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PREFACE

The guide will focus on the organisational and digital adaptation of information and consultation
processes, including practical tips and instructions. Indicative contents include how to organise

meetings, elections, and other activities online, including technical issues, translation,
confidentiality, representativeness, and other issues.
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INTRODUCTION

i. Pandemic: socio-economic consequences

The crisis triggered by the pandemic has had multiple socio-economic, cultural, and political
consequences. The repercussions on the economy were enormous. It is estimated that world GDP
decreased by 3.5%, while at the European Union level the recession was 6.6% compared to the GDP
of 2019 (Association of SA and Ltd companies, 2021). Unemployment in February 2021 recorded
8.2% in Europe (Eurostat, 2022). Covid-19 has not only had enormous consequences on the GDP
of countries but has also contributed to the increase in poverty and inequality and in general has
affected the protection of workers' rights (UNDP, 2022). People have lost the equivalent to 255
million full-time jobs worldwide; many businesses have been temporarily closed or have undergone
significant personnel reductions; inflation increases (Otieno et al., 2021). The crisis has also had
repercussions on the work organization. Many employees have been confined and isolated in their
homes to prevent the spread of the virus. Therefore, digital ways of working have been
implemented. This has caused various problems especially to people who have no digital skills and/or
to those who live in a house where it is difficult to find a quiet room with a good Wi-Fi connection.

ii. The effect of Covid-19 on trade unions

Violations of trade union rights, such as the right to be organized, collective bargaining and strike for
all workers, are widespread due to social restraint measures (Otieno et al., 2021; ILO, 2021a).
Collective bargaining, information and consultation procedures and social dialogue in general have
become more difficult now. This has a strong impact on the protection of employee rights, especially
for those working in non-standard or precarious types of work. In other words, the changed socio-
economic variables are not only a threat to workers/employees, but also to their representatives.

Furthermore, trade unions now face economic informalization, automation and technological
change. Their ability to organize and serve workers in these situations is becoming crucial. As
illustrated by a study published by the ILO (2021b), the restoration of social dialogue may be one of
the effective mechanisms to respond to the crisis generated by COVID-19. Therefore, trade unions
canplay avital role in offering aresponse to the crisis if they can adapt to new situations. During and
after the pandemic, it is important that unions are flexible, effective and know how to use the
applications and tools technology made available.

This guide will help achieve this goal by providing advice to trade unions and workers’/employees’
representatives on how to adapt to the changed situation. The guide will be structured as follows.
The first chapter will focus on the information and consultation process; the second chapter will
focus on teleworking; the third chapter will present the technical guidelines on how to host online
meetings.
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CHAPTER 1.

INFORMATION AND CONSULTATION
DURING THE EPIDEMIC CRISIS

1.1 Introduction

The rights of workers to information, consultation and participation do not cease due to the COVID-
19 emergency (CES, 2020). The European Parliament (December 16, 2021) has in fact underlined
that not only the right of employees to information and consultation must always be guaranteed, but
also that this must be done in a timely manner. The European institution is also convinced that the
introduction of new digital technologies can potentially have a positive impact on the working
environment. However, some conditions are needed for this to happen. Technologies must be
reliably implemented and monitored, which will require timely and meaningful information and
consultation, to ensure full compliance with workers' health and safety, data protection, equal
treatment, employment stability and social assistance.

1.2 Meetings online

In principle, there is nothing to prevent the collective consultation process from taking place
remotely (Ashraf, June 3, 2020). Several national emergency laws have in fact been implemented
following the European recommendations on information and consultation during Covid-19 and on
the use of teleconferencing.

They intend to adapt the information and consultation procedures of employees’ representatives to
the new circumstances, so that it is effectively possible to exercise the employees’ rights during the
current health crisis. These laws provide for the systematization of the use of videoconferencing,
conference calls and instant messaging to use them as valid tools for online meetings. However, such
measures are recommended to remain exceptional, and vigilance is required. In France, on Sunday
22 March 2020, the French emergency law to tackle the Covid-19 epidemic was approved by
Parliament. Among other things, it provides for the systematization of the use of videoconferencing
for the consultation of social and economic committees, extending it beyond the limit to 3 meetings
per year that exists today. Following the same line, decisions made by videoconferencing are
considered legally valid in Germany (ETUC, 2020). These measures go in the same direction as the
World Health Organization (2019), which recommends the use of virtual meetings after the
reopening of workplaces. In Italy, a tripartite protocol, with the same value as the laws, was signed
by the government and social partners on March 14 2020 and was integrated on April 24 2020,
The document provides for maximum use of smart working?, where possible, and the organization
of online assemblies, meetings and elections for information and consultation. The protocol also
provides for the principle according to which, if the envisaged measures are not implemented by the
company management, the activity can be suspended. In Germany, the government introduced the

1 The protocol is called: “Protocollo condiviso di regolamentazione delle misure per il contrasto e il contenimento della
diffusione del virus Covid-19 negli ambienti di lavoro”
?To know more about this, see Chapter 2
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“Works Council Modernization Act” (Betriebsritemodernisierungsgesetz)?, that came into force
the summer of 2021, described by the German government as “The “Act to Promote Works Council
Elections and Works Council Activities in a Digital Working World”. Regarding the virtual meetings,
the Act allows work councils to hold meetings by video and telephone conference under their own
terms. Still, the law highlight its preference to face-to-face meetings when is possible. However,
digital meetings may be held. This requires (1) a corresponding amendment to the works council's
rules of procedure, (2) no objection from works council members and (3) the preservation of
confidentiality in the digital meeting.* Additionally, works council's members may also participate in
meetings partly in person and partly virtually and only the works council may decide whether to
conduct a works council meeting on a (partially) virtual basis.’In Spain, the Council of Ministers
approved the Royal Decree Law 28/2020¢, that among others regulated distance work. The law was
adirect outcome of tripartite social dialogue, grands remote workers the same rights as those who
carryout their activities in the company's premises and is based on voluntariness and the agreement
of workers and employers.” In regards to the workers communication with their legal
representatives, under the Spanish Law 10/2021, that amended the Royal Decree Law 28/2020,
every company must provide the legal representation of the workers with the necessary elements
for the development of their representative activity, including access to communications and
electronic addresses for use in the company and the implementation of the virtual board, when
necessary, compatible with the form of provision of remote work.®

1.2.1 Recommendations
There are several recommendations to follow when organizing online consultation and information

meetings (ETUC, 2020).

