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During this COVID 19 quarantine period, many institutions faced a considerable challenge: remote working,
which had been an opportunity and a free choice so far, had become a prerequisite for the continuation of

activities in general.

Time has shown that the form of remote work is, first of all, an opportunity for the organization to use the
available resources more efficiently, and for employees - to combine family and work responsibilities, to more
easily overcome the growing workload. Now this is one of the biggest motivating factors and one of the main
conditions for ensuring good results - by working at home during a stressful period, organizations are able to

mobilize more forces, plan time, focus on the result and make optimal use of available resources.

Generally remote work is not new and the techniques & technologies continue to evolve. However, in the
public sector, where flexible forms of work are not so easy to implement, this is a fairly new solution. The
most important goal is to remain connected to each other, realize this is a different way of working to every-

one and be forgiving of missteps as one grows into a highly effective distributed team.

These guidelines are based on the best global practice of remote working and the experience of the European
Social Fund Agency, which implemented the form of remote working three years ago and was the first public

sector organization in Lithuania to do so.

The main purpose of this document is to introduce the most important aspects of the organization's manage-
ment by working remotely and to share practical knowledge about it. It was also the aim to keep these prac-
tices relevant when CSB employees return to work in their office or the institution decides to have remote

working as a permanent option for it employees.
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ADVANTAGES OF THE REMOTE WORK

Businesses are comprised of lots of different kinds of folks with different strengths and preferences. Introverts

tend to thrive in quiet environments, so they might not work as efficiently as extroverts do in “traditional”

workplaces. The open office environment was created with extroverts in mind, but evidence shows that

they’re not the key to collaboration they were promised to be. For those individuals who get their energy

from being around other people, offices spur productivity and creativity. However, they are also home to

background noise, social interactions, and other interruptions that take considerable energy away from

introverts that could have been used towards accomplishing tasks

Decreases absences

Workers take fewer sick days when they don’t
have to go into a physical office. They are able
to continue working while recovering faster.
Not to mention, when sick employees work
from home, you don’t run the risk of the illness

spreading around the office.

Increases productivity

About 75% of employers say that more than
two hours of each work day is spent being un-
productive. Without typical office distractions
and excessive commutes, workers have more
autonomy over their time. They can adjust
their schedule to their mental and physical
well-being in a way that optimizes their
productivity. Employees who believe they
have a good work-life balance work 21%

harder than those who don’t.

Saves money

Companies with remote workers have re-
ported significant decreases in operating costs.
Organizations have also reported lower em-
ployee turnover, which can be a costly ex-

pense.

Allows to hire the best talent

When you embrace a corporate culture with
remote employees, you get more choices in
hiring. One of the reasons is simply that you
aren’t just limited to the options in your geo-
graphical area, which opens your hiring pool
to a wider range of talent. A flexible working
environment is considered highly desirable,
so it can serve as an incentive to entice the

best people to join your team.

Disadvantages of the remote work
Employees may lose motivation working from
home. Drops in energy or focus aren’t always

clear cut. There are lots of general reasons why
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people might experience a sudden drop in mo-
tivation, but working from home carries its
own specific set. The main reasons for the de-

clining motivation may be the following.

Disconnection with colleagues

Relationships with coworkers are crucial to
motivation, so it’s important to realize that re-
mote workers develop much weaker relation-
ships with colleagues than their office counter-
parts. When one loses connection with his
team, he loses the power of peer motivation:
the collective encouragement and excitement

of shared success.

Loneliness

Working from home can be incredibly isolat-
ing. People don’t get to grab coffee with their
co-workers, share lunch, or even just chat
about an upcoming task. They don’t neces-
sarily have access to the same support net-

works and can quickly feel cut-off and lonely.

Lack of recognition

People who work from home are less visible
than in-office workers — which is especially
concerning when studies show that physical
presence at work increases your likelihood of
promotion, positive appraisals and raises. It’s
important for every human being to feel val-
ued and appreciated; it’s a fundamental com-
ponent of intrinsic motivation. If people don’t
feel like anyone cares about (or even notices)

our efforts, they start questioning their worth.

Stop seeing value in their work

If employees don’t get feedback about their
work and don’t understand how it contributes
to the bigger picture, they start to wonder
why they’re doing it. Intrinsic motivation also
stems from pride in their work, so if they
can’t see they’re adding anything meaningful,

it can all feel futile.

Absence of trust or control

No one likes feeling they’re being watched,
and to be motivated at work we need to have
autonomy and agency. If someone sense his
boss is micromanaging him or doesn’t believe
he’s actually working when he works from
home, it can quickly erode motivation.
Burnout and stress

Without physical separation between work
and home, it can be easy to burn out. Maybe
employee is taking on too much work but no-
body’s noticed; maybe he is skipping breaks;
maybe he is working late into the night and
struggle to fully disconnect. Without being
able to ever exit the office, it can be hard to
leave ‘work-mode’ behind.

Lack of structure

Commutes, lunch breaks and office routines
bring a certain structure to our day. In their
absence, schedules can feel overwhelming
and boundless. A lack of psychological barri-
ers between work and downtime only aggra-
vates this — is the living room a place to chill
out or work? How it is possible to keep the

two separate?
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New distractions and challenges

Working from home brings plenty of new
distractions. There can also be new challenges
to navigate — like sharing the workspace with

kids and other home workers.

Sudden self-responsibility

When you work at home, the onus is on you:
to get up at the right time, to work for as long
as you should, to take the right breaks. We're
suddenly faced with a huge, shapeless mass of
time, and a day that stretches on till we de-
cide it’s over. All this new responsibility can
be overwhelming and can make us want push

back.

Personal stresses

Working in a time of unprecedented change
can be extremely stressful. Whether people are
worried about financial instability, social iso-
lation or health, now more than ever many of
them are finding it hard to manage feelings of
uncertainty. With other problems occupying
the attention, work can take a back seat. For
leaders it is a huge challenge to lead a person
you’ve never met. It is difficult to tell when a
team member is maxed out, or who has capac-
ity as well as to ensure remote support employ-
ees are working to the priorities and encourage

them without micromanaging.

Employees no longer see the overall picture
Managers say they don’t feel employees, don’t
know if they live for company purposes. Such

a concern is understandable, because when an

employee visits the office only once a week, he
or she seems to lose the company’s goals, no
longer sees the overall picture, and thinks

more about the personal result.

Managers do not know how to adapt the lead-
ership

When a team is scattered across different jobs,
managers fail to adapt leadership, seize con-
trol, and thus try to compensate for the lack of
leadership. Extremely increased control re-
duces motivation and increases job dissatisfac-
tion. It takes 3 months for employees to adapt
to the teleworking environment and routine,
and new work habits are formed only half a

year after the start of teleworking.

Work-life balance is lost

When working remotely, it is important to
have good time planning skills, otherwise, the
line, separating work and personal life, will
disappear. Although fixed working hours
seem to exist, people don’t even notice that
they start working in the evenings and on the
weekends. When there are no clear working
hours, the fatigue gets faster, productivity and
attention are reduced. People who lack self-
discipline, daily communication, find it

harder to work remotely.
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I LITHUANIAN EXPERIENCE

The main reasons for the ESFA’s decision to work remotely were as following.

e There was a lack of budget and money had to be saved from renting the premises, so
30% of job places had to be abandoned.

e There was a need to retain and motivate the best employees.

e It was necessary to cope with increasing workloads by increasing efficiency.

The results of last year's employee engagement survey show that remote work suits well for the ESFA —
95% of the employees say they are very much happy about that. Many indicators went up:

Employee engagement indicator + 10% (53% of employees are highly engaged).
¢ Training and development possibilities + 7% (84% are highly satisfied).
Physical work environment + 10% (82% are highly satisfied).

Resources (technologies) to work productively + 12% (79% are highly satisfied).
Colleagues + 12% (75% are highly satisfied).

Main indicators also raised:

e A culture of high-performance standards +10%.

e  Stability of human capital + 11%.

e Employer reputation + 12% (69% of our employees say that ESFA is very attractive as an
employer).

e  Reliability of leadership + 15% more.

It is also turned out that the employees were 100% prepared to work in quarantine conditions and did
not experience any disruption.

TECHNICAL SOLUTIONS

In the last ten years, remote work has been on the rise as employers and employees are starting to notice its
importance and accepting many benefits. The implementation of remote work methods in the organization
requires some technical solutions so that it could go smoothly and successfully, e.g., it must have legal regu-

lation, appropriate technology and tools, and an adjusted physical environment.

Legal regulation

First of all, implementing remote work as a working method in an organization, you must properly formalize
it so that neither to harm the interests of the employer nor the employee (e.g., work safety or improper

performance of work duties).
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You have to bear in mind that, when working remotely, all the employer's internal legislation applies and
the employee has all the responsibilities assigned to him/her, as long as this does not contradict the essence
of working outside the office.

In many countries, the so-called remote work policy or rules are gaining popularity among employers. They
determine not only the part of the working time norm that the employee will work remotely but also the
requirements for the workplace, the equipment of work provided, the procedure for their use, the procedure
for accounting for working time, settlement for work performed, etc.

According to the best practice examples of the legal regulation, the agreement of the remote work between
the employer and the employee is included as a separate provision in the employment contracts and/or de-

termined in the company's internal rules.

I LITHUANIAN EXPERIENCE

European social fund agency implementing remote work as a working method in an organization has in-
cluded the following provision in its employment contracts:

*  The parties agree that the employee, according to the procedure established by the employer, may
perform all or part of the agreed work functions remotely, e.g., in another place acceptable to the
employee (not at the employer's premises). Unless the employer determines otherwise, the em-
ployee working remotely is provided with work equipment (and compensate in case of damage

and loss) according to the usual procedure approved by the employer.

