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Technology 
Working Collaboratively  
Ensure you have the right technology to support Working From Home (WFH) in your 
organisation. Both Microsoft Office365 (https://products.office.com/en-au/home/) and Google's 
G-Suite (https://gsuite.google.com/) offer lots of tools to work remotely and collaboratively. 
There are lots of other messaging and group tools that exist to support collaborative working 
such as Slack (https://slack.com/intl/en-au). Some are free, and most are very easy to set up. 
Atlassian is making some of its collaboration tools free during these unprecedented times 
(https://www.atlassian.com/remote) 
Time Keeping Requirements 
A lot of awards have strict timekeeping requirements. Make sure you have a system in place for 
employees to track the hours that they work accurately. Tsheets (https://www.tsheets.com/), 
Workflow Max (https://www.workflowmax.com/) and Toggl (https://www.toggl.com/) are all 
useful applications. 

Put some structure in place 
Meetings 
If you have regular team meetings in the workplace, set them up remotely. "Huddles" or daily 
"touching base" meetings can work well to keep teams and employees connected and on track.  
These types of meetings are meant to be short. Each person covers: 

• The top 3 things you worked on yesterday; 
• The top 3 things you're working on today; 
• Anything you need, are waiting on, roadblocks that might prevent you from completing 

today's tasks. 
Touching base meetings are usually held at the start of the day. Anything that doesn't involve 
the whole team should be taken offline, and the people concerned deal with this directly to 
minimise wasting time for others. 
It's a great way to keep employees connected, accountable and on track. 
Socialising 
You can also have virtual morning teas and lunches. If it's an employee's birthday, get online 
together and sing them happy birthday. Some workplaces are having their coffee break or lunch 
break together – virtually. 
Core Hours 
As an employee, one of the benefits of working from home can be the flexibility to work at times 
that suit them. You might want to stipulate some core hours when the business expects all 
employees to be working so that collaboration can happen effectively. These core hours may be 
less than the standard 7.6-hour workday, to provide a mix of core and non-core hours to provide 
flexibility. 
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Employee Wellbeing 
We're living through unprecedented times, and a lot of employees will be feeling very anxious 
and stressed about a range of issues. 
Communicate 
Make sure you are communicating regularly and often with employees. Think about scheduling 
a weekly call or online hook up with the team or whole business to provide updates on how 
things are evolving and what you are doing in response to changing events. Try and give as 
much support and encouragement as you can while not making it hard to keep promises. 

Resources for Employee Wellbeing & Support 
There are lots of free resources available to support personal wellbeing and mental health. Here 
are just a few: 

• Beyond Blue – They have lots of tools and information on managing stress and anxiety: 
https://www.beyondblue.org.au/the-facts/anxiety 

• The Black Dog Institute – There is a free online tool, My Compass, to support with 
managing stress and anxiety: https://www.blackdoginstitute.org.au/getting-help/self-help-
tools-apps/mycompass 

• The National Debt Helpline Website – For employees with concerns about finances 
there's an 1800 number to call to talk to a confidential financial counsellor for 
free:  https://ndh.org.au/talk-to-a-financial-counsellor/ 

• The Money Smart Website is a government website with info on all things 
financial: https://moneysmart.gov.au/ 
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