1. Does your management want to cancel an important meeting or propose to
hold the meeting remotely via videoconference?

Ask for the meeting to be postponed and physically take place as soon as possible
after the end of the COVID-19 emergency.

This recommendation aims to ensure that videoconferencing does not replace face-to-face
meetings and that management does not use the COVID-19 crisis as an excuse to cancel regular
meetings.

8 “Act to Promote Works Council Elections and Works Council Activities in a Digital Working World”
(Betriebsratemodernisierungsgesetz - Works Council Modernization Act), effective since the 171 of June
2021, https://www.bmas.de/DE/Service/Gesetze-und-Gesetzesvorhaben/betriebsraetemodernisierungsgesetz.html
4sec. 30 para. 1 BetrVG

° Ibid

¢ Boletin oficial del estado (2020) ‘Real Decreto-ley 28/2020, de 22 de septiembre, de trabajo a distancia’, Sec. |. Pag.
79929 , https://www.boe.es/diario_boe/txt.php?id=BOE-A-2020-

11043

7 Eurofound (2020), Regulation of remote work, case ES-2020-39/1321 (measures in Spain), COVID-19 EU PolicyWatch,
Dublin, http://eurofound.link/covid 19eupolicywatch

8 BOE-A-2021-11472, Articulo 19. Derechos colectivos de las personas que trabajan a distancia (Collective Rights of
people working remotely), https://www.boe.es/eli/es/I/2021/07/09/10
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HOW?
You can find concrete examples below (ETUC, 2020)
Ascheduled meeting was cancelled in the insurance company Generali. Therefore, the Committee
asked the Management to share the electronic copies of the scheduled presentations.

At Coca-Cola European Partners, the first EWC meeting was to take place at the end of March.
The meeting was postponed and not cancelled.

The same happened in Korian, a group active in elderly care services. There too it was decided not
to cancel a meeting but to postpone it.

You must keep in mind though that postponing a meeting would be a good idea if
the epidemic crisis was to last for a few months. With the actual length of the crisis
postponing could be used as a synonymous of cancelling. The use of online
meetings is recommended therefore, under specific conditions to be agreed
between the parties. Consultation meetings with employee representatives are
likely to take place via video or audio conference (preferably via video conference).

Establish rules for using online meetings in advance, before the first meeting. This is extremely
important. An example of a viable way to set up rules for online meetings can be found in the
Appendix | (ETUC 2020).

Given the current situation, particular attention should be paid to ensuring
effective communication between representatives and employees.

TIP: An idea is to create internal email groups or intranet sites so that information can be shared
easily (preferably using no company emails or facilities, in order that the employer or management
has no access to them).

1.2.2 Technicalities

Employee representatives and anyone else attending online meetings must have
adequate |IT equipment and technical support.

Circulate a list of online meeting attendees. It can be decided on a case-by-case
basis who should participate in online meetings (e.g., elected members of WCs and
EWCs, Select Committee members, enlarged Select Committee, experts on the
subject to be discussed etc.).

As it is the case in all information and consultation meetings, detailed minutes
should be taken so that thereis aclear record of what is being discussed. After that,
these should be distributed for feedback via email. It is well known though that
many employers do not want to have minutes. The interesting point with online
meetings is that most of video conferencing software offer the facility of recording
the meeting.

Furthermore, in the presence of a considerable number of participants, it will be
useful to clarify at the beginning of each meeting: how it will take place, when and
how to ask the questions.

As in any meeting (this does not change with the pandemic) the agenda of the
meeting should be circulated well before each meeting to help prioritize any key
issues.
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TIP: In the case of information and consultation meetings at national level, but even in the case of
EWC meetings (if the company or group management consents to have extraordinary EWC
meetings). try to organize shorter but more frequent meetings. They are more appropriate to
facilitate meaningful discussions between employers and representatives. Also give yourself some
time to pass information on the results of information and consultation meetings to the
employees and seek email feedback from interested employees.

TIP: Video conferencing is a good tool to hold more frequent coordination meetings between
employees’ representatives both in the case of EWCs and national representatives if they are at a
distance (e.q., in the case of teleworkers or in the case they work in different locations).

1.2.3 Languages

If necessary, simultaneous interpretation (during online meetings) and translation of materials in
writing (before meetings) should be provided. Interpretation can be provided by professional
interpreters. The management of the company bears the costs of translation or interpretation.

Two examples follow (ETUC, 2020).

At Alstom, the EWCs (European Works Councils) requested an emergency update onthe COVID-
19 situation through a conference call with the Management. During the conference call
simultaneous translation in all languages was provided.

In Kraft Heinz, the EWC requested an extraordinary meeting and received a presentation
translated into all the languages of the EWC.

1.2.4 Confidentiality (Ashraf (June 2, 2020)

It is also important to ensure that confidentiality and information security are always maintained
and that data protection principles are respected. The epidemic crisis does not affect the rules set
for confidentiality.

Documents sent by e-mail to representatives should be marked as confidential and
should be made visibly clear when not intended for circulation.

Representatives can forward the emails received from the employer directly to the relevant group
and any correspondence should be drafted for this purpose.

The confidentiality of online meetings must be guaranteed, even for pre and post
meetings. Due to possibilities technology offers, employees’ representatives can
record meetings online even without the knowledge of the employer, but even in
this case they are bound to keep their obligations for confidentiality and make sure
that thereis no leak or break in their computer.

