
If working from home is recommended in your office due to the Coronavirus 
(COVID-19) outbreak, please review the guidelines and FAQs below to better 

understand how to proceed.

WORKING FROM HOME BEST PRACTICES

Working from Home Guidelines
• Before working from home, employees should:

 Download the Skype app to their work mobile phone
 Forward their desk phone to their mobile phone; and
 Keep their calendar up-to-date and share visibility to their calendar with their manager, 

colleagues and team administrator, as appropriate.
• While working from home, employees should:

 Ensure that they are reachable by phone or email
 Continue their normal working hours
 Inform clients and colleagues when they may expect a response to calls and emails
 Use collaboration tools such as Skype and Office 365
 Preserve a secure work environment ensuring company equipment and work product are 

protected at all times, as outlined in the GTS Appropriate Use Policy; and
 Maintain a distraction-free work environment as much as is reasonably possible, and take 

steps to minimize noise, internet connectivity issues, eldercare/childcare, etc. that can inhibit 
productivity.

• Given that working from home due to the COVID-19 outbreak is not a permanent change to an 
employee’s working arrangements, existing tools for remote working (mobile telephones and 
laptops) are considered sufficient.  Requests for additional equipment should only be necessary in 
very limited, exceptional circumstances. 

• Working from home due to the COVID-19 outbreak does not result in any change to the terms and 
conditions of employment. 

Please be advised:
• Not all jobs are conducive to working from home. In some cases, employees in certain roles must be 

physically present at the workplace to fulfill their job requirements; in other cases, the role requires the 
employee to be client-facing. These examples are not meant to be comprehensive or all-encompassing 
and each situation must be addressed individually.  Employees should discuss with their manager to 
determine feasibility of working from home for their specific job.

• Hourly employees seeking to work remotely should consult with their manager or HR Business Partner. In 
some cases, country labor policies have strict requirements regarding the monitoring, recording and 
paying of all time worked by hourly employees. Hourly employees who are approved to work from home 
during the COVID-19 outbreak must comply with country labor policies and time reporting practices.

https://cushwake1.sharepoint.com/teams/ITSecurity/Policy/Appropriate%20Use%20Policy%20Ed%203%203.pdf


FREQUENTLY ASKED QUESTIONS

How should communication with clients be managed?
During the COVID-19 outbreak, we are staying in close contact with clients to ensure we are meeting their 
business needs. When appropriate, clients should be made aware that a team or individual is working 
remotely. It is important to address this upfront with our clients to ensure it aligns with their expectations. It is 
the responsibility of the manager and individual to communicate the message to their client(s) in an 
appropriate manner.

How should I communicate with my team and colleagues?
Utilize our technology to collaborate and get the work done when you are not physically sitting near each 
other in an office. Tools like Skype and SharePoint allow team members to stay connected and share 
resources remotely.

In addition to maintaining the quality of your work, maintaining a productive relationship with your manager 
and team members is essential to making remote working successful. Take ownership of your 
communication with your manager, team and other stakeholders to establish trust in your ability to perform 
and be reliable regardless of where you are.

What are some tactics to remain connected with my team?
• Be Transparent — Gather your manager’s input on the decisions you make that impact your manager 

and/or the team; proactively communicate important information. 
• Be Reasonably Accessible and Responsive — Have conversations with your manager about your 

accessibility, align expectations of timeliness and reply to messages in a timely manner. 
• Be Proactive in Sharing Your Progress — Identify potential challenges or project/work delays with your 

manager, and proactive ideas to resolve them. 
• Discuss Your Performance — Informally solicit your manager’s feedback on your performance early 

and often. Evaluate what you may need to change to be more transparent, accessible, responsive or 
proactive with your manager. 

• Establish a Regular Meeting — Set up regularly scheduled times to discuss your work and project 
status with your manager. This also gives you both an opportunity to address any communication barriers 
before they escalate to a problem. Consider using the video functionality within Skype.

How should I manage a team or individuals who work from home?
Trust between employee and manager is fundamental to the success of remote working. Be patient and 
understanding during this time when stress and anxiety can be at higher levels. Reach out to employees to 
ensure they are feeling connected and valued.

Regular conversations and discussions of work progress and performance are crucial, as individuals will 
receive less feedback through visual signals or side-by-side coaching. 

Use your regular catch-ups (weekly or bi-weekly) with your direct reports to raise any concerns and agree to 
any deliverables for the following week. Frequently reviewing performance in this manner will ensure both 
manager and direct report are clear on expectations and work deliverables and will quickly highlight what’s 
working well and what can be improved in the remote working arrangement.



FREQUENTLY ASKED QUESTIONS

Who covers the costs (i.e. office supplies, equipment, internet service) 
incurred while working remotely?
As this is a temporary work arrangement, we do not anticipate any additional costs to be incurred to work 
from home. Employees’ standard laptop and phone should be sufficient in most cases. 

Cushman & Wakefield does not pay for internet service accounts used when working remotely.

What should I do if I suspect an employee is not doing work while remote? 
Whether this is the first incident or you are noticing a concerning trend, have a conversation with the 
employee to discuss your concerns: note the ways in which the employee’s work is affected (missing 
deadlines, not being available for meetings, not responding to emails or skype messages, etc.). Ask for the 
employee’s perspective of what is going on and see whether there is a legitimate explanation. Again, 
recognize the potential for additional stress and anxiety; it may not be a performance issue at all. Either 
way, establish your expectations with the employee as to what needs to change, and if it is a performance 
issue, provide a recap in writing to the employee via email. For serious performance matters or if the issue 
continues despite one or more conversations with the employee, contact your HR Business Partner to 
discuss how to address your concerns. 

How do I obtain technical support when working from home?
You can access technical remote working guidelines here and a list of local Service Desk numbers here. 

https://cushwake1.sharepoint.com/Resources/Working%20From%20Home%20Guidelines%20-%20Feb%202020.pdf
https://cushwake1.sharepoint.com/Resources/New%20Global%20Service%20Desk%20Phone%20Numbers.pdf
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