The purpose of the internal rules of the company is to define the principles of work, provide the rules con-
cerning work, health, safety, security, etc. The internal rules are usually prepared following the Labor Code,
other laws, and practices, and applied to all employees of the company. The agreements of remote work

between employee and employer companies often include in their internal rules.

N LITHUANIAN EXPERIENCE

European social fund agency implementing remote work as a working method in an organization has in-
cluded the following regulations in its internal rules:

*  Remote work is a form of work organization or a way of performing work where the employee
performs all or part of the work functions assigned to him remotely, in an acceptable place chosen
by the employee at a place other than the workplace.

*  The employee must ensure that the workplace he or she chooses complies with the requirements
of occupational safety and health legislation. If the employee has any doubts about the location's

compliance with the established requirements, the employee must contact the direct manager.
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The employee must take care of the safety and health of himself and others who may be affected
by the employee's misconduct or errors, as well as the proper use and protection of equipment
and work equipment.

The provisions of all the documents apply the employee who is working remotely (descriptions,
processes, procedures, etc.) concerning the performance of assigned work, the provision and train-
ing of work equipment, and compensation for loss or damage of work equipment, data protection,
impartiality, confidentiality, etc., except those directly related to the performance of functions on
the Agency's premises or those for which the limitation of application is provided for in these
rules or other documents.

Remote work is permitted from 1 to 5 working days per week by agreement between the employee
and the direct manager. The final decision rests with the direct manager, who is responsible for
the assessment of the employee's personal and technical abilities to work remotely, the workload
available (taking into account the specific work assigned to the employee and the average time-
scales for specific work where applicable) and the number of consecutive days planned to work
remotely.

The employee must complete the remote work schedule for the next week during which he or
she will work remotely in the prescribed form no later than by the end of the day of each Thurs-
day.

The employee must ensure that, on working days, he/she is available by telephone to external
clients and staff of the Agency during the official working hours of the Agency as set out in these
rules.

The employee must ensure that the computer given to him/her is connected to the Internet con-
nection and can properly and timely perform the tasks assigned to him/her, communicate with
external clients, participate in all planned meetings, conferences remotely, etc.

The employee must ensure that work functions are not performed on working days from 10 p.m.
until 6 a.m., during holidays and rest days.

The employee shall distribute working time at his/her discretion and shall account for him-
self/herself, without violating the maximum working hours, minimum rest periods, and other re-
quirements established in regulatory enactments and these rules.

In the event of an accident, loss, or damage to the transferred property or the occurrence of an-
other special situation, the employee must immediately notify the direct manager and create con-

ditions for assessing the circumstances related to the event and entering the place of the accident.
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REMOTE WORK IN CIVIL SERVICE

Remote work in the civil service is not a common form of work in Lithuania. Sometimes it is more seen as a

privilege. Of course, it can vary in different institutions according to the job specifics, possibilities to measure

the result, flexible application/administration, attitudes, and trust of managers and employees.

It is more popular in IT, insurance, and telecommunication companies that have remote work programs. The

rate of remote work in Lithuania is 13%, and this is similar to the average of other post-soviet countries.

Despite the appropriate technological development of information technologies in these countries, the re-

mote work adoption is slower than expected due to organizational factors, such as lower trust of managers

and people’s needs to meet other people face-to-face (Eurofound, 2017).

I LITHUANIAN EXPERIENCE

The resolution of the Government of the Republic of Lithuania (12 December 2018 - No. 1296) defines the
procedure for the remote working of civil servants and diplomats. The most important aspects noted in it

are:

A civil servant wishing to work remotely shall submit a written request to the direct manager.
This application must specify the details of remote work: the place; time (period or date); the start
and end time of the day, which must not differ by more than 2 hours from the start and end
working hours of the institution; the phone number to which calls will be forwarded.

According to the gained request, the direct manager informs the civil servant in 3 working days
by email or via the document management system used in the institution whether he/she agrees
to his/her remote work or not. If the manager does not agree, he/she must explain the decision,
e.g., a civil servant is not allowed to work remotely because his/her position is included into the
approved list of positions by the institution that cannot work remotely; a civil servant exceeds the
maximum proportion of allowed remote working time; the permitted part (proportion) of civil
servants working at the workplace and remotely is exceeded, etc.

If it is necessary for the performance of the functions assigned to a civil servant, the institution
provides him/her with work equipment, personal protective equipment, and, if possible, access to
the document management system, other information systems, and email while working re-
motely.

The main duties of a civil servant working remotely are: ensure that the remote workplace has

the Internet access, computer equipment, and a telephone; must check his/her official e-mail box,
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respond to emails and answer phone calls, execute orders on time, in the case of official necessity,
to come to the institution or to another place within the term specified by the head of the insti-
tution or the direct head to perform the functions assigned to the civil servant; to comply with
the requirements of normative legal acts on occupational safety and health.

The main rights of the head of the institution are: to approve the list of positions of civil servants
who cannot work remotely; to determine the minimum and (or) maximum part of the remote
working time compared to the total working time; to determine the part (proportion) of civil
servants working remotely and in the usual way at the same time; to determine the methods of
submitting tasks to civil servants and reporting on the results of remote work; to set a term within
which a civil servant, in case of official necessity, must come to the institution or another place
specified by the head of the institution or the direct manager to perform the functions assigned to
him/her; to establish the requirements for connection to the institution's document management
system or other information systems used in the institution; to establish the procedure for the
provision of work equipment and personal protective equipment for civil servants to work re-
motely.

The request to work remotely can be cancelled by the direct manager or the head of the institution
if it is important to perform the assigned functions in the workplace or another place or the em-
ployee himself/herself requested to cancel it.

The expenses incurred in connection with the use of personal telecommunications equipment,
computer equipment, office supplies, and other personal means or equipment for work purposes
can be compensated for a civil servant working remotely. The amount of compensable expenses
and the conditions can be determined by the collective agreement or in the absence of it, by the

head of the institution.

PRINCIPLES OF REMOTE WORK

For remot

e working to be effective you must have a clear policy that sets out the expectations on the employee

as well as your obligations as an employer. By implementing a policy document, you can outline exactly how

you expect your employees to perform when working from home.

The most

common principles that companies must consider and determine in their remote work policy are:

Eligibility their policy. Some companies, however, may
By analysing their work and operating model, not have any jobs that can be conducted re-
companies need to determine what positions motely. Companies without remote-compliant
are eligible to work remotely and state them in positions should state that from the beginning,
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eliminating any future requests or inquiries

about remote work.

Availability

Flexibility requires trust and a sense of respon-
sibility. If a company does allow remote work,
then availability expectations should be out-
lined in the policy. Whether it is instating a
blanket 9 a.m. to 6 p.m. work requirement or
letting employees set their schedules. Setting
schedule requirements from the start elimi-
nates any possible frustration between em-
ployees based on time. If one employee can
make their schedule, but another is given set
hours, that can create an unfair atmosphere.
Agree on rules of operation with your team —
when and how you need to be available to col-
leagues and customers, how quickly you want
to respond to a request depending on the com-
munication type, email, calendar invites, etc,
and who has what personal requirements in
terms of style and timing of work. The em-
ployee should also inform the direct manager
about the distance from the place he/she is go-
ing to work remotely to the office. The dis-
tance could be an important factor in organiz-

ing work.

Productivity measurements

Speaking of productivity, remote work policies
should specify how an employee's productivity
will be measured. Productivity can be meas-
ured in some ways, whether it be on the time

spent on the project, some cases resolved, the

number of client interactions, and more, com-
panies need to determine how they want to
evaluate their employees. The key thing is to
make sure that you can measure outcomes of
work, as opposed to something like the num-
ber of hours. If you can measure the outcomes
after somebody performs the work remotely,
and you got the desired result, then that is a
better situation than trying to measure people

on some hours.

Equipment

Remote workers need the right tools to com-
plete their work. Therefore, companies need to
state what equipment they are willing to offer
to these employees. If they expect employees
to provide their computers, e.g., then they
need to specify that. Some organizations re-
quire you to have an internet service that
meets a certain speed requirement. Prospec-
tive remote workers must be aware of the
technological expectations upfront so they

know if they can meet them.

Technical support

Along with equipment, companies need to
specify if any technical support is offered to re-
mote workers. Almost all major companies
have on-site technical support, but not remote.
Outline in the policy what remote employees
are expected to do when having technical dif-
ficulties.

Rightful termination

Rightful termination is typically addressed in

most company policies. Companies need to
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plainly state that no employee will be termi-
nated based on working remotely. The reason
for this policy even needs to be stated is that
many managers are uncomfortable with re-
mote working because they cannot see their
employees. This is also where communication
comes into play. Open and frequent communi-
cation is necessary between remote workers
and managers so that no one can question the

work that is being done.

Physical environment

If a company prefers the physical environment
an employee works in, put it in the policy.
Some companies prefer or require an employ-
ee's physical environment to be approved be-
fore working remotely. It is a health and safety
issue. If you think about an office environ-
ment, generally you could assume that the
building is safe, that the company is monitor-
ing things like CO2 levels, that they have a sys-
tem that can detect a fire or a break-in. The
key is the fact that it is a healthy work envi-

ronment.

Security
A big problem with remote work is security.

Big companies work on secure networks, but

when information is taken out of the office, se-
curity is not guaranteed. Employees need to be
extremely careful when doing work in public
places. If companies have specific requests,
e.g., they do not want employees working on
public Wi-Fi, then that should be stated in the
policy.