When it comes to confidentiality and data protection, the new German law clarifies that the
employer is responsible for data protection, even if the works council processes employees'
personal data in the performance of its duties. Nevertheless, the works council must support the
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employer infulfilling its obligations under data protection law. The employer shall provide the works
council with the necessary material resources for this purpose.?

1.3 Elections

Elections should also take place during the Covid-19 period. They are needed to elect employees’
representatives. For a certain period, the solution used was to postpone elections, at the same time
prolonging the mandate of current representatives. However, while trade union elections are now
scheduled to take place digitally as well, this brings challenges. There are technological and safety
problems, as well as social ones. These concern the transparency of voting, voting secrecy, the
danger of third-party interference, the buying of votes, the possibility of system attack or failure,
inequalities in Internet access and technological literacy, just to name some. These serious threats
posed by e-voting can undermine electoral integrity (European Parliament, 2020).

It is essential to mention here, the example of Germany where for the work councils’elections of
2022, there is the specific option of postal voting for those working permanently from home, those
on long-term sick leave, employees on parental leave, etc. Essentially anyone who will not be present
from the issuing of the election notice until election day for other reasons (e.g. iliness) (sec. 24 (2)
Election Regulations), the election notice shall be sent to these employees by post or electronically
(e.g. by e-mail) (sec. 3 (4) sent. 4 Election Regulations).

So, here are some tips to follow for organizing online elections (Ashraf, June 3, 2020; Quain, July 27,
2020).

1.3.1 Recommendations
- Setting the scene: Preparing for election

An online voting platform is perhaps the best solution under the circumstances
considering the current social distancing restrictions in place. Asking employees to
come to the office to vote is likely to have a negative effect on the fairness of the
election, assuming because, due to the pandemic, employees may be afraid to break
social distancing or even unable to do so.

In the case teleworking is used by a big number of the company employees, a good
solution might be to use a database of email addresses and / or text numbers to
remotely manage the election process using an online software tool, dedicated to
this end.

As the collective consultation is likely to take place remotely, via video conference
and /or email, it is crucial that all elected representatives participate init, in order
that, in their turn, can communicate effectively with the relevant employees they
represent.

It is important that all employees that have the right to, can stand for election and
have the right to vote. Therefore, it must be ensured that everyone has access to
adequate IT facilities and is able to present their candidacies and / or vote. Indeed,
inclusivity may be an issue, especially if the campaign shifts primarily online, as not
all voters have access to the internet (Commonweath, 2020).

® Data protection and responsibility of the employer, sec. 79 a BetrVG
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The election may take longer than usual. Sufficient time should be given to assure
that employees will have the time to contact and nominate candidates and that
candidates are happy to run for election.

TIP: It is preferable that emails used for this purpose are personal emails of employees (not the
company ones that they use in everyday transactions in their job). This is to prevent the company
management from having access to votes and to keep the management far from employee
representation procedures.

- General settings before the vote
Who will run the elections?

As far as reasonably practicable, voting must be fair and take place in secret. To this end a specific
software must be used and elected persons would be the only to have access to results.

Which type of voting system?

The voting system is clearly indicated in the trade union statute or set by national Law in the cases
of election of employee representatives for information and consultation both in the cases of EWC
representatives and information and consultation at national level.

How to divide the workforce?

In big companies and groupings, the trade union statute may preview elections also at geographical
orindustry or professional level. Although remote voting in away “erases” problems of geographical
distancing, representation at a local or industry level, if previewed by the trade union statute, is still
very important, because these representatives know better problems (and may propose more
suitable solutions) at a local or industry level.

Nominations
Everybody should be allowed to have equal opportunity to be a candidate.
Publication of voting methods and notice of election

All employees (in the case the national law previews it for the election of Work Councils or
employees’ representatives to information and consultation) or all members of trade unions (in the
case of elections of trade union bodies) must be notified about the elections a minimum number of
days before the actual voting. They should also be informed about the voting methods.

What needs to be clear and publicized among the voters? (Quain, July 27. 2020)

- Duration of the voting process, the methods of voting and the rules for conducting the ballot
- Method and date of the start of the vote

- Admission rules for registering for the digital ballot

- How valid votes will be counted and how fairness will be maintained

- Treatment of defective ballots and the time and methods of closing the vote

- Persons (both elected ones and appointed according to the law) who will supervise the conduct
of the elections
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- General rules:

The pandemic does not change the statutes of trade unions, although a series of
countries have postponed elections prolonging the duration of representation that
expired by several months, or they have introduced necessity law, allowing voting
procedure to take place remotely, the essence of representation and trade union
bodies preview in its statute do not change.

Even in the case that the number of candidates nominated is equal to or less than
the number of representatives required by the statute or previewed by the law, the
ballot is necessary.

1.3.2 Transparency of the election process

TIP: Keep your election documents and keep clear records to prove that elections have taken place
as previewed by the law.

- After the election
In Greece, following the law 48028/21.:

The names of employees ‘representatives or trade union bodies’ members elected must be filed with
the Ministry of Labour. The president of the union must enter the ERGANI program of the Ministry
of Labour and enter the names of the management board, the number of members, the statute, etc.

However, there is a preoccupation about personal data relating to participation in election
procedures being publicized.

No changes to the statute are required and no transition time mentioned (OBES, 4 December
2021).

Successful example

Lafarge company (OBES, 4 December 2021): “We have had our elections for the managing
board of the trade union digitally. Our company has sites all through Greece and due to covid19
restrictions, employees could not travel to meet in one place. For the first time we succeeded in
having 100% participation of trade union members”.

