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1. Objective 
This Technical guideline has been developed with reference to the guideline for remote             
working developed by RCSC. This guideline will help guide employees at RCSC to deliver the               
services mentioned in the Business Continuity Plan remotely. Business Continuity Plan is            
attached in the internal website Annexure A. 
 

2. Role and Responsibility 
Following are the distribution of the role and responsibility to enable remote working in              
RCSC. 

 

3. Resources Required 
For the remote working to work more effectively following resources are must            

haves: 
 

1. Laptop/ Desktop (with wireless facility) 
2. Printer for Commission members/Director/Division head 
3. Internet package 
4. Webcam and Microphone for desktop users. 
5. icloud printing (optional) 
6. Scanner for letters 

 

4. Communication Protocol 
 

a. All Remote working information will be accessible from Remote working for 
RCSC internal website.  

b. Personal Details and Contact Number of staff in RCSC is also available on the 
internal site (Annexure B Staff Detail)  

c. Primary Communication channel (ICT Tool Box)  for RCSC would be as follows: 
 



  
 

 
d. Internal Communication 

i. All internal communication hierarchy within the organization will be         
as per the existing delegation of authority. 

ii. Division heads are expected to set a clear target and clear deadline; 
iii. All communication which are not time sensitive are to be delivered           

through the Asynchronous communication channel. 
iv. Division heads are required to have a daily team stand up meeting            

every morning. 
v. Divisions are required to manage their Task through Trello/ or their           

own task management tool, for keeping track of task and to get status             
update from members. 

vi. Every division will have their own Trello/other Task Management Tool          
and Director, RCSC will be a member of all the Trello boards in order              
to keep abreast of the progress of the projects and also to check on              
the utilization. 

vii. All decisions made both through Synchronous communication channel        
or Asynchronous communication channel should be documented in        
the division common folder. 

viii. MISD shall create the common share file and share it with everyone .             
And shall be responsible for the security of the share file. 

ix. Divisions shall create their own internal protocol (Ground rules) on          
how and when the teams will coordinate and meet depending on           
their nature of work, And also how tasks will be managed. 

x. Divisions shall also maintain document movement and equipment        
movement log for their own division. 

e. External Communication 
i. All external communication will either be signed by Commission         

Members/Director/Division Head depending on the existing      
delegation of authority. 

ii. In order to enable dispatch of all outgoing letters, MISD will create an             
online dispatch number management system. All division heads will         
be required to save the dispatched letter (Dispatch here means to           



scan and send the letter via email) to the Outgoing Letter folder in the              
common folder on Google Drive. 

iii. To manage the signatory issue, Commission/Director/Division heads       
will use their assigned printer which may be sent home for this            
purpose. Cloud print is to be established where possible to cut down            
the process. 

iv. The scanned copy of the letter should be reverted back to the person             
concerned by email and the person concerned needs to maintain a           
copy of the letter in the outgoing file on G-Drive. 

v. And the hard copies should be filed and given back to office once             
Remote Working is lifted. 

5. Roll Out Plan 
 

All the employees at RCSC starting from commission members to the Operational Category,             
will be trained in using the following: 
 

1. Trello (For Division Level work distribution and implementation of decision from HRC            
and Commission Meeting)  

2. G-Suit (Refreshers Course)  (for Filing and record keeping) 
3. Google Meet( For Meetings and Discussion) 

 
Activity Accountable Deadline 
1. Tech handbook  

approved 
2. 1st Batch Training roll    

out (HRAD) 

Kuenga Zam 
Ganga Ram 

23rd March (HRC) 
24​th​ March (Commission) 

3. 1​st Batch Training   
(HRDD) 

Ganga Ram/Kuenga Zam 24​rd​ March 

4. Pilot  HRAD/HRDD 25​th​-27​th​ March 
5. 2​nd Batch Training   

(HRMD, ESMD) 
Ganga Ram/Kuenga Zam 25​th​ March 

6. 3​rd Batch Training   
(Wellbeing Division,  
HRCS, AFS) 

Ganga Ram 26​th​ March 

7. 4th Bath (Legal Division,    
PPPD) 

Kuenga Zam 26th March 

8. Feedback from Pilot   
incorporated  

Kuenga Zam 28​th​ March 

 

6. Reference 
 
Detailed technical guide on using the ICT Tool box can be found on the internal website for 
remote working. 
 

7. General Tips for Remote Working 
 

1. Create a good morning routine 
2. Start with the most important tasks 
3. Run stand up with your teams 



a. Quick 15 minutes meeting (only 15 minutes max) 
b. Tell your team what you have done yesterday 
c. What you plan to do today 
d. If there are any challenges 

4. Be on time 
5. Be responsive and active in checking your mail and internal communication system 
6. Show your work, Make sure that everyone on your team gets an update on what you                

have done and it is as detailed as possible. 
7. Is the information time-sensitive? if yes, go to chat. If no, go to Trello 
8. When in remote mode over-communication is better than under communication 

 
9. Example of a clear deadline 

 
 

Definition 
 
Synchronous communication includes every form of communication that happens in          

real-time – responses occur immediately. This form of communication will be used            
where the information is time sensitive or to have real time engagement of team or               
stakeholders. RCSC’s channel for synchronous communication will be Google Meet          
for Video Conferencing and Official WhatsApp groups. All divisions will be required            
to make their own WhatsApp group and one will be made for the management              
including the commission, director and division heads. The HROs WhatsApp group           
will also be used for common clarification. 

 
Asynchronous communication includes every form of communication that doesn’t happen          

in real-time – responses can occur intermittently. RCSC’s channel for Asynchronous           
communication will be through our government email address and In-G-suit          
comments (i.e Google Docs). All emails will be required to be responded to within              
24hrs timeframe. 

 