Client confidentiality

Going together with security, client confiden-
tiality must be addressed in a policy. To keep
the information confidential is much easier in
a protected workspace. For example, if you
have a client call in a cafe, you must be sure
that you are not discussing or sharing sensitive
information in that place. Nothing could stop
a remote employee from doing so if it is not di-
rectly stated.

Thus, proper formalization of remote work
usually is helpful for the companies to avoid
unproductive confusion or work disputes. Or-
ganizing expectations around communication
creates a healthy relationship between em-

ployees and supervisors.
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THE RECOMMENDED CSB MODEL OF REMOTE WORK

The CSB management is currently considering the centralized office + occasional work-from-home model
that fits best within its organizational culture. With this model, employees are required to work primarily
from the office, but with the occasional work-from-home option. According to this model, the number of
remote hours can vary from the job position, specifics of performing tasks, or different life circumstances of

the employee, every time it must be agreed with the direct manager.

The main recommendation for the CSB related to the legal regulation of remote work is to decide where, in
what legislation, they could formalize it and what would be the basic principles/rules that would define the

remote work in their institution.

IT INFRASTRUCTURE

Remote work has been found more successful in organizations that provide their employees with appropriate
technology and tools. Possibility to access the organization’s resources, work documents, systems from home,
or anywhere is one of the most important hygienic factors increasing productivity and satisfaction with the

remote work.

IT TOOLS FOR FLEXIBLE WORK

Remote work cannot work effectively without the right software and hardware available to your employees.
It is worth to invest in laptops that are powerful enough for the job, and smartphones so you can maintain
contact with them. It is vital for the integrity of work documents that your employees are accessing them
using the same versions of software, while it will often be necessary for them to collaborate on projects in
real-time. One of the requirements for this, though, is cloud-based tools that allow people to communicate
via any device (including smart phones) to send and receive an email, create, edit, and share documents, chat
and take part in teleconferences — all you need is the Internet connection. You should choose a program that
works on all normal devices and platforms (Windows, iOS, Android) and which can be used to connect not
just all employees, but also external workers, partners, and customers. Like Office 365, for instance, which is

designed to help communicate and share documents in a secure way.
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THE MOST USEFUL TOOLS

Skype for Business is a tool for remote meetings
and conference calls. You can have a face-to-
face meeting, work together via a shared
screen, share and edit documents, or just have
a conversation. Any meeting can also easily be
recorded and shared with people who were
unable to attend. The status icon means that
you can always see if a colleague is at his or her
computer and has time to discuss something
with you quickly.

Microsoft Teams is a unified communication
and collaboration platform that combines per-
sistent workplace chat, video meetings, file
storage (including collaboration on files), and
application integration. This tool is useful for
online training and video streaming because
those events could be observed by external us-
ers, who are not necessary users of Microsoft
products. Microsoft Teams allow communities,
groups, or teams to join through a specific URL
or invitation sent by a team administrator or
owner.

Microsoft Outlook is a personal information
manager, an email application, that includes a
calendar, task manager, contact manager,
note-taking, journal, etc. A shared calendar in
your company will allow you to improve your
scheduling of time and work, and to organize
meetings quickly and easily.

Microsoft SharePoint is a web-based collabora-
tive platform that integrates with Microsoft

Office. Primarily it was sold as a document

management and storage system, but the prod-
uct is highly configurable and usage varies sub-
stantially among organizations. For many of
them, Microsoft SharePoint provides the pos-
sibility to the employees to access the intranet
site of the company and share information in-
dependently from the place they are and the
device they use.

Microsoft Formsis an online survey crea-
tor that allows employees to create and con-
duct surveys of internal or external clients eas-
ily. The data can be exported to Microsoft Ex-
cel.

Microsoft OneDriveis afile hosting ser-
vice and synchronization service operated
by Microsoft as part of its web version of Of-
fice. OneDrive allows users to store, share, and
sync files, upload Microsoft Office documents
to OneDrive.

Virtual private network (VPN) — a technology
that extends a private network across a public
network and enables remote users to send and
receive data across shared or public networks
as if their computing devices were directly
connected to the private network. Applica-
tions running on an end system (PC,
smartphone, etc.) across a VPN may, therefore,
benefit from the functionality, security, and
management of the private network.
Document management system (DMS) is a sys-
tem used to receive, track, manage and store

documents and reduce paper.
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If people have the right tools available to share documents remotely in a secure way, they will use them. But
if they do not, they will find their way of doing it. That might be a ticking time bomb for your company.
Now, in this exceptional situation, it is quite the right time to update remote working equipment and/or

software or to improve the use of it.

PAPERLESS OFFICE AND ADJUSTED WORKING ENVIRONMENT

The right tools help employees to be more flexible, productive, and better motivated, in case they are used in
the right way. Appropriate software and hardware, work procedures, and processes encourage employees to
work from home and make use of remote access to company data. Transforming an office into a paperless one
companies does more than just convert everything to digital. Those that are aiming to have a fully paperless
office are usually also becoming greener, e. g., offering the option to work from home eliminates the need to

use a car, in that way reducing carbon emissions.

The possibility of working from home is also traditionally associated with a company’s financial benefits. It
is often considered as one the means of reducing real estate costs because if a certain part of employees is

always working from home, the company needs less office space, the part of its utility bills is also lower.

By giving up part of the premises, companies must make it possible for employees to take advantage of any
vacancy when they come to work in the office. This requires aligning the workplace hardware so that em-
ployees can conveniently connect to stationary equipment (monitors, keyboards, printers, the Internet). Uni-
versal connection stations are usually used for this purpose. When adapting to a work environment, it is also
important to ensure secure wireless connection throughout the organization and to be prepared to be flexible
to move most of the servers to the data centres of the service providers so that the company can easily change

premises if necessary.

ORGANIZING REMOTE LEARNING AND MEETINGS

Various tools and forms of communication, starting from simple voice chats to the more complex programs,
communication channels, and/or on-line capacity building activities may be applied in a remote working

model.

N LITHUANIAN EXPERIENCE

European social fund agency before making a final decision about choosing remote work as a usual form of

work organization made a 6 months pilot trial to see how well its employees can work from home, whether
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they face any difficulties when the workload is intensive. All the participants of the pilot trial recorded
their observations. Based on this experience and observations of employees, the European social fund
agency has implemented the following technical changes:

e  Acquired and installed Office 365 service pack. Thanks to these services, job flexibility has
been significantly enhanced. All employees were taught how to use the new tools by IT divi-
sion staff. The training was organized in the meeting room for those who were at the work-
place and broadcasted and recorded for those who were working remotely. Now all the im-
portant training, meetings are broadcasted.

e  Replaced fixed phone lines with mobile phones. This has helped to increase staff availability
and save a lot of money by making mobile and internet services free of charge for the Agen-
cy's subscribers.

e A virtual private network (VPN) was organized for employees to use internal systems se-
curely. Thanks to which, when working remotely, they can access all internal systems as if
they were inside the organization.

e  Reviewed processes and digitized as much as possible. Paper documents have almost aban-
doned. They were digitized and transferred to a document management system and other
systems, a system for planning and managing the public procurement process was purchased.
Currently, 96% of documents are signing by e-signatures.

e Reduced about 30% of the office area. Now not every employee has his/her workplace, they
must share. Refused one floor of the building helped to save a significant part of expenditure
for office rent.

e  Aligned the workplace hardware. Now employees can share reduced office area and conven-
iently connect to stationary equipment.

e  Ensured secure wireless connection throughout the organization.

e  Moved most of the servers to the data centers of the service providers. This makes it possible
to easily change the premises if necessary.

e The services of the IT department are being constantly strengthened. Procedures are devel-
oped and maintained for all IT staff. In their work, they apply the ideas of the Information
Technology Infrastructure Library (ITIL) model. With the help of ServiceDesk, they manage
their services, queries, documentation, etc. Each year, a significant part of the Agency's train-
ing budget is allocated to training for IT staff.

Information security. Mobility has lots of positive impact for companies, but companies must be able to
handle the risks and security requirements — such as lost devices, or unknown users remotely accessing
company files. Information security is the practice of protecting information by mitigating information
risks. It typically involves preventing or at least reducing the probability of unauthorized/inappropriate ac-
cess to data, or the unlawful use, disclosure, disruption, deletion, corruption, modification, inspection, re-
cording or devaluation of information. It also contains actions intended to reduce the adverse impacts of
such incidents. Essentially, procedures or policies are implemented to tell administrators, users, and opera-

tors on how to use products to ensure information security within the organization.
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To make a remote work not only convenient but also secure, companies create, strengthen, and implement
their information security policies. They are usually drawn up by the security requirements of each country's
legislation. Information security policy and its requirements in the organization are implemented with the

help of various technical and organizational measures.

I LITHUANIAN EXPERIENCE

European social fund agency is constantly strengthening its information security policy. Information secu-
rity issues became even more relevant as employees began working from home, so the following actions
were made:

*  The document of information security policy has been significantly expanded. It now consists of
four main parts: data security regulations, rules for secure electronic information management, a
performance continuity management plan, and user administration rules.

* A person whois responsible for data security was appointed (a safety representative). He organizes
and controls the implementation of the information safety policy in the Agency: provides with
access rights particular data users and administrators, periodically carries out random checks on
them, organizes an annual risk assessment, if necessary, an extraordinary risk assessment, coordi-
nates the investigation of electronic information security incidents that have occurred in the in-
formation system. Employees about the incidents of security, e. g., received unwanted content
emails, lost official documents, noticed strangers walking on the Agency's premises, left unlocked
computer desktop without supervision, lost or damaged the Agency official devices (computers,
tablets, telephone, etc.) contact the information security representative to resolve the issue.