Appendix (ETUC, 2020)*°

Joint rules for the exceptional use of online meetings due to the COVID-19 crisis Securing [name of
the company] workers’ health and safety and ensuring quality social dialogue to mitigate the impact
of the current COVID-19 crisis on the company operations and employment are priorities jointly
shared by [name of the company] management and the EWC [or SE-WC].

While both parties recognise that face-to-face meetings are one of the essential factors in ensuring
good dialogue, they also appreciate the need to make temporary arrangements to secure both the

10 ETUC Briefing note, available at: https://www.etuc.org/sites/default/files/publication/file/2020-
04/Covid19%20Briefing%20Workers%27%20Information%20Consultation%20and%20Participation%20-
%20final_0.pdf.
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continued involvement of the EWC [or SE-WC] in the company decision-making process, and the
health and safety of EWC [or SE-WC] delegates.

If physical meetings continue to be banned due to the COVID-19 crisis, management and the EWC
[or SE-WC] decide to temporarily resort to online meetings, along the following principles:

Ordinary EWC [or SE-WC] meetings as well as meetings aimed at renegotiating the
EWC [or the SE] agreements (if applicable) will not be held online. These meetings
will be postponed and reconvened as soon as the containment measures are lifted,
and the situation once more allows face-to-face gatherings.

If extraordinary meetings for information and consultation purposes are
requested, they will be held online. Although videoconferences do not have the
level of flexibility and interactivity which face-to-face meetings allow, the parties
will do their utmost to conduct these in the best viable way.

In particular:

Management will facilitate these meetings by giving the delegates as much
information as possible in writing, in their own language, ahead of the meetings.
Interpretation will be provided by professional interpreters.

Decent quality IT equipment (and technical support) will be made available to each
meeting participant during joint meetings as well as preparatory and follow-up
meetings.

Preparatory and follow-up meetings will continue to be organised for workers'
representatives. The confidentiality of these online pre- and post- meetings will be
guaranteed.

Experts assisting the EWC [or SE-WC], including representatives of European
trade union federations, will continue to attend all meetings.

A list of participants at online meetings will be circulated. Minutes of meetings will
be drafted and adopted in accordance with the EWC [or SE-WC] agreement and
sent to all EWC [or SE-WC] members as soon as possible after the meeting. The
EWC [or SE-WC] may decide, on a case-by-case basis who should participate in
these online meetings. Extraordinary meeting participants could either be:

All EWC [or SE-WC] members.

The Select Committee, on a mandate from the EWC [or SE-WC].

The Select Committee enlarged to include EWC [or SE-WC] member(s) not
represented in it, on a mandate from the EWC [or SE-WC].

3. Select Committee meetings with the company will go ahead online. Management must allow the
Select Committee members to carry out videoconferences among themselves and with other EWC
[or SE-WC] members.

These rules govern the operation of the EWC [SE-WC] during the COVID-19 crisis only. They are
therefore temporary and will automatically be repealed as soon as face-to-face meetings are
permitted again.

Made on (date)
Signatures

For the company
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For the employee representative (The EWC/SE-WC members, or the Select Committee/EWC/SE-
WC Chairperson on a mandate from the EWC/SE-WC)
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CHAPTER 2.

TELEWORKING AND WORK-RELATED
STRESS DURING COVID19

2.1 Introduction

Teleworking is at the forefront today due to the pandemic situation around the world. While
recognizing that remote working systems guarantee greater flexibility, allowing you to work even in
a pandemic situation, there are some more problematic aspects to take into consideration. In fact,
while for the employer teleworking could lead to lower operating costs, for the employee it could
mean greater problems in managing working hours and the right balance between work and free
time. Other important risks are the psychological consequences of increased workload and isolation.
Itis therefore especially important that workers' rights are fully respected even in teleworking.

2.2 Definition and legal protection framework

Teleworking has been legally defined as a type of work that takes place outside the employer premises
and which, to be carried out, demands the use of information systems. In non-extraordinary conditions,
teleworking must be agreed upon by both the employer and the employee. Therefore, it cannot be
imposed unilaterally. However, in Greece, from 11.3.2020 the legislator, within the "Law of Necessity",
has given the employer the possibility to impose teleworking as a form of work, regardless of the consent
of the employee.

In Italy, the legal definition of remote work was different. In fact, a difference has been made between
smart working and teleworking. Smart working was introduced in Italy with law 81/2017. The law
requires that smart working be decided through an agreement between employer and employee. An
agreement that does not provide for time or workplace constraints, with the possibility of using
electronic technology to carry out the work activity partly inside the company, partly outside (in any
place chosen by the worker. Smart working was thus conceived as a more flexible evolution of
teleworking. The principles underlying the law 81/2017, in force since June 2017, are the agreement
between the parties, equal pay, the right to disconnect and the safety and protection of the worker.
According to the legislator, smart working should help the worker to better reconcile the times of private
and working life, while at the same time increasing his/her productivity. Now smart working has been
more regulated by the 2020 emergency legislation and has been implemented after the health
emergency linked to Covid-19 (D’Avanzo, 2021).

In Germany, in order to facilitate remote working and to ensure a uniform and binding protective
framework for employees when working from home, the newly passed German federal law includes a

co-determination right on the “organisation of mobile work performed by means of information and

communication technology“.11 The relevant issues that may emerge in designing these arrangements

include, for example, employee accessibility, the use of work equipment, reimbursement of expenses,
safety issues related to mobile work, and other issues. However, neither the works council nor
employees can impose a mobile work arrangement on an employer. The employer alone decides

1 sec. 87 (1) no. 14 BetrVG
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whether to allow mobile working.*” Additionally, employers and works council may execute works
agreements electronically through a digital signature. Balance-of-interest agreements and social plans

may also be signed electronically.

