-constellation-of-security-challenges/153720/
https://www.businessnewsdaily.com/15259-working-from-home-more-productive.html
https://www.glassdoor.com/blog/8-best-practices-for-successful-remote-workers/
https://www.workplaceless.com/blog/emergency-remote-work
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