
Enabling A Secure and Productive 
Remote Team -  A Checklist

Make Fast Reliable Internet Connection a Priority – your team will need a fast reliable connection to 
access the network, run videoconferencing and collaboration programs, and do most aspects of there jobs 
successfully. Without fast internet speeds teammates will have their tasks slowed down and also deal with 
frustrations. A good strong internet connection should be a requirement of working from home for your 
team and you should consider helping them find solutions if they are struggling with internet connection.

Ensure Safe Access to Network – Whether your team reaches the network through a VPN or through a 
remote session make sure that you have secure ways set up to access the network and make sure your 
team is educated on the proper ways to access and store company data and information. 

Set Productivity Expectations and Guidelines – A major concern for many team leaders is loss of 
productivity when their team is working remotely. We suggest taking time to set policies and guidelines for 
your work from home team including hours of work, tracking of work being done, regular communication, 
and guidelines for having a work from home space separate from distractions. 

Make Team Use a Company Owned Device or Set Clear Guidelines for Use of a Personal Device 
– The most secure option when your team is working from home is to have them use a company 
owned device, this allows you to manage security settings and be sure that your private data isn’t easily 
accessed by those outside of your organization. There are times where you may be unable to provide a 
company device, in these circumstances we suggest you set clear guidelines to protect your organization 
from security threats and make sure your team is adhering to them. 

Utilize Videoconferencing Tools – Videoconferencing is a very important tool when your team is remote. 
It allows you to have remote meetings and check ins while still feeling connected and like you are together 
to collaborate and discuss important topics. Make sure you have a sufficient video conferencing tool at 
your disposal and encourage your team to turn on the video feature whenever possible to keep focus and 
feel a sense of team connection. 

Continue Cybersecurity Training and Reminders – Working from home creates a unique setting where 
it may be easy for your team to forget what they know about phishing and security breaches because 
they are away from the physical office. It is important to regularly educate your team on security threats 
and give strategies for how to avoid falling victim to a scam. We suggest regularly testing your users with 
phishing testing to find weaknesses and train where needed. 

Utilize Collaboration, Chat, and File Sharing  Tools – One thing that can get lost in the shuffle of 
having a remote team is how to share files, collaborate with each other and  keep in touch. Using a tool 
such as Microsoft teams allows your team to have one place to chat, collaborate, and share important 
announcements and files while not being physically in the office together. 