What is more, under the same section of the Act!, it is mentioned that accident insurance cover for
home office work is extended to cover journeys made by employees between home and the childcare

facility. 1

In Spain, prior to the Legislation regarding teleworking (La Ley de trabajo a distancia-Royal Decree
28/2020)°, relevant regulations were outdated and insufficient. Teleworking was a rare occurrence in
Spanish society and less than 10% of the Spanish workforce were teleworkers before the COVID-19
pandemic.17 Teleworking is part of a voluntary agreement between employer and employee. It is
possible to opt out of it at any point. An agreement must be signed between employer and employees
outlining details on the new arrangement, such as: an inventory of equipment, list of expenses, required

working hours, distribution between remote and on-site working, duration of the agreement and the

location of remote and on-site work.'®

As far as digitalization of the work is concerned, it should be borne in mind that the EU's Next Generation
Recovery Plan and the Recovery and Sustainability Fund have now been approved to get out of the crisis
caused by the pandemic. At the heart of the recovery plan and the fund is the importance given to
contributing to the improvement of digital skills.

2.3 Protection of the rights of teleworking workers

It is important to keep in mind that the rights of a teleworker must be identical to
those of comparable workers, who work in the facilities made available by the
employer.

If the teleworker works more than the agreed hours, he / she is entitled to
remuneration for the extra hours. Keep in mind that a key element of teleworking
relies in the teleworker’s ability to arrange flexibly the timeframe of his/her work.
However, this flexible arrangement should remain within the framework of the law,
collective agreements, and labor regulations.

It is also important that the teleworker can benefit and exercise collective rights
such as: to participate in trade union activities, to communicate with employee
representatives, to participate in a strike etc.

12 |bid

3 bid

¥ Ibid

15 Frank Weberndérfer & Claudia Posluschny, “The new German Works Council Modernization Act”,
Global Workplace Insider, 21 September 2021

16 Boletin oficial del estado (2020) ‘Real Decreto-ley 28/2020, de 22 de septiembre, de trabajo a
distancia’, Sec. I. Pag. 79929, available at: https://www.boe.es/diario_boe/txt.php?id=BOE-A-2020-
11043

17 EU Commission, EU Platform tackling undeclared work ,Telework Legislation Spain Summary Aims
and objectives, available at: https://ec.europa.eu/social/BlobServlet?docld=23324&langld=en

18 Ibid
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2.4 Personal data protection

It is important for the teleworker that his/her privacy and personal data are
protected. In fact, working with information systems could generate the possibility
of a leak of personal data.

Employees should be sure that the software they use for working from home
doesn’t have access to personal data.

Any system to control the work performance of the teleworker should be adopted
only for this purpose, namely, to monitor work activities and should in no way
invade the private sphere of the employee/worker. Employers should conduct a
risk assessment and inform teleworkers of the potential risks associated with the
invasion of their privacy.

2.5 Key takeaways from the first expert workshop
Experts in worker information and consultation processes highlighted the following issues:

Difficulties in readaptation were observed in employees who returned to work in-
person after periods of teleworking. Difficulties have also been encountered in
adopting teleworking: the pressure is greater especially for teleworkers who live in
small apartments and for those who have children at home, which need to be cared
for.

In Greece, the Ministry of Development has now decided on the amount of monthly
expenses that the employer must pay to all company’s teleworkers for the use of
their own hardware, communication, and internet connection (if not provided by
the employer). However, some experts point out that the expenses to be paid are
underestimated.

Many teleworkers tend towork longer hours thanwhen they are physically present
at the workplace. Working hours often exceed the agreed fixed hours.

It should be noted that companies save a lot of money by teleworking. The
phenomenon, therefore, may not be a temporary one.

The Greek General Confederation of Workers, the GSEE has succeeded in
including The European Framework Agreement on Teleworking of 2002 as part of
the National General Collective Work Agreement of 2007-2008, hence in power.
GSEE suggested to its trade union members to sign a special collective agreement
to regulate telework; working hours for example should be regulated. In any case,
collective bargaining could be useful to positively affect the teleworker's
experiences, setting the rules as well as setting the incentives. However, as both
trade union officials and some experts point out, trade unionists need first to
acquire the necessary knowledge they need to then be able to participate
constructively in collective bargaining on this issue. Support can be requested from
consultants. However, again not all consultants are subject matter experts on
teleworking and can offer substantial assistance.
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TIP: Working hours should not be changed. Research found that teleworkers who did this suffered

from neurosis and depression.

TIP: Mixed teleworking and work at the workplace would combat employees’ feeling of

professional and social isolation. It would also allow employees to participate in their own trade

union and collective procedures.

What is most important in these new conditions, however, is that each employee understands
that his/her "individual" responsibility lays with the collective action and the empowerment of
trade unions and EWC.

2.6 Stress related to teleworking

Research suggests that teleworking is associated with work-related stress in some cases.
Psychological risks and work-related stress can increase if the use of information technology and
teleworking is not regulated and managed.

Many employees have the feeling of being overwhelmed by all the activities they must undertake to
work from home, such as indicatively:

If the employee does not have computer equipment provided by the employer,
he/she must take care of his/her personal equipment (which is not by definition
reliable or suitable for their work), to work effectively from home. Big concerns can
come from having to deal with any technical difficulties or hardware failures.

To determine working hours considering all responsibilities.

To ensure that the level of communication with the employer / supervisors /
colleagues is good enough.

To find a balance between work and private life in the same place. This is
particularly difficult in the presence of family members and childrenin need of care,
which by seeing their parents present at home assume they are available for them.
To manage all the physical and psychological consequences of isolation.

2.7 Tips for protecting the mental health of employees

As teleworking is rapidly increasing the mental health risks of employees, it is important to follow
the recommendations below.

Employees should be allowed sufficient rest time from work

Employees should be exempted from monitoring corporate emails after the end of
working hours

Employees should take care that their working hours are not excessive and that
they sign out after working time, so that they receive no e-mails and nuisances
outside working hours.
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TIP: You may contact your Occupational Doctor, to provide you with advice and suggestions on

the measures to be taken to improve your physical and mental health.