* A performance continuity management plan for information systems has been developed. Elec-
tronic information security incidents are managed and reorganized by the Agencies crisis man-
agement team according to the recovery of information systems' detailed plan and the communi-
cation process.

*  Awareness-raising and education of employees. No IT tools and systems can guarantee data secu-
rity if employees do not act responsibly. A safety representative prepares relevant training mate-
rials, creates knowledge review tests and everyone is tested annually. He also informs employees
by email about information security threats and issues as soon as they emerge. In addition to in-
formation security, the responsible personnel also prepare corruption prevention and data protec-
tion (according to the new General Data Protection Regulation (GDPR)) training materials and

perform knowledge tests once a year.
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PREREQUISITES BEFORE IMPLEMENTING A REMOTE WORKING FORM

The transition from the usual form of work to remote working is a serious change in the organization. It is

therefore important to understand the basic principles of organizing this form of work before making this

decision.

Giving trust in advance

It is the basic rule needed to be learned when
moving to remote working. Life has shown
that people who have received a "credit" of
trust do not want to lose it alive and try to do
everything to justify it. Trust is essential for
successful remote working. Managers need to
be sure that each remote member is self-disci-
plined — in control of their own productivity
and comfortable working without any super-
visors. But this trust goes both ways, and re-
mote workers should also feel trusted to work

in the ways they see best.

Changing leadership habits

By moving to remote working, leaders will in-
evitably face a situation where they will be
much less able to control their teams. The
main responsibility will not be how much time
employees spend on the job, but what result
they create. This requires a change in leader-
ship culture, where the key aspect is to move
from managing to coaching, empowerment
and freedom of decision making. As the leaders
have the greatest responsibility for the results,

they also must take responsibility to look for

ways to stay in touch with their people even

while working from a distance.

Managing communication

When teams don’t have the opportunity to
meet urgently and discuss issues of concern,
when there is no possibility just shout and ask
the colleague to send the document you need,
when people get information from different
sources and not necessarily the same, commu-
nication plays a key role. So, the first "exercise"
in moving to remote working is to agree on
how team members will communicate. How
often, how widely, how will be ensured the list
of necessary recipients, how will the uniform
practices be developed, how quickly will be
given respond to messages, how often the
meetings, conferences will be organized re-
motely, etc. Clear communication rules are the
most reliable preventive measure to avoid mis-
takes, information noise and unnecessary dis-

cussions or even conflicts.

Emphasizing the strategy

The overall goals of the organization are still

most important. Leaders should emphasize this
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to their employees using every opportunity.
Researches and experience show that when an
organization is physically distant, employees
move away from the overall goals of the organ-
ization: they simply perform their day-to-day
functions and, in the long run, link them less
and less to the institution's strategy. It is there-
fore necessary to consciously recall this, to talk
about it as often as possible in the general dis-

cussions.

Stimulating a team spirit

Even if there is no opportunity to meet all team
members often, it can be done remotely. Of
course, a little more creativity is needed. Short
morning connections to Skype to discuss the
day’s current affairs and moods, sharing infor-
mal information, birthday surprises, a question
or topic section of the day, and many other
ways are appropriate. The most important
thing is to feel how do the people live and feel

working remotely.

Maintaining a normal rhythm

Studies show that it is very difficult for em-
ployees to maintain a balance between work
and personal life and leisure in the long run
when working remotely. Therefore, an im-
portant recommendation is not to change the
normal work routine. Work breaks and lunch
breaks must be apply when working from
home. Afterall, the fact that working remotely

is not a reason to work around the clock.

Agree on rules

After the first fascination with this attractive
form of work, the organization begins to raise
certain questions about what is possible and
acceptable and what is not. People are starting
to ask various questions: “Do I have to inform
my manager and colleagues when I go outside
with my child and take a short break from the
computer?”, “How long do I have to redial af-
ter a missed call?”, “How long do I have to re-
spond to an email I receive?”, “Can I decide for
myself when to play sports and when to
work?”, “If I really get sick and feel bad, will I
be replaced by other colleagues, even if I can
work from home?”. These and many other is-
sues only arise when we are faced with reality,

so agreements are inevitable.

"Measuring the pulse”

Working remotely is easy enough to miss
something important. How employees feel,
whether the internal changes are felt by the
customers, what kind of difficulties do the
members of the organization face, what obsta-
cles need to be removed to make work even
smoother - we may not know (or find out too
late) if we don't stop and ask the stuff from
time to time. Internal surveys, short team dis-
cussions, a short week question - all ways to
get feedback are appropriate, necessary and re-

ally help to remove unforeseen obstacles.
Planning results

Working together makes it much easier to

share tasks, discuss the most important and feel
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how we are doing to achieve the agreed results.
To do this at a distance, we need to find ways
to behave differently. Both employees and
managers need to take the time and agree on
what the outcome of this day, this week, this
month is, how often and how we will discuss
progress, how to record difficulties and pro-
vide feedback. . In other words, how “dis-
tracted by different marine waters we will feel

the general direction of the wind”.

Ensuring flexibility

It is said that those who are able to adapt re-
main in nature better than others. The same
can be said about the organizations. This is es-
pecially evident during times of change. Only
by implementing change leaders can under-
stand which solutions have worked, which
have not, what we have done well, but where
we still need to improve, what challenges we
have faced and which are still out of our reach.

Therefore, being in the grip of decisions that

have already been made, because 'we have de-
cided so', is not the right way to adapt to a
changing environment. It is the freedom to
change decisions when needed, the ability to
give up historical memory, quick reaction and
flexibility in difficult situations to find the
least evils - a prerequisite for successful man-
agement of activities by working remotely. Af-
ter all, this form of work will always be accom-

panied by a sense of uncertainty.

I LITHUANIAN EXPERIENCE

level of control.

The ESFA’s management made the decision to create a coaching culture and thus change the principles of
leadership. Currently, there is a strong focus on value-based leadership and employee couching. This has

improved the quality of feedback and empowered employees to look for the best solutions, reducing the

FORMULATING GOALS FOR CHANGE

According to management theory, goals cannot be set and achieved in an environment where:

e The content of the goals is constantly changing, the numerical values of the goals are ad-

justing as we move forward
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e  You cannot control the actions of environmental factors or other people whose input is

needed to achieve the goal.

The question may therefore arise, are we in a situation where we have to temporarily postpone the goal
achieving?

In an internal employee surveys, people say that in the most uncertain situation, they would be reassured by
clear goals. According to them, the following things would help to reduce the tension the most: “concrete
work with deadlines”, “clear work plan”, “clear naming of goals”, “not maneuvering between 4-5 priorities

when the environment is unpredictable and constantly changing”.

Therefore, the conclusion is one - it is necessary to set clear and measurable goals for employees. Goals in the
extreme period help to have a clear direction, to identify a starting point from which we will bounce and to
focus energy on the most necessary and important activities, without wasting time on actions that do not
create value.

Before setting goals for your employees, it would be helpful to evaluate future activities in these aspects:

e Do employees think they can’t control things and they truly can’t;

e Do employees think they can’t control things, but in fact, they can;

e Do employees think they can control things, but they can’t;

e Do employees think they can control things but don’t really intend to do so;

e Do employees think they can control things and in fact, they can;
In an uncertain situation, we can only set goals for employees that they can control that are realistically
achievable, and depend on themselves. Asking employees for responsibility for things that are beyond their
control causes even more stress and tremendous dissatisfaction at work.

The best way to formulate the goals is to follow the universal SMART method.

S(specific)

The goal must be specific, i.e. clear and precise, it must show the end result that we are planning to achieve.

Abstract, very broad wording should, therefore, be avoided.

| Specificity and clarity in the process of change are even more relevant. It is very important not to leave "self-
explained things". For example, the goal-setting phrase "Communicate better” should be replaced by "Com-

municate information to the team after each management meeting".
M(measurable)

The goal must be measurable, i.e. it must be absolutely clear when the goal will be achieved and how exactly

you will measure its achievement. We do this by naming criteria for measuring goal achievement. It is usually
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difficult to objectively measure the achieving process of qualitative, “soft” goals. To make it easier to do this,
imagine that this goal has already been fully achieved and ask yourself the question: How, by what observa-
tion will you find out? The experience shows, that if significant or extra effort is required to measure the
achievement of a goal, it is very likely that it will remain unmeasured. In this case, it is better to choose a

simpler but realistically measurable criterion for achieving the goal.

| Previously planned numbers lose their meaning in the change. We often cannot reasonably determine new
numbers. In the process of change, it is often adequate to focus on the best possible outcome rather than on
a specific planned outcome. Therefore, it is not only the lag that is evaluated, but also the process that leads

to it.

A(achievable or agreed)

The letter A can be explained in two ways. However, both explanations, 'achievable' and 'agreed’, show that
a well-formulated goal must be discussed and agreed with all stakeholders, must always understand how the
goal will be achieved and have confidence that it can be achieved. To do this, the goals must be discussed

with the team that will have to implement them.

R(relevant)

A goal is important and relevant when it contributes to the achievement of higher-level goals (e.g., the main
strategic goal of the organization). In order to ensure this, we need to have a good knowledge and under-
standing of the goals of our organization, clearly identifying the relationship between the stated goal and the

higher goals. It must also be clear why we need to focus on this goal at this very moment.

