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INTRODUCTION
For many, it seemed that almost overnight, the Covid-19 pandemic hit the world. The impact

on all of our lives has been unprecedented. Public and private sectors have had to adapt at

speed. Businesses have closed their doors, countries are in lockdown, schools are out and

for those who can, remote working has had to become the new norm.

We are all adapting to a new way of living and working and in many ways we are far more

fortunate than those living through past pandemics in terms of the science which strives to

find the cure and the technology that is keeping us all connected.

As the Covid-19 situation evolves, many businesses are supporting employees to work from

home. Some businesses have been able to adapt quickly, whilst others are more uncertain.

This "survival kit" will outline some of the things to consider as well as listing some tools and

resources which can help keep your business running in these particularly testing times. We

have even included some links to online resources for children to help with the challenge of

home schooling!

Above all else, remember that the team at Shackleton are all here and ready to help during

this difficult time!
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REMOTE WORKING - THINGS TO CONSIDER

Software as a Service (SaaS)

Cloud productivity tools such as Microsoft Office 365, Zoom, Slack, online CRM's and other

cloud solutions have made it possible for many to work anywhere. Collaborating in the cloud

makes it possible to communicate, hold virtual meetings, co-edit files - all in real time. Most

solutions can be used on any device making them truly mobile solutions.

Virtual Access

Some employees will need to work on physical desktops because of software or hardware

requirements. Businesses using CAD software or some versions of SAGE may need to be set

up with remote access to their desktops. Depending on your company set-up, this can be

achieved via VPN or Remote Desktop for example.

Hardware availability has become an issue with the whole country needing to source laptops

to supply to their workforce. It is possible to look at "off-the-shelf" laptops (but please

check with Shackleton or your IT Service Provider to ensure the right spec for your needs) or

set up staff to work remotely using their own personal devices. It is, however, important to

ensure that this is done in a secure manner to protect your business data.

Security

Cybercriminals are already using the Covid-19 crisis to target individuals and businesses and

so it is especially important at this time to ensure your network and systems are secure. Use

2-factor authentication, data encryption and advanced settings on physical devices and

virtual desktops. Ensure, that you have anti-virus, anti-spam and web filtering for all

machines (remember to have this installed on new machines) and users. Make sure

employees are following a robust password policy to avoid cybercriminals stealing

credentials. Stolen credentials may be offered for sale on the Dark Web, used to gain access

to your systems or divert invoices and send identical ones with fake bank details.
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Business Continuity/Disaster Recovery

This crisis will have brought home to many the need for a having a robust Business

Continuity/Disaster Recovery plan. These need to be reviewed and updated regularly.

Some areas to consider:

• Server backup

• Cloud back up for Office 365

• Use password manager for business applications in case an employee is unexpectedly

absent

• Use shared file storage, such as SharePoint, rather than storing documents on

individual machines

• Invest is SaaS which allows for remote working

• Consider having a stock of additional machines to hand to allow staff to work remotely

if required
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MICROSOFT OFFICE 365
Microsoft Office 365 provides the collaboration tools and software as a service solution for

businesses of all sizes. Being cloud based means that employees can access all applications

included within their subscription level remotely.

Below is an overview of the most commonly used apps within Microsoft Office 365.

Teams

Teams provides easy access to the information needed in a dedicated hub for teamwork from

either a desktop app or online.

Designed to be the central place to get your work done, users can see all the teams they are

in and collaborate with both colleagues and external guests.

Fully integrated with:

• Office Desktop & Online Apps

• SharePoint Online

• Exchange Online

• Can be used for video conference calls

Can be integrated by individual users with other solutions such as Dynamics and Yammer to

100’s of non Microsoft solutions such as Twitter, Jira, Trello and Zendesk.
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SharePoint

For some companies, SharePoint can completely replace a server as the primary way to store

and share files. Depending on the settings configured in the security and compliance section

you can also share files with partners, named guests or anonymous users.

SharePoint allows you to share, co-author and work on the same documents in real-time

with your colleagues.
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Office Apps

The office apps come in two versions – Online and Desktop versions.

Both versions support Co-Authoring and collaboration on all of the popular operating

systems.

ONLINE OFFICE APPS

• Word, Excel and PowerPoint are included

• Visio Online and Project Online are premium “add-ons” licensed monthly per user.

DESKTOP OFFICE APPS

• Full featured versions of the latest Microsoft Office Suite

• Each user license can install Office on 5 PCs or Macs, 5 tablets and 5 phones for that

users use.

• A multiple activation option exists for shared computer use.

• Gets features released as soon as the product team makes them available

• Provides an evergreen “Office as a Service”

MAIL

Access email remotely from the cloud and integrate seamlessly with other Office 365 App

such as Team and SharePoint.
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COLLABORATION TOOLS
For those who have not yet migrated to Office 365, there are a number of tools you can use

to facilitate remote working. We have listed a few of these below. Please note that we

cannot support these third party apps and platforms (apart from Office 365) as part of your

support Agreement.