Additionally, HSC members can review occupational hazards in the company, identify these risks

and propose measures to address them.
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CHAPTER 3:

TECHNICAL GUIDELINES HOW TO USE
ONLINE MEETING FACILITIES

3.1 Introduction

Online meetings, although they cannot substitute fully the physical in-person ones, they are a good
solution in cases like distancing imposed by the pandemic and they even present some advantages
as they permit more frequent meetings, recording of meetings (so nobody can contest if something
has been said and what the positions held by the employees’ representatives and the management
were). Yet, trade unionists and employees’ representatives have first to learn how they can use a
software for online meetings to be able to use it constructively. For this reason, in this Chapter we
give some basic instructions how to use Zoom, one of the most frequently used software packages
to this end. You may use free Zoom app for frequent short meetings. Brief instructions on how to
use Skype and Google Meet follow as well.

We must stress though that there are plenty of software packages (available for free or for pay),
offering analogous services and operations. You may pick one to use in your online meetings. You
may use for example: Intermedia AnyMeeting (it is free for a limited time, for an unlimited time you
must pay), Microsoft Teams (it is free for a limited time and features, or you must pay for an unlimited
version, itis included with Microsoft 365 business accounts), Google Meet (free but requires Google
Workspace subscription for full feature set).

i. How to use Zoom for online meetings

3.2 Zoom Desktop Application
(Laptop or mobile device are available with Zoom)
To get Zoom on your laptop or mobile device, follow the steps below:

e Downloadthe Zoom Client for Meetings from: https://zoom.us/download

zoom By oy : ; e s [T

Download Center Oowricad fr I Admn +

Zoom Client for Meetings

downkooad sutomatically when you stat of join your frt Zoo
dor manul downlodd hen
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e Createlogin credentials and then Signin
At the top you will find, as shown in the image below: Home, Chat, phone, meetings, contacts

e el
el

03:02 PM
g

o T

Things you can do:

Schedule a new meeting, be sure that when the meeting will be scheduled, you share the link with all
the attendees

Share the screen (it means that you can share with others in the online meeting what is on your
laptop at that moment; be sure that the document you want to share is open).

The bottom New Meeting, Schedule Meeting, Join (meeting), and Share screen are highlighted
below.

Onthe right you can find: the upcoming meetings. It is highlighted in the following image.
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It is important to change the settings according to what you prefer. To do this, go to Settings. You
will find this button at the top right as circled in the image below.

By clicking on this button, many possible settings will appear. For example, you can decide to set
your profile as (available / not to be disturbed).

TIP: check for updates (check with the administrative office for any updates)

e  Consider using two monitors (customize your experience in Zoom desktop application settings).
WHY? It will help you manage the Zoom meeting on one monitor and the files you want to share
or work on, on the other. This feature is highlighted in the image below (Use dual monitors).

D) iwweducing Zosen Apps - @

3.3 Zoom web portal

3.3.1 Meeting Settings (to be set before scheduling meetings)

1 - Waiting room

STEPS to create waiting rooms: go to Meetings - Edit - Security -Waiting Room - Save

In the image below you can see what it should look like if you follow these steps. When the Waiting
Room buttonis blue it means it is active.

e  Why is it useful? As no one can join unless invited, they can only join when you are ready
(allow your attendees tojoin). Besides, you can choose who join the waiting room: everyone,
or users not in your account or only users in your account
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e Youcanchange the logo and the message (to do this you need to upgrade to the Pro version,
the paid one)

o
o Gt °

m LT

2 - It is also important to know the Password option: you can choose whether to activate or
deactivate it, when on nobody can enter the meeting if they do not know the password

STEPS: go to Meetings - Edit - Security - Password - Save
If you follow these steps, your screen should look like the one in the image below.

Why is it important? To prevent unwanted people from joining the meeting

e iftheadministrator decided for you, some features would not be deactivated (so you cannot
choose whether to activate or deactivate the password).

3 - Chat: you can choose if you want it or not

STEPS: go to Settings (top right) - Chat

The screen should be the same as that of the picture. The Settings button at the top right is circled.
Why is it useful? You can send messages to whoever you want, in meetings or outside of meetings.

TIP: remember to check the chat settings, you can decide to control it: you can decide for example
to open the chat only for specific questions

The same goes for private chats
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4 - File transfer: you can transfer files.

Why is it useful? Because you can transfer a file during a meeting so that all attendees can see it
while you speak.

5 - Screen sharing: make sure it is possible for the participants to share the screen. How? Follow the
steps below.

STEPS: New Meeting - Share screen - Advanced Sharing Options ... - Who can share? Click on Only
Host or All Participants

3.3.2 Recording

Local recording: hosts can give participants the permission to record locally

e Zoom always notify the attenders that the meeting is recorded (as default), you can turn it
off if you want

e When you start a Meeting, you need to click on the button at the bottom (Record) to start
recording

STEPS: Settings (top right) - Recording. You can choose where to store the recordings as shown in
the image below. TIP: Store the recording in a safe and accessible place on your laptop
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Why is it useful? Recording meetings will allow you and other people you give access to, to watch
and listen to or just listen to the meeting again.

3.3.3 Cloud recording

e Cloud recording is automatically enabled for all paid subscribers (Pro, Business, or
Enterprise account)

e  Why is it useful? When you record a meeting and choose Record to the Cloud, the video,
audio, and chat text are recorded in the Zoom cloud.

e Therecordingfiles can be downloaded to a computer or streamed from a browser.

TIP: Gallery view is the best option to see all attendees at once while recording

3.4 Scheduling a Meeting with Zoom

After setting all the above settings, you are ready to schedule a meeting. There are 3 ways to do this.
The simpler is the first, the other two are very useful with access to Outlook and / or the Google
calendar.