! In the process of change, it’s necessary to concentrate on activities that are meaningful for the organization

and the employee and a lower number of priorities than usual

T(time-bound)

The goal must have a clear deadline for implementation. Terms help us structure work and encourage us to
act. It is best to specify a specific date by which the goal must be reached when setting the implementation

deadline.
| An employee has to know: What is relevant for the organization today? (fe. reorganize activities, survive,

cope with an increased workload, etc.); Can I contribute to that? How exactly can I contribute to that? What

can I/have to do in the following week?
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Tips for re-aligning goals with your team members when working under extreme conditions:

e  Schedule your meetings weekly;

e Be sure to share the results of the team and/or organization;

e  When discussing last week, focus on what has been done, what has worked out, and what

hadn’t. The result is only a consequence. Remember that you are both "shooting at a

moving target";

e All together agree on priorities 1-2 for next week. Be sure to take the time to discuss why

this is important;

e Asin the past, provide the necessary assistance, discuss the potential risks, and what

assistance the employee may need;

e Ask not only about the job but also about what the employee lives for in general. Don't

settle for "all right";

If providing the employees with the opportunity to work remotely seems like a good fit for people, the first

hurdle organizations will have to overcome is figuring out the right way to communicate with them. One

of the biggest challenges these employees report is a lack of communication and feeling “out of the loop”.

Here are some steps to communicate efficiently and effectively with remote employees.

Set expectations

The first thing to do is lay the groundwork and
establish communication guidelines for the re-
mote employees. It is necessary to talk with
them to determine a plan for what calls they
need to be on, how quickly they should re-
spond to your emails, etc. A structured ap-
proach can alleviate potential issues down the

road.

Make sure everyone is using the same technol-
ogy

Having too many communication technology
options can be overwhelming and confusing. It
is therefore necessary to agree with staff on

which IT tools you will use (for example,

which channels you will communicate with
when there are department meetings, how
staff will receive delegated tasks, in which
cases video calls are necessary, how you will
discuss progress in person, etc.). It is important
that your in-office and remote employees are
all using the same product suite and knows the
designated purpose of each tool — especially

when they are working on tasks together.

Avoid miscommunication

While it’s difficult to completely avoid mis-
communication in business, many problems
can be avoided if you’re aware of common mis-

takes. Extra attention is needed to wording,
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phrasing, spelling, and tone. If something
would be better said than written, it should be
made by phone call or schedule a quick video

call.

Allow access to data

Many companies have security features to pre-
vent outside data breaches. However, it is nec-
essary to make sure that IT department has set
up the ability for workers to easily access data
remotely, from whatever repositories you may
be using. This will ensure a single source of

truth among all workers.

Schedule 1-on-1 meetings

It is important to check-in with the remote
employees to make sure everyone is on the
same page. Whether it’s a weekly call or video
conference, they will appreciate the chance to
give and receive feedback on their work. De-
pending on how far away your remote em-
ployees live, you may want to consider setting
up monthly or semi-annual in-person meet-

ings as well.

Constantly emphasize what matters most

Usually during the extraordinary situation
people are definitely not focused right now;
people are distracted by concerns about their
own health, the health of their loved ones, talk
of a looming recession, and the future. Also, a
frequent team is not accustomed to working
from home atall. So in times of change and un-
certainty, a manager must communicate more

and more often than he sees fit.

Encourage team members to communicate with
each other

When a team works alone, it often happens
that everyone communicates with the man-
ager, but no one communicates with each
other. This means that the manager may not
have time for anyone else at all - just coordi-
nate so that everyone knows what is going on.
To prevent this from happening, it can be en-
trusted certain aspects of the bigger teams to
team mini-groups that should communicate in
video. This possibility create needs to encour-
age team members to share ideas, and can give
them preparatory work before video meetings,

which they should do more than one by one.

Master the art of remote meeting

To ensure that remote meetings are useful and
effective, it is essential to create the clear rules
for remote meetings. The advised composition
plan can include such aspects as how will be
ensured that everyone is involved, what rules
will be put in place to avoid multiple extrane-
ous work at the same time. It is important to
discover the rhythm and methodology. Still,
the most important thing when creating the
rules and conditions is to constantly check
whether they are acceptable to the team.

! Daily communication with the employees is

a must. It helps reduce the amount of negative
language that increases panic and reassures

people.
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I LITHUANIAN EXPERIENCE

ESFA's experience has shown that video meetings are more effective - more people get involved, decisions
are made faster, and time is saved. Research shows that video conferencing helps to strengthen the com-
munication between remote teams, making meetings more productive, shorter, and faster. Video calls also
serve as a means of building a human connection. When people see each other in a conversation, they
listen each other better, they can observe the body language, and they also focus on this communication
instead of doing several jobs at the same time.

Video conferences make it easier to maintain traditions or have time for informal communication. For
example, it is possible to attend remote meeting where everyone sang "Happy Birthday" on one colleague's

birthday.

ORGANIZATION OF EFFECTIVE REMOTE MEETINGS

A successful meeting or discussion is called successful when the goals of the meeting are achieved, time is
kept to a minimum, and participants feel that they have worked effectively and done meaningful work. How-
ever, in a remote meeting, we don’t have direct contact and it’s harder to feel if things are going well. There-
fore, we face an even greater challenge to involve all participants and help them communicate. In preparation
for a meeting, it is first necessary to identify whether it will be informational or problem-solving. The purpose
of the informational meeting is not to discuss, but to share information so that we know today’s status. Infor-
mational meetings are usually regular, with a standard agenda and contain a regular list of participants (e.g.,

weekly executive meetings or monthly project team meetings).

At the beginning of the meeting, the group needs to know what outcome needs to be achieved. They need
discussion, they are usually irregular, and their agenda and list of participants depends on the situation. Typ-
ical goals for meetings are:

e To share the information, feel the “pulse”.

¢ To make a decision.

e To form an attitude, to stimulate a certain way of thinking, to inspire.

e Bring together participants, reduce the communication barriers.

e Develop skills.

Below are tips for organizing effective online meetings.
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Participants

Only those who can actually contribute to the
solution of the issue should be invited to the
meeting (with the help of their knowledge and
authority). In other cases, we "turn on" tempo-
rarily or get an opinion - written ideas. When
the group exceeds 10 participants, the discus-
sion in the general group becomes difficult.
That’s why it is necessary to evaluate the tech-
nical possibilities and to divide the group dis-
cussion into smaller groups.

Knowing the goals and moods in the group, it
is necessary to assess whether the groups
should be mixed or homogeneous (e.g., func-
tions of a single unit). It is useful to distinguish
with (top) managers to discuss their role and

work rules.

Workflow planning and preparation
The principle of a good agenda: first analysis of
the situation, then a search for solutions. Allo-

cate meeting time for questions, discussions,

Rules for working together: how do we discuss online?

The following rules are most helpful:

e Everyone speaks

e  One speech - up to 3 minutes.

e We talk one by one

not reading or retelling information. Let par-
ticipants know this rule in advance and follow
it. It is advisable for participants to prepare - to
generate initial ideas, this requires that they
receive formulated questions for preparation.
They need to be specific and clear. You give a
specific deadline for participants to send their
ideas in writing. You summarize the most im-
portant points and send them to the partici-
pants before the meeting.

During the meeting, you will start the discus-
sion from the initial ideas.

Technical preparation

Be sure to test the technical capabilities in ad-
vance: how to join, how to display videos, how
to share participants for discussions. If partici-
pants have not tried them yet - send clear login
instructions and allow time for a trial login.
Despite all the benefits of video, keep in mind
an audio connection is usually more reliable

than video.

e Ifwe respond to a colleague's speech - we say our name first

e The manager speaks last

o  We seek for what unites our opinions, we seek consensus, but not necessarily full consen-

sus

o If we express doubts - we also offer a solution

Rules for working together: how we deal with technical issues?

e Ifyour environment is noisy - use the mute button.
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e Ifthe connection fails - try to disconnect and rejoin the conversation
e Do not switch off without warning
e The moderator connects for 10 -15 minutes earlier

e Participants connect for 5 min. earlier

Time management

Always start and finish on time. This is especially important in online meetings. If you finish earlier, that's a
plus. First, publish the full agenda and time for each of its questions. Remember that the most common prin-
ciple in a discussion is "How long will it take, depends on how much time you will allocate". Check back
regularly and post the remaining time. Follow the agenda. In exceptional cases, you can extend the discussion

by 10-15 minutes. To do this, you must obtain the consent of the participants.

N LITHUANIAN EXPERIENCE

The ESFA’s experience shows that the appointment of a moderator and the advance planning of questions
and time help to make meetings more efficient. Every weekly executive meetings are held by the manager
on a rotating basis according to a schedule. Working group meetings are moderated by the working group

leader, but if a discussion is planned, a discussion moderator is always appointed.

GUIDELINES FOR WRITING THE EFFECTIVE E-MAIL MESSAGES

E-mail is one of the main communication tools during working remotely. If it’s being used responsibly and
properly, it may save plenty of time for all of us. These instructions list the basic rules, etiquette, and tips

for writing Email messages.
Make sure, that Email is an appropriate communication platform for your situation

Email is not the best tool in all situations. The first thing, which should be well considered before writing
an email letter - the purpose of the letter. Do you want to transmit important information, instruction, or
directions? Maybe you want to find out some details of a certain situation or maybe solve a problem? You
must look at the purpose of the letter and then decide which tool - Email, phone call, or eye-to-eye meeting

- is best for you. Practice show, that the purpose of Email letters that increase work productivity is:

e To transmit accurate information, f.e. meeting agenda, place, list of participants, etc.
e To assign an exact task, f.e.: “Could you send me the slides for tomorrow’s meeting?”, “I invite you

to discuss a question x at 2 p.m. in my office (at a skype conference)” etc.
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We should respect and save colleagues’ time and think carefully about what to say in the message and who

has to get that message.