• Teams - for those who do not currently have Office 365 or for those with mailbox only

licenses, Microsoft are giving free Office 365 E1 licenses for 6 months to businesses.

This can be arranged through Shackleton. https://www.microsoft.com/en-us/

microsoft-365/blog/2020/03/05/our-commitment-to-customers-during-covid-19/

• Slack – (Free and paid options) Slack is essentially a communication tool for your

whole company, designed to replace email as your primary method of communication

and sharing. Workspaces allow you to organise communications by channels for group

discussions and allows for private messages to share information, files, and more all in

one place.

• Google - G-Suite - apps include gmail, Google Drive, Calendar, Google Docs, Google

Hangouts Chat and Google Meet

◦ https://support.google.com/a/answer/1631886?hl=en

◦ https://cloud.google.com/blog/products/g-suite/helping-businesses-and-schools-

stay-connected-in-response-to-coronavirus

• Flowdock - (free for teams of up to 5 users) - hub for social team collaboration

https://www.flowdock.com/

• Discord - A community chat app with video, chat and voice features. Usually used by

gamers but it is free! - https://discordapp.com/

• Rocket.Chat - Free open source collaboration and workflow management solution-

https://rocket.chat/

• Workflowy - Collaboration/Productivity tool - https://workflowy.com/

• Loom - For capturing a video of your screen to share - https://www.loom.com/
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Click on any of the links provided to visit the site and review the tool.
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VIDEO CONFERENCING AND MEETINGS
When we can't meet face-to-face, video conferencing tools can help maintain those all

important relationships with your colleagues and clients. Here are a few to consider:

• Teams - Teams allows you to video call with internal team members and external

contacts (via a link/browser)

• Zoom - (Free for single users) Cloud platform for video and audio conferencing

https://zoom.us/ There have been some security concerns over Zoom so please take

the appropriate actions. https://www.wired.co.uk/article/zoom-privacy-settings

• Skype - free for individuals - https://www.skype.com/en/

• Google Hangouts Meet (Free till 1st July, 2020) - for video meetings using browser. Can

share desktop and presentations with team and customers

• LogMeIn (GoTo Meetings) – LogMein’s Remote Work Kit – Free for 90 days

https://www.gotomeeting.com/en-gb/work-remote

• BlueJeans - video conferencing (currently 20% off pricing) https://www.bluejeans.com/

• JoinMe - screen sharing and online meetings https://www.join.me/ - Free ‘Lite’ version

• Adobe Connect - web conferencing https://www.adobe.com/products/

adobeconnect.html - Free for 90 days

• Whereby - Video conferencing - https://whereby.com/ – free for single users

• Cisco Webex - (90 Day Free Trial) - video conferencing - https://www.webex.com/

• Wurkr - video platform that replicates your physical office online. https://wurkr.io/
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Click on any of the links provided to visit the site and review the tool.
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TOOLS FOR PRODUCTIVITY
Staying productive at this time has its challenges. Here are some tools that might help:

• Sharepoint - File storage/sharing - Part of Office 365 (See above)

• Dropbox - File storage/sharing - https://www.dropbox.com/business

• Google Drive - File storage/sharing - (see G Suite above)

• Zoho Remotely - Free until 1st July - https://www.zoho.com/remotely/

• Trello - Trello’s boards, lists and cards enable you to organise and prioritise work and

projects, individually and within teams https://trello.com/home

• Basecamp - for project management - https://basecamp.com/

• Docusign - Electronic signature solution (free for 3 months) https://go.docusign.com/

trial/us-openforbusiness/

• Pandadoc - Electronic signature solution (currently free) - https://www.pandadoc.com/

free-electronic-signature-software/

• Doodle - Online tool for calendar/time management - https://doodle.com/login

• Todois - Online To-Do and collaboration tool - https://todoist.com/

• Strict Workflow - type "Strict Workflow" into Google search and then add extension to

bookmark tab. It will enforce a strict 25 min/5 min workflow (25 mins work followed by

5 mins of break) - https://chrome.google.com/webstore/detail/strict-workflow/

cgmnfnmlficgeijcalkgnnkigkefkbhd?hl=en
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TIPS FOR WORKING FROM HOME

• One size does not fit all - Different things work for different people and it is important

to find the right working pattern, habits and environment that works for you.

• Start the day the right way (for you) - It’s always good to start the day fresh. If you

enjoy exercise it’s a great idea to take part in an early morning run or walk to clear

your mind. Set your alarm as you would if you were going into the office. Even use your

commute time to do things you wouldn't usually have time to do such as daily exercise,

meditation or even just that extra cup of coffee!

• Set times - Try to set times for your working day. Ensure you take a break for lunch

and take breaks away from your desk. Try not to let work creep into your personal time

in the evenings.

• Flexible - Whilst set times are important, how that looks might vary. For instance,

some people like to start work early and get a few hours done before others start the

day. Others, perhaps who are juggling having the children at home right now, may find it

easier to work a bit later in the evening. Find out what works for you and discuss with

your organisation to see how it can work for everyone.