3.4.1 Recommended
Login to Zoom: https://zoom.us/signin or open the downloaded app (it is faster).
STEPS: Home - Schedule - Customize options - Save

Why is it useful? It is possible in a short time to schedule a meeting on the desired day and time.

01:20 PM

o'

4 i
@fo
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3.4.2 Outlook/Google Plug-in

e Remember to set the settings as described above: waiting room, password, recording
e Youcanalsoadd an alternative host: if you will not participate in it

Then: you can customize the meeting invitation and send it to all the participants. It is important that
attendees are invited to join via the link.

STEPS: download the Zoom plug-in for Microsoft Outlook at: https://zoom.us/download

Why is this useful? It's convenient if you're using Microsoft Outlook, because you can schedule a
meeting from your calendar and you don't have to open the Zoom app.

e |
Zoom ; -

Download Center D T e

Zoom client for meetings

Zoom plug-in for Microsoft Outlook

3.4.3 Schedule a meeting in Google calendar
The participants can simply join the meeting through Google calendar

STEPS: There are two main options to integrate Zoom with Google Calendar: The Zoom for GSuite
add-on and Clockwise. Both options are free-to-use.

Why is it useful? If you usually use Google calendar, you can schedule a Zoom meeting just by going
to Google Calendar and you don't have to open the Zoom App. Then, attendees can simply join the
meeting via Google Calendar. Make sure you integrate Zoom with Google Calendar though.

3.5 Hosting a Zoom Meeting

Once you've scheduled a meeting, you're ready to start the session. So, first, start the session. So,
the first thing you need to familiarize yourself with are the security options.

3.5.1 Security options:

how can | remove a participant, how can | activate/disactivate chats?

STEPS: click at the below bottom: Security



https://zoom.us/download
https://gsuite.google.com/marketplace/app/zoom_for_google_calendar/364750910244
https://gsuite.google.com/marketplace/app/zoom_for_google_calendar/364750910244
https://getclockwise.com/?utm_medium=content&utm_source=inpost&utm_campaign=integrate_zoom_and_gcal_inpost
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TIP: be sure you are familiar with the Security bottom before starting the meeting

TIP: to better control the meeting: Start the session 10 minutes earlier to be sure that everything
works as you want: camera on/off. the microphone (mute/unmute)

Why is it useful? If an attendee disturbs the progress of the meeting, you can intervene to remove
or silence them.

3.5.2 Virtual background

e You can have a virtual background clicking on the Start Video bottom; if you click to (+)
option you can add other virtual backgrounds, you can also have filters
e Everyone can change the background, also the attendants

Why is it useful? If you don't want to share what's behind and around you with others, you can
choose to have a virtual background.

3.5.3 Viewing options

e You can choose Speaker view. This feature is recommended for webinars and the like
because attendees will see the speaker and the shared content, if any.

e You can switch to Gallery view. This function is recommended if you want to see all the
participants at the same time, for example when there is a group work.

There is also a Reactions button at the bottom.
Why is it useful? Participants can give their immediate reaction to the speaker's speech or content.

STEPS: click the button at the top right for options and click at the bottom for Reactions
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3.5.4 When it starts

When the meeting stars and attendees start to arrive, you can manage the meeting
by following the steps below:

You can always see who is in the waiting room and you can always admit them/don’t admit them

STEPS: Click on the Participants button and all the participants who are waiting will appear. You can
admit them all together or admit / remove each participant separately.

You can share the screen: make sure the page/document you want to share is open
in your computer, you can also share a whiteboard.

(Remember to switch computer’s sound on: if you want to share a video)
STEPS: Share Screen - Stop Share (when finished)

If you click on participants: you can mute/unmute participants, you can also rename
them

STEPS: Participants - Mute/Unmute - Rename

Chat: you can decide whether to activate / deactivate it, whether to share the
contents of the chat with everyone or whether to use individual chat.

STEPS: Chat - ... - Select

Finally, keep in mind that there are fewer options if you have the free Zoom app, more options if you
pay.
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3.6 Zoom support

You can contact the Learning Centre in Zoom to learn more about the Zoom product or if you need
support while using Zoom.

You can use the links below if you need further support or if you want to improve your Zoom
experience.

Useful links:

https://supportzoom.us/hc/en-us/categories/200101697
https://explore.zoom.us/en/products/meetings/

https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://learn-zoom.us/show-me

Video Meeting Etiquette: 7 Tips to ensure a great Attendee Experience:
https://blog.zoom.us/video-meeting-etiquette-tips/

Zoom Events: https://explore.zoom.us/docs/en-us/events.html

Meeting Registration: https://support.zoom.us/hc/en-us/articles/211579443-Setting-up-
registration-for-a-meeting

How-To Videos: https://learn-zoom.us/show-me

ii. How to use Skype for online meetings

3.7 Download the software
To download using your laptop:

e Youcandownload the Skype application from here: https://www.skype.com/en/get-skype/

STEPS: Copy Paste the link - click on Get Skype for Windows 10 & 11 (have a look at the image
below)

o2y o We pam ey Do 2, Accept e Manage coch

Download Skype

Skype for Desktop Skype for Mobile

O
Get Skype for Windows 0ET1
ot sary sowe %0 P sl S0 b A e

-y

To download from your smartphone and tablets:



https://supportzoom.us/hc/en-us/categories/200101697
https://explore.zoom.us/en/products/meetings/
https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://learn-zoom.us/show-me
https://blog.zoom.us/video-meeting-etiquette-tips/
https://explore.zoom.us/docs/en-us/events.html
https://support.zoom.us/hc/en-us/articles/211579443-Setting-up-registration-for-a-meeting
https://support.zoom.us/hc/en-us/articles/211579443-Setting-up-registration-for-a-meeting
https://learn-zoom.us/show-me
http://skype/
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e You can download it from here: https://www.skype.com/en/get-skype/skype-for-mobile/
for smartphones

e You can download it from here: https://www.skype.com/en/features/tablet-skype/ for
tablets