! Bad example of Email usage could be a situation when the conversation becomes similar to chat. Even worse

when the conversation contains more than 2 chatters. This happens when a letter sender chaotically and
Inconsistently expresses their thoughts.

Properly formulate your topic

Email topic has to be clear, brief, but informative so that the recipient understands what the aim of the mes-
sage is. The topic must be associated with the message you want to send and be as short as it could be. F.e.
“Department staff meeting”, “Request for comments on the report”, “Regarding the board meeting. See you

on Wednesday”, “Urgent meeting”, “Request to answer questions”, “Information security test: please pass”,

etc.

It’s better to carefully mark the Email letters with “URGENT” or “IMPORTANT”. If the recipient gets such
letters who are always marked then finally the red exclamation sign would lose its meaning and it would only
say, that you think you’re more important than the others. So such markers shouldn’t be overused on unim-
portant letters, only for the significant ones.

I Don’t ever leave the topic field blank - such letter wouldn 't get recipient’s attention and you won 't get your

response quickly. If you reply or resend the letter, you should always check the topic and if needed - specify
it.

Properly use To, CC, BCC fields.
Regarding the content and the addressees of the letter, we have to cautiously use 7o, CC, BCC'fields
e “To” is a field that is intended to direct letter recipient or recipients from which we usu-
ally expect the answer. You should very responsibly think about things like are the people,
which you included in the “To” field truly deserve to be there. Is your transmitted infor-
mation relevant or is it only just worthless information.
e “CC” (Carbon Copy) field is for additional recipients, who have to get the information, but
not committed to react or respond to it.
e “BCC” (Blind Carbon Copy) field is for analogous information, but without showing the

addressee to other recipients.

! In the process of development or coordinating the document, every letter shouldn’t reach managers. They
should only receive priority, critical and fully processed information by the inside of the unit. Except in
those cases, when managers themselves wish to be a part of the conversation. Or if you're listed in the re-
cipients’ list and want to only thank the sender for the information, it’s not necessary to send a thanks letter
to all the recipients.
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Think about the addressee - a person who will read the letter.

As in communicating in life, the content and the tone of the Email letter should vary according to the ad-
dressee - their relationship with you, duties, status. It doesn’t mean that if you have a good relationship
with a colleague or a client you should write them less responsibly or that the letter to a representative of
the ministry must be intricate or complicated. It’s important to realize, that usually, our understanding

about the same things and the time through which we can delve into the context is different.

I The higher the position, the less opportunity a person has to delve into a large amount of information, so

the message, which could be easily understood by the project or program manager, could be totally incom-
prehensible to a member of the Board or the auditor of the State Audit Office who does not know anything
about the matter yet. In this case, this rule would really help: the higher the position, the simpler, the
shorter and the more accurate the message should be.

Create a simple, clear and polite content

When writing e-mails, we should follow the usual rules of conduct, language etiquette requirements and
don’t forget the communication norms that are specific to your language. Mistakes show our illiteracy, haste
and disrespect. In cyberspace, etiquette has its own peculiarities. Here, the person, we are communicating
with don’t see our facial expressions, body language, don’t hear the tone of our voice. By communicating by
Email, we not only strive to implement various work tasks but also create our image as an employee and our

institution.

The text of the letter: simple, clear, brief and specific

The most important thing is to make sure, that after reading the letter, the person should understand what to
do: have a look to the information, complete the task, send comments, express an opinion, etc. Unfortunately,
usually, when people receive the information, they truly don’t know what to do with it, so as we write, we
can predict the recipient's questions. If we send a short message, f.e. "The meeting on the description of
funding conditions has been cancelled today", undoubtedly the recipient of the letter will have questions,
why cancelled, when will the meeting start. That’s why you need to give all the essential information so that

there wouldn’t be any questions.

To make the content of the letter clear, it is important to present the context properly. We can use a quote
or the summary of the content from the questioning letter for this. Some people might get half of a hundred
letters a day, to which they need to answer, so it’s not always possible to remember every conversation with
every person. It’s not polite to make the letter recipient to browse the whole inbox and to search for the

context.
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It would be best if you would write the letters concisely with only a few sentences, wouldn’t overload the
text with irrelevant information, observations. Longer letters are left to read for later. It is ideal when one
letter is written on one topic. However, if the more complex content needs to be laid out, it needs to be given

a clear structure.

If the letter is important, but you have doubts about whether it is properly written, you can always ask help
from one of your colleagues for them to read - 4 eyes fundamental lets you correct the mistakes. Also, you

get the chance to ensure, that after reading the letter, there would be given questions.

Give the letter a clear structure, group the information

The majority of people just don’t read all of the document, they only search for important highlights. Same
goes here, that’s why you must sort the information. For message structure to be clear, you need to use titles,
bolds, alignments or other text formatting functions. However, in this case, you should behave in moderation
and don’t overuse too many text formatting tools, diverse font styles, etc. In everyday letters, you shouldn’t
use colored Email letter background, colored and unusual font styles, images or other “beautiful” letter de-
signs. The over usage of any design element (highlights, exclamation signs, emojis, etc.) will worsen the read-

ing of the letter. We should keep it clean - then it will be easier to read and to respond for the recipient.

| We should be careful while writing capital letters. If you overuse them, readers will think that the message

contains yelling, or maybe will think, that you’ve been too lazy to properly correct the text.

Read the whole message and answer the main questions:

° Did I provide all the information the recipient needed?

° Will the recipient understand my message?

° Are my arguments clear?

° Is there a clear plan for further action - will the recipient understand what to do with the

information received?

I LITHUANIAN EXPERIENCE

The ESFA’s experience shows that according to this e-mail guidelines, the message flow decreased by 30%.
Employees receive much less unnecessary or unnecessary information, no more wasting time explaining

what tasks he needs to perform after receiving incomprehensible emails.
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REMOTE PERFORMANCE MANAGEMENT BEST PRACTICE

When it comes to choosing your remote team management tools, you need to tread carefully; no one wants
to feel as though they’re being spied on. Many remote management tools carry unfortunate power biases that
work against employees. Often they use creepy tactics like screenshots and keystroke tracking to police. So
make sure you choose an employee-led tracking tool that leads with trust — any tool you're using should
comprehensively explain how an employee’s data is handled. Remote team management simply won’t work
if people don’t feel comfortable using your tools. You also need to insure your management tools don’t create
extra work for your team. They should be as lightweight as possible; being intuitive, easy-to-use and doing
one job really well. Learning curves and feature loads matter; everyone should be able to get up-and-running
quickly and be clear on how to use the tool. Tools that specialize in one area may give you more value than
those promising to solve everything — you don’t want to end up paying for a load of functionality you don’t

end up using.

With the right tools, managing remote teams isn’t especially difficult or different to managing people in-

house. There are just a few fundamentals you need to keep in mind to keep your remote team happy, heard

and supported.

Team visibility

If your remote workers are spread out all over
the world, keeping track of who’s working on
what can seem daunting — but, with the right
tools, you can see what everyone’s working on
without any hassle. The first requirement is
solid team visibility — not so you can mi-
cromanage, but so you can understand pro-
gress, offer thoughtful support and keep every-
one pulling in the same direction. Remote
teams need to feel comfortable with that level
of visibility. You need to clearly communicate
that performance management tools aren’t be-
ing used for some sinister reason; they help the
whole team stay coordinated. Everyone needs

to be able to quickly see which tasks are being

done by whom, when they’ll likely be com-
pleted, and what a colleague is booked on next.
Obviously, if you're using tools which protect

employee privacy and serve their interests, this

shouldn’t be a hard sell.

Keeping a healthy workload

Visibility over your remote support team also
helps you ensure all employees have a healthy
workload. When you’re working remotely,
you don’t have the same physical separation
between work and home; you can’t just step
out of the office and leave your job behind
when you go. Because of that, it’s easy to feel
stressed, tired or anxious — and burn out. By
seeing every employee’s workload, you can

monitor burnout and balance the workload of
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your entire team, too. If one employee clearly
has way too much on their plate, and another
has space to help, you can quickly reallocate
resources. It ensures everyone is working
healthily within their weekly capacity — pro-
tecting people from the worst effects of “over

engagement”.

Supporting remote worker autonomy

Trust is essential for successful remote work-
ing. Managers need to be sure that each remote
member is self-disciplined — in control of their
own productivity and comfortable working
without any supervisors. But this trust goes
both ways, and remote workers should also
feel trusted to work in the ways they see best.
The right tools can actually encourage remote
workers to take charge of their own productive

performance. With a private space to analyze

their activity, they can identify how they work
best, understand what holds them back, and
become mindful of how they get distracted.
With these insights, employees can introduce
effective change to master their own workflow
— whether that means trying a new work struc-
ture, outsourcing low-value work to new tools,
or addressing bloated processes. Ultimately,
you want to get to the point where remote col-
leagues work together seamlessly without

needing a boss or manager to wade in. By trust-
ing your remote team to work out the ways
that suit them best, you're allowing them to
become masters of their own time —and in the
world of remote work, that autonomy and

sense of ownership goes a very long way.

