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KTCEA Working from Home Protocols During COVID-19 

Purpose 

In the event our schools are required to shut down due to an outbreak of COVID-19, KTCEA has established 
protocols for working from home. Our employee remote work protocols outline our guidelines for employees 
who work from a location other than our offices or schools. Delivering quality, effective, responsive education 
to our students is our priority. 

Remote working that works 

● To ensure that employee performance will not suffer in remote work arrangements, we advise our 
remote employees to: 

o Take care of your personal well-being. 

o Choose a quiet and distraction-free working space. 

o Maintain regular hours as directed by your Supervisor. 

o Create a routine including getting up at the same time and getting dressed and ready as you 
normally would.  

o Have an internet connection that’s adequate for your job. 

o Dedicate your full attention to the job duties during working hours. 

o Adhere to break and attendance schedules agreed upon with the supervisor. 

o Team members and managers should determine long-term and short-term goals. 

o Working from home can be isolating. Schedule times when you can interact with others besides 
those you live with.  

KTCEA Policies 

Our remote employees must follow our KTCEA policies: 

Confidentiality: 

● Work information and documentation must be kept confidential. 

● Documents must be secured, and information accessed through a strong password.  

● Employees are responsible for ensuring that others do not see or access sensitive documents or 
information on computers/devices.  

● Student data must be kept in a secure location (locked cabinets).  

● Log off your computer when not in use.  

 

 

Employee Code of Conduct: 



 
● Employees must follow KTCEA code of conduct and ATA guidelines.  

Use of KTCEA Equipment: 

● KTCEA equipment, vehicles, software, data, and supplies may be used only for official KTCEA business. 

Accountability 

School Staff (teachers, EA, ELA, and support staff) 

● Principals are responsible for all school staff.  

● School staff are to report progress to Principals on a daily basis. 

● Principals are responsible for developing a process to document and report. School staff should 
frequently meet (either online or in-person when possible) to discuss progress and results, alternative 
work duties (if applicable), professional development, and other needs to ensure employees are 
supported to be effective in their roles.  

● Teachers are required to document attendance/ participation of students daily and submit to 
PowerSchool and Principal. 

● Capital Services will work closely with the Principals on alternative work duties for foods, transportation, 
maintenance and custodial on a case by case basis.  

Specialists (C&I, Student Services, Capital Services) 

● Directors are responsible for specialists and all their staff.   

● Specialists are to report to their Supervisors on a daily basis. 

● Directors are responsible for developing a process to document and report.  

● Staff should frequently meet (either online or in-person when possible) to discuss progress and results, 
alternative work duties (if applicable), professional development and other needs to ensure employees 
are supported to be effective in their roles.  

KTCEA Head Office staff  

● Staff are required to report on a daily or weekly basis as determined by their Supervisor.  

● Staff should frequently meet (either online or in-person when possible) to discuss progress, results, 
alternative work duties (if applicable), professional development and other needs to ensure employees 
are supported to be effective in their roles.  

Virtual meetings/classes – general tips: 

● Give your full attention to the meeting/class. 

● For better communication, turn on your video camera in meetings.  

● Your microphone should remain off when you are not talking. Unmute yourself when you are talking.  

● Dress as you would for work. 

 

Work environment – good practices 

It is important to create a work from home environment that is comfortable and promotes good health. Good 
practices include: 



 
● Head and Neck – to keep your neck, shoulders, and back free from injury; your head should be vertical 

aligned with your neck. This position creates the least amount of strain. 

● Hand and Wrist Position – Your hands and wrist should be in a neutral posture. Extend your arm and 
hand forward to lay them flat on the table. You might have to change the height of the table or chair if 
possible or move your keyboard and mouse closer or farther away from you. 

● Seated Posture and Back Support – Find a posture that allows you to see the screen while sitting 
back in a way that provides lower back support. Make sure the seat is not hitting the back of your 
knees because it can reduce the blood flow and cause your feet and ankles to swell. 

● Movement – The ideal routine is that you take a short break where you stand up, stretch out a little for 
a minute or two every 20 minutes. Or even better, walk and make a cup of tea or coffee. Movement 
improves circulation, comfort, and performance. It also decreases the risk of injury. 

● Office Chair – Choose a chair that supports your spinal curves. Adjust the height of your chair so that 
your feet rest flat on the floor or on a footrest and your thighs are parallel to the floor. Adjust armrests 
so your arms gently rest on them with your shoulders relaxed. 

● Keyboard and Mouse – Place your mouse so that it’s easy to reach and on the same surface as your 
keyboard. While typing or using your mouse, keep your wrists straight, your upper arms close to your 
body, and your hands at or slightly below the level of your elbows. Use keyboard shortcuts to reduce 
extended mouse use. If possible, adjust the sensitivity of the mouse so you can use a light touch to 
operate it. Alternate the hand you use to operate the mouse by moving the mouse to the other side of 
your keyboard. 

● Telephone – If you frequently talk on the phone and type or write at the same time, place your phone 
on speaker mode or use a headset rather than cradling the phone between your head and neck. 

● Desk – Under the desk, make sure there's clearance for your knees, thighs, and feet. If the desk is too 
low and can't be adjusted, place sturdy boards or blocks under the desk legs. If the desk is too high 
and can't be adjusted, raise your chair. Use a footrest to support your feet as needed. If your desk has 
a hard edge, pad the edge, or use a wrist rest. Don't store items under your desk. 

● Monitor – Place the monitor directly in front of you, about an arm’s length away. The top of the screen 
should be at or slightly below eye level. 


