
 

Remote Work Guidelines 

Note: Working remotely requires approval from the executive officer responsible for your 
area/department. 

To ensure we maintain productivity levels and best-in-class service while staff is under 
remote working arrangements, we provide the following guidelines: 

1. Choose a quiet and distraction-free workspace. 
2. Establish and maintain an Internet connection that’s adequate for the functions of 

your position. 
3. Dedicate full attention to position duties during working hours. 
4. Ensure schedules overlap with those of other department team members for as 

long as necessary to complete duties effectively. 
5. We encourage the use of Skype for Business to communicate with team 

members and for group conversations. 

Normal work hours are established as 8:00AM to 4:30PM. 

Employees working remotely must follow company policies as if they were working out 
of the Hampton office. Examples of policies that all employees should abide by are 
(details on these policies are available in the employee handbook, available online 
through the ADP website https://workforcenow.adp.com ): 

1. Attendance 
2. Social media use on company equipment 
3. Confidentiality 
4. Data protection and cyber security 
5. Employee code of conduct 

SIAA/SAN will provide our remote employees with equipment that is essential to 
completing job duties, such as laptops, headsets and mobile phones (when applicable, 
the ability to Skype reduces much of the need for phones for team communication). We 
will install virtual private network (VPN) access and company-required software on 
relevant equipment in order to facilitate working remotely. SIAA/SAN will not provide 
secondary equipment (e.g. printers and monitors.) 

Equipment provided by SIAA/SAN is company property and should be used only for 
company business. Staff are responsible for keeping it safe and avoiding any misuse. 
Specifically, employees must: 

1. Keep their equipment password protected. 
2. Store equipment in a safe and clean space when not in use. 
3. Follow all data encryption, protection standards and settings. 
4. Refrain from downloading suspicious, unauthorized or illegal software. 

Individuals will maintain regular contact with their managers while working remotely. If 
there are any technical or connectivity issues while working remotely, contact the IT 
department at supportdesk@siaa.net. 