• Plan your day - Plan your day around your tasks. For example, some people like to do

high-priority things first then focus on projects. Some of the productivity tools above

may be helpful in allocating time and creating to-do lists.

• Dress for Success - This does not mean you have to wear a full business suit to sit at

your kitchen table. It does mean that you should be comfortable but also dress

appropriately for video conference calls!

• Dedicated workspace - where possible, try and create a dedicated workspace which is

separate from the space you use to relax in the evening and is clear of distractions. If

this isn't possible, make sure you clear your work away each evening.
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Due to the COVID-19 global pandemic,
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been thrown into the self-disciplined

world of working from home. We have

pulled together some tips that may

help make things a little easier:



CHILDREN'S RESOURCES

KHAN ACADEMY

Especially good for maths and computing for all ages but other subjects at Secondary level.
Note this uses the U.S. grade system but it's mostly common material -
https://www.khanacademy.org

BBC BITESIZE

Great resource for learning and revision - https://www.bbc.co.uk/bitesize

FUTURELEARN

Free to access 100s of courses, only pay to upgrade if you need a certificate in your name
(own account from age 14+ but younger learners can use a parent account) -
https://www.futurelearn.com

SENECA

For those revising at GCSE or A level. Tons of free revision content. Paid access to higher
level material - https://www.senecalearning.com

OPENLEARN

Free taster courses aimed at those considering Open University but everyone can access it.
Adult level, but some e.g. nature and environment courses could well be of interest to young
people - https://www.open.edu/openlearn/

BLOCKLY

Learn computer programming skills - fun and free - https://blockly.games

SCRATCH

Creative computer programming - https://scratch.mit.edu/explore/projects/games

TED ED

All sorts of engaging educational videos - https://ed.ted.com

NATIONAL GEOGRAPHIC KIDS

Activities and quizzes for younger kids - https://www.natgeokids.com/uk/
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For those who are working from home

with children, here are some resources

that might help.

Click the link provided to access each site;
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DUOLINGO

Learn languages for free. Web or app - https://www.duolingo.com

MYSTERY SCIENCE

Free science lessons - https://mysteryscience.com

THE KIDS SHOULD SEE THIS

Wide range of cool educational videos - https://thekidshouldseethis.com

CRASH COURSE

YouTube videos on many subjects - https://thecrashcourse.com

CRASH COURSE KIDS

As above for a younger audience - https://m.youtube.com/user/crashcoursekids

CREST AWARDS

Science awards you can complete from home - https://www.crestawards.org

IDEA AWARDS

Digital enterprise award scheme you can complete online - https://idea.org.uk

PAW PRINT BADGES

Free challenge packs and other downloads. Many activities can be completed indoors.
Badges cost but are optional - https://www.pawprintbadges.co.uk

TINKERCAD

All kinds of making - https://www.tinkercad.com

PRODIGY MATHS

Is in U.S. grades, but good for UK Primary age - https://www.prodigygame.com

CBEEBIES RADIO

Listening activities for the younger ones - https://www.bbc.co.uk/cbeebies/radio

NATURE DETECTIVES

A lot of these can be done in a garden - https://naturedetectives.woodlandtrust.org.uk/
naturedetect…/

BRITISH COUNCIL

Resources for English language learning - https://www.britishcouncil.org/school-resources/
find

OXFORD OWL FOR HOME

Lots of free resources for Primary age - https://www.oxfordowl.co.uk/for-home/
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BIG HISTORY PROJECT

Aimed at Secondary age. Multi disciplinary activities - https://www.bighistoryproject.com/
home

GEOGRAPHY GAMES

Geography gaming! - https://world-geography-games.com/world.html

BLUE PETER BADGES

If you have a stamp and a nearby post box - https://www.bbc.co.uk/cbbc/joinin/about-blue-
peter-badges

THE ARTFUL PARENT

Good, free art activities - https://www.facebook.com/artfulparent/

RED TED ART

Easy arts and crafts for little ones - https://www.redtedart.com

THE IMAGINATION TREE

Creative art and craft activities for the very youngest. - https://theimaginationtree.com

TOY THEATER

Educational online games - https://toytheater.com/

DK FIND OUT

Activities and quizzes - https://www.dkfindout.com/uk/…

TWINKL

This is more for printouts, and usually at a fee, but they are offering a month of free access
to parents in the event of school closures. - https://www.twinkl.co.uk

THE MATHS FACTOR

Carol Vorderman Free maths for 4-11 year olds (normally £2 per week)
https://www.themathsfactor.com/

JAMIE OLIVER COOKING WITH KIDS

Videos showing kids how to cook - https://www.jamieoliver.com/videos/

DAVID WALLIAMS

Daily audio story - https://www.worldofdavidwalliams.com/elevenses/

EPARENTING

Various resources - http://www.eparenting.co.uk/
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CONTACT US
The team at Shackleton are here to support you in any way we can during this challenging

time. Please contact us in the usual way through:

enquiries@shacktech.co.uk

01382 250900

Or contact your Client Account Manager

Remote Working Survival Kit | Shackleton Technologies 14

mailto:support@shacktech.co.uk