FEEDBACK PRACTICES FOR EMPLOYEES WORKING REMOTELY

For many, the most challenging communication practice is offering honest feedback. Feedback and construc-
tive criticism are necessary components for managing workflow, employee growth and satisfaction. Under
optimal circumstances, there is no guarantee that your feedback will translate into productive results. In this
volatile, stressful economic and employment climate, staff will be especially tuned into leadership as they
look for direction, support, and motivation. Feedback, delivered with empathy and patience, is the glue that

bonds staff to productivity.

If You See Something, Say Something

Negative feelings, confusion, and gossip escalate when interpersonal and business issues are not immediately
addressed. These circumstances are especially relevant when a staff, accustomed to face-to-face interactions,
is only seen through a screen or heard over the phone. Verbal and non-verbal cues that colleagues use to
signal intentions and opinions can be easily overlooked in this virtual-meeting environment. By making a

feedback loop part of your routine and regularly incorporating it into conversations and one-on-one calls,
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you'll quickly minimize friction and misunderstanding, improve morale, and keep your business moving for-

ward.

Check-in First
Begin the feedback conversation with a check-in. "How are you doing today?" and "What is the most im-
portant thing you are working on today?" These questions give you insight into your listener's frame of mind.

From here, you can gauge how quickly the feedback you're offering will be acted upon and incorporated.

Lead With Appreciation and the Desired Outcome

A staff that's dedicated will always want to improve, and feedback is critical for personal growth. Having said
that, very few people like surprises-especially now. When people feel surprised or blindsided by feedback,
they are more likely to react defensively and less likely to incorporate your advice. Stating the desired out-
come at the beginning of the conversation eliminates the element of surprise, signals the behavior modifica-
tion you're looking for and allows you to show appreciation for past contributions. It sounds like, "Krista, one
of the things I appreciate most about you is your ability to generate creative solutions. Let's talk today about

improving your delivery so that your ideas are better understood."

Use the Model: Situation- Behavior-Impact

This model is easy to understand and remember. The model puts the focus on a specific point in time, isolates
a behavioral characteristic, and describes its larger impact on either productivity or interpersonal relation-
ships. The structure prevents overblown, generalized feedback that leaves employees feeling defensive and
confused. Avoid observations like, "You're ALWAYS interrupting in meetings. It's highly annoying and un-

professional.”

Specific: describe the situation. Be specific about where and when it occurred.

"I noticed in yesterday afternoon's meeting..."

Behavior: describe observable behavior. Don't assume that you know what the other person was think-
ing.
"You kept interrupting when others were talking."

Impact: describe the results of the behavior.

Because it directly correlates with a point in time, the result should include the feeling that resulted.

Once described and absorbed, action and improvement plans can be discussed and implemented.
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Recipient Generated Accountability

Begin by asking about what they wanted to accomplish. Rather than, "What were you thinking?" a question
whose intent can easily cause a defensive reaction and transfer the ownership of the work to you, begin with,
"What were you hoping to accomplish at yesterday's meeting?" Once the intent is understood, move to create

an improvement plan with accountability.

Question-based inquiries allow you to take on a supportive role. Open-ended questions, like the ones below,
will guide staff toward a self-generated accountability plan.

How do you...?

What can we...?

What do you think?

What do you see as the best/worst-case scenarios?

What does the timeline look like?

What do you need?

How can I help?

N LITHUANIAN EXPERIENCE

In the experience of the ESFA, it is useful to receive periodic feedback from staff by integrating questions
into annual employee surveys. In the case of the ESFA, such questions are presented with the employee

engagement survey, an internal communication survey, and are included in the performance appraisal.

HOW TO ADAPT TO A NEW REALITY?

In March 2020, remote working quickly got a whole new meaning due to the coronavirus pandemic. Sud-
denly, almost everyone was instructed to work remotely. Previously, remote work had been based on a vol-
untary nature, trust, and letting the employees decide on their work environment. Now, however, the situa-
tion is exceptional, as everyone who possibly can is simultaneously shifting to working remotely. We have

never been in this situation before.

According to some psychologists, this pandemic situation should not be a time of productivity and efficiency.

Radical self-pressure to adapt to the situation can cause burnout, panic attacks, depression, or other negative
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outcomes among the employees who must balance many roles and responsibilities. Aisha S. Ahman, a re-

searcher at the University of Toronto offers three essential steps that can help people to accept the situation

as mature as possible.

Security

It is perfectly understandable that you will feel
bad at the beginning of a crisis — it is normal to
feel sad or upset in such cases. You should
come to terms with these feelings and experi-
ence them so that they will ultimately help
you deal with anxiety. No sane person can feel
good in the face of a global catastrophe. During
this period, suggests Ahman, it is possible to fo-
cus on food, family, friends, sports. Speaking
about sports, the author emphasizes that you
should not put too much pressure on yourself
but look at your body realistically. If you have
never run marathons, you should not try to
run them during the first few weeks of quar-
antine. Ahman also suggests ignoring overly
aggressive, demonstrating productivity mes-
sages on social media. It is perfectly normal if
you wake up on the third morning. It is per-
fectly normal if you forget to eat or eat too
much. It is perfectly normal if you do not want
or don’t manage to finish your goals. Try to
give up thoughts on what you should do now
and focus on your psychological and physical
safety. Talk to your family, try to build a
"team" around you that will go through this
difficult time together.

The mental shift

Once you have adapted to the circumstances
and feel safer — only then you can start work-

ing more actively and furiously, trying to get

back to your normal workload. After a while,
your brain will recover, but there is no need to
rush psychological shift and adaptation to
transformation, especially if you have never
experienced such a situation. A. Ahman re-
members a note seen on Twitter: “Day One: I
will meditate and constantly lift weights / Day
4: I eat ice cream with pasta”. Although this
post is a joke, it speaks of a normal state: to give
up from time to time. The most important
thing is not to punish yourself for it and think
about authenticity. The most important psy-
chological shifts require humility and pa-
tience. Focus on true inner change. These
changes will be sincere, genuine, disgusting,
hopeful, beautiful, annoying, and wonderful.
Slow down. Let this slowness distract you:
change the way you think and the way you
look at the world. The world is the result of our
creation. Let this tragedy remove our wrong

assumptions and give us courage to new ideas.

Embrace a new normal

As you slowly overcome the difficult period of
quarantine and pandemic, your great brains
and motivation will be waiting for you. It is
worth understanding, says A. Ahman, that this
period is not a sprint, but rather a marathon
and if you start it too quickly and too intensely
you can lose strength. Be prepared that this

crisis will last for a year, maybe longer, and
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then there will be a period during which the shorter than you expected. At the end of this
world and you will have to recover. You will journey, you will find hope and increased re-

be pleasantly surprised if this period lasts silience for such periods.

It will be interesting to see how our values change after this crisis has passed. What are the things that will
come to the fore in our minds and what will change in the future? It may well be that we find ourselves
suddenly enjoying and even looking forward to the background noise of our offices. Hopefully, we will all be

back out there soon.

I LITHUANIAN EXPERIENCE

A new section "Quarantine Library" has been created on the ESFA internal website. That section regularly
contains useful information for employees on how they can help themselves by working remotely under
quarantine conditions. It publishes articles by various psychologists, webinars on efficiency and time plan-
ning, work with children, and more. During the first half hour, this section was reviewed by 90 employees,
which showed great interest in such information.

Employees also have the opportunity to participate in online learning that ESFA has purchased for them.
The training cycle is called # Improve at Home and takes place on different topics at least three times a
week. Employees choose the topics they are interested in and thus have the opportunity not only to work

at home, but also to acquire the missing skills.

TIPS AND TRICKS FOR REMOTE WORKING

Working from home sometimes is not easy. You need discipline and a strong will, otherwise, ages can pass
before you get any work done. Here are ten tips that will make it easier for you to work from home. Remem-

ber though: the most important thing is your determination.

Have your work in one place

The most important thing when working from home is your work environment. Arrange your space to be as
peaceful and comfortable as possible — a place where you can concentrate and effectively do your work.
Working from the living room with the TV turned on may be fun at first, but after a while, you will discover

that you are typing more on the TV remote than you are on your keyboard.

The key to working from home is your desk. It should only be for your work, if possible, and it should allow

you to minimize the number of times you need to leave it. It means that you should have all the tools, docu-

ments you need for your job near so that you do not have to go looking for some form elsewhere in the house.
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When you leave your desk, there are all sorts of things waiting for your attention — the couch, coffee machine,

bed, bookshelves...They can lure you away from work.

Some people prefer to have an entire room set up for work, like an office. That way they can completely
minimize unnecessary distractions. Others though can get by with a minimalist design in the corner of the
bedroom. It is up to you to choose what to go for, but it has to be effective. You could also consider opting
for a desk that you stand at, rather than sit at. Ernest Hemingway, Charles Dickens, and Leonardo Da Vinci,

for example, all stood at their desks to work.

Make full use of your flexible work time
Make sure that working from home is just like “going to work”, with a meeting schedule that defines work
start, lunch and end of work. Create deadlines for yourself and set goals on what you have to achieve during

the day — make a plan for yourself.

Do not underestimate the working hours. If your client or employer does not make you set your working
hours, set them yourself. After all, you know better than anyone else when you are most productive. Are you
a night owl or a morning lark? Try to protect this time from any disturbance and use it for doing the most
important and difficult tasks of the day. No one is going to tell you to be at your desk form 9 a.m. to 6 p.m.
with a half-hour break for lunch, but the time is your biggest advantage over people who commute to work,

so use it wisely.

Set your work time according to how it suits you. If you are a morning larks, you can get up at 5 a.m. and get
most of your work done until lunchtime. If you are an owl you can work in the evenings from 6 to 10 p.m.
Other people like to do two hours of work and then take an hour off to go running or work out. Plan your
time according to your requirements. The most important thing is then to stick to that plan.

One of the most important new work-related skills is self-assessment and management of your own time and
resources. If you feel like this is not working and that confusion is sapping too much of your energy, it is
worth letting your supervisor or team know right away. There are always solutions to be found when chal-

lenges are discussed openly.

Home dress code
Pyjamas are great and wonderfully comfortable. But hand on heart — handling phone calls in the afternoon
in the clothes you go to bed in is a bit strange. It is difficult to describe, but the way you are dressed affects

how you come across to others, even if they cannot see you. And most of all, you influence how you feel
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about yourself. No one is going to tell you to walk around at home in a suit, but if you change into work

clothes immediately after breakfast, it honestly will have a big effect on your productivity.

Energy and fuels

Working from home brings the possibility to go straight to the refrigerator whenever you like. Not only will
it not have a good effect on your work performance, but your body will also start to suffer. There is a simple
way of dealing with this: change the contents of your refrigerator, replace the biscuits and candies with fruit
and vegetables, replace coffee with tea, and prepare a light breakfast and lunch. There is nothing worse than
unhealthy and junk food. It will make you step back from your work and you will still feel tired, even after
resting. The same applies to something sweet. If all you have got in the refrigerator is the fruit, you will get

the energy you need quickly, and you will not feel tired either.

Frequency is important too. It is better to eat small amounts several times throughout the day, rather than
having a substantial lunch at two and then just lounging around. If you can, you should prepare snacks a day

in advance.

Drink lots of water. It will help you in so many ways. Always have it to hand and then you will not be craving
for food. Do not forget that mental strain is tiring too. If you drink lots of water, you will not get tired so

quickly and you will manage much more work.

Household rules

If you are on your own at home, then you are halfway there. But if you are sharing a household, then you
should agree on clear rules. Reaching an agreement with your family members is particularly important.
Many people don’t understand that when you are at home but in “working hours”, you have to work and
cannot also devote yourself to your “partner” and plan where you're going on vacation together or think
together about what you're going to cook for supper. Even one innocent question can hinder your perfor-
mance and it will take time to come back. The situation is even worse if you have a parent at home with a

child on maternity leave. If that is the case, you will not be able to manage without strict rules.

You will probably need a separate room, and it may need to be soundproofed too. Why? Because if you hear
your child crying, your head is automatically going to tell you that you need to do something about it, and
you will leave your work. Harmonizing the life of a young family with an office at home is not at all easy,

and only a few people can manage it. So, sometimes maybe the better choice is to come back to the office.
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Cut yourself off from the world
An end to social networks, email, and mobile phone. Think it is impossible because you need your phone and

email for work? Think again.

All of us need to send and share our work, discuss presentations, or find out when we need to be at a meeting.
No doubt about that. But if you have always got Facebook in your Bookmarks on Internet Explorer, and your

friends are sending you funny photos from the weekend, you will not get anything done.

The best way to keep working efficiently and not have anything affect or disrupt your con-centration is to
set yourself ‘blocks’ of activities. For example, have a 10-minute coffee break on your social network early in
the morning, and after you have changed into your work clothes, take half an hour to do your emails and the
same amount of time to handle all your calls. Then close your email window and calendar and switch your
phone to silent and not-vi-brate. You can skim through everything after lunch and before the end of your

working day. This will increase your efficiency to the absolute maximum.

If someone disturbs you in the middle of your work, it is difficult to get back into the rhythm and that makes
you more tired. Do not be afraid to tell your friends and family that they will not be able to get through to
you at a certain time. If you need your phone, divide your con-tacts into those you need for work, and put
the others on silent. Then only the important callers will be able to get through to you, and you can attend

to the rest after work.

Work in blocks
Setting aside part of the day for handling work-related calls and emails is the first step towards effective work.

The second is to create blocks of activity, as we explained above, depending on what you are doing.

It is effective to group similar tasks and do it at the same time (work in blocks), e. g., to answer your emails
in the afternoon (if they are not urgent) when your productivity is not so high or try to plan all your meetings
at the same part of the day so that to defend another part of the day for the tasks that are requiring your full
concentration. Filling in reports is something necessary and essential. But you can do it at a time when you
are not feeling that creative. For some people that may be in the morning, for others in the afternoon. If you
enter individual blocks of activities in your schedule and stick to them, it will give you a sense of drive all

day.

If you are smart, you'll plan the blocks on Sunday for the whole week and before the end of each day, you'll

identify work for the following day. If you don’t do this, you will not be able to distinguish between tasks
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that are important/unimportant, and you will not be able to distinguish between tasks that can be put off/can-
not be put off. As a result, you will be under time pressure, your head will constantly be turning things over,

and you will never be able to rest.

Do some exercise and give your head a gust of fresh air
Do you find it takes you a long time to get into a work rhythm in the morning? Try swapping your evening
run for a morning run and go out for a jog for half an hour at half-past seven in the morning. You will get

into work rhythm quickly and your body will feel good all day.

Cannot fit in a run in the morning? Take 10 minutes to do some push-ups or sit-ups and you’ll feel more
productive for a quarter of an hour. If your state of health will not allow you to do that, then go for a walk in

the fresh air. Your head will be clear, and you will be ready to work.

Morning makes the day
Forbes conducted a survey of 23 highly successful people and found each of them had a specific morning
ritual. The most popular early morning ritual was working out, the second — spending the time with the

family, and the third — attending to emails or reading the news.

For instance, Mark Zuckerberg always puts on the same clothes every morning, because in his words: “It
means [ have one decision less to make each day”. Routine is the main source of energy. Amazon boss Jeff
Bezos hates morning meetings and therefore does everything he can to avoid them. Instead, he spends time
having a good, long breakfast with his family. In general, though, there is one thing that all these successful

people have in common: they do not take that ten-minute lie-in after they hit the alarm clock.

An early start gives you an extra hour in the day, and you must not miss it. It does not matter whether you
get up at five in the morning or ten. The important thing is that you teach your body to get up at a certain

time and get up at that set time.

If you do not do that, you will struggle from the start. You will want to stay in bed for longer, and by doing
so you will sleep through the most important part of your day. Studies show that people who get up early are
more optimistic and better at problem-solving. Get up exactly when your alarm clock first rings for a week

and by the next week, it will be automatic. Your body will adjust.
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Morning is the ideal time to let your thoughts run free

It is peace and quiet, so it is the perfect opportunity to think about what the day has in store. Write down
what you want to do that day. What sort of day it is going to be? All it takes is two minutes in the morning
to put yourself in a much better mood all day when performing your tasks. This method of visualizing the
day ahead was something that Tomas Bata used to do: “I imagine my day. All my goals and the methods I will

use to achieve them, and the motivations that drive me. And I do so before the day begins”.

Time is the most important thing you have in life, so use breakfast to savour your family atmosphere. A
healthy breakfast will give you the strength to manage a demanding day and spending some time with your
family will lighten your head when you’re weighed down with work-related tasks. For example, Barack
Obama’s main morning ritual was having breakfast with his family and getting his two daughters’ school bags

ready.

Eat a frog first thing in the morning - Identify the most demanding and most important task for the day in
question, perhaps the one that you would most like to put off until tomorrow. Then commit to getting it done
as soon as possible. Writer Brian Tracy describes it nicely: “If you eat a frog for breakfast, the rest of the day
will be easy”. The sooner you get the worst task out of the way, the sooner you will feel better. There is no
better feeling than getting things sorted out in the morning, especially if they would have weighed on your

mind all day. Your head will thank you for it.

The small thing that takes about a minute, but its effect is invaluable - All you have to do is to read something
positive and motivating, something that reminds you why it is that you are getting up, first thing in the
morning. In 2006 Steve Jobs said: “Ever since I was eighteen, so for thirty-three years now, I have looked in
the mirror every morning and asked myself: if today were the last day of my life, would I want to do what I
am about to do today? And if my answer is “no”, I would do something different and I get the same answer

for a few days in a row, then I know that I need to change something”.

The most common morning ritual among successful people is an exercise in the morning. It will get your
blood pumping and get the day off to a quick start. Many successful people start the day at the gym at five in
the morning, others — with a 10 km run, yoga, and meditation. It is the best way to get ready for the whole

working day.
Any moments when you have time for yourself are incredibly important. Enjoy watching the sunrise, listen

to birds singing in the garden, or simply breathe out loud for a minute. There is no substitute for such mo-

ments of calm, and the best time to find them is early in the morning,
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Do you hate having to get up early in the morning and you are tired all day long? Then count how many
hours you have slept this week. Would you like to know the secret to feel good when you get up in the
morning? The secret is going to bed on time. You cannot dupe your body with exercise or a hearty breakfast.

You have to give it the right amount of sleep it needs. Then your mornings will change.

Enjoy your work

The most important recommendation for working remotely right now is to stay positive and look to the
future. It is good to consider what the most important elements that make your work meaningful are and
what is most worthwhile from the employer’s perspective. It is beneficial to put most of your concentration
into these things and try to share this constructive attitude with the other members of your work community.
You can stick to every piece of advice possible about how to work from home, but the most important thing

is to enjoy your work and to surround yourself with positive people.
Only by working as best you can and enjoying your work can you realize yourself and enjoy a high quality

of your life. Not necessarily easy, but meaningful work is associated with a good mood and health. Only we

are responsible for our behaviour and feelings and can give meaning to our work. Do not forget this.
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