3.8 Create an account
e Create an account and choose a surname and a password

STEPS: open the downloaded app - insert your email or telephone number - choose a surname and
a password - insert the personal information — add an image as your profile picture

S Sign in

Let's get started

Sign in or create

 Shype or Microwon sccount. Need bele? —u  Sgn

= Microsoft

TIP: Choose a password that you will remember. Choose a surname that is not too different from
your first and last name

e Remember toshare your name so they are ready to take your calls and contact you on their
own

3.9 Test the audio
Before starting it is important to check your audio

Why is it useful? You need to make sure that your equipment is on and working properly so that you
can be heard and hear during Skype calls

STEPS: The Test Your Audio page will appear when you create your account - Set the microphone
level - set the Speaker level

e Youcanalways change the audio later: Profile - Settings - Audio & Video
TIP: do a Test audio and Make a free test call to check if everything is working properly



https://www.skype.com/en/get-skype/skype-for-mobile/
https://www.skype.com/en/features/tablet-skype/
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Skip

Test your audio

Let's make sure your equipment is on and working properly.
You can always change this later in Profile > Settings > Audio &
Video.

| Microphone ’ Default communications device Vv

Automatically adjust microphone settings [ o]

Noise cancellation Auto (default) v

Default communications device Vv

[> Test audio

% Make a free test call

(==

3.10 Choose a background

You can choose a background that will appear during the calls

TIP: suitable for the type of calls you will be making. The blurry background is good for business
calls

3.11 Set up your contact list
Once all these features are set, you are ready to create your contact list.

e Askfor the username of the people you want to contact
STEPS: Contacts (Onthe left side) - Add Contact

Why is it useful? If you create a contact list, when you need to contact someone, you will already
have their contact information

TIP: Synchronize your mobile address book with your Skype contact list if you want to make calls
right from your device’s contact list.

Click here: synced your mobile address



https://www.digitalunite.com/guides/email-skype/skype/how-make-skype-call
http://support.skype.com/faq/FA34840
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Here are some quick actions to get you started

{.

Echo / Sound Test Service .
What's New in Skype Easy meetings with anyone

You are signed in as g.mascetti@idec.gr

Try switching accounts if

Learn mor

3.12 Call

Once you have created your contact list, you are ready to make your first Skype call.

STEPS: Select a person you want to call - Click the video D] button if you want to communicate

face to face - Click the audio QD button if you want to make a call without using the webcam.

e Clickonthe + to add other ones to the conversation or select the I-:-h Start call buttonina
group chat

e g~ Y S

Q. Peopie. groups, message
C) (S Q sy
&8 No Mutual Contacts
ct

My contacts Say hi to Giuditta with a wave.

Echo / Sound Test Service .
°

B AxAme Rl
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3.13 Make sure you are connected

Once the call is initiated, if you cannot see or hear the other person, there may be a problem with
the connection

Things you can do: Record (on the left), Chat, Share Screen, React

Important: to change the background and to check on the audio and video settings follow the STEPS:
More - Audio and Video settings
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3.14 End the call

When you want to end the call click on the red button

iii. How to use Google Meet for online meetings

Google makes an enterprise-grade video conferencing solution available to everyone.

3.15 General information

e You must have a Google account to be able to host online meetings
o Upto 100 participants can join an online meeting

e A meetingcan last up to 60 minutes

e Companies, schools, and other organizations can:

e Canhost meetings with up to 500 internal or external participants
e Canlive stream with up to 100,000 viewers within a domain

3.16 Getting started
e Ifyoualready have a Google account, you just need to log in: Login
Googe

Sign in

Ul pousr Googhe ALCoUR



https://accounts.google.com/ServiceLogin/identifier?ltmpl=meet&continue=https%3A%2F%2Fmeet.google.com&o_ref=https%3A%2F%2Fwww.google.com%2F&_ga=2.259016394.1145627020.1649138477-386490878.1648474249&hl=en-GB&flowName=GlifWebSignIn&flowEntry=ServiceLogin
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e Ifyoudon’t have a Google account, you can create it: Register without costs

Google
Create your Google Account

(o)

Good to know: You don't need to install additional software on your laptop to start or join a meeting
on Meet.

3.17 How to start an online meeting
To create a new online meeting, do the following:

e New meeting - there will be three options so choose one: Create a meeting for later or Start
an instant meeting or Schedule in Google Calendar

Why is it useful? Click Create a meeting for later if you want to have a link for a future meeting to
send to attendees.

TIP: Make sure you save the link so you can use it later. You can send the link to up to 100
participants per meeting.

Click Start aninstant meeting if you want to start a meeting now and finally click Schedule in Google
Calendar if you want to schedule a meeting via Google Calendar.

Premium video meetings,

MNow free for everyone. E ®s

o+ i

Important: To start a meeting, Google Meet will ask you to grant access to the microphone and
camera. If you don't allow these features, the online meeting won't start for you.



https://accounts.google.com/signup/v2/webcreateaccount?ltmpl=meet&continue=https%3A%2F%2Fmeet.google.com&o_ref=https%3A%2F%2Fsupport.google.com%2F&_ga=2.25431293.1145627020.1649138477-386490878.1648474249&flowName=GlifWebSignIn&flowEntry=SignUp&nogm=true&hl=en-GB
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e Howtojoin anonline meeting when someone sends you the link?

Enter the code here: https://apps.google.com/meet/ where it is written Enter the meeting code and
then click on Join

Learn about our sckitions for echucation and hasthcare

Premium video meetings for
everyone.

3.18 Useful functions

e Livesubtitles during meetings:
You can follow meetings in real time with automatic subtitles on Google's voice recognition
technology.

STEPS: click on the three dots at the bottom of the screen that you will see during an online meeting
- Turn on/off captions



https://apps.google.com/meet/
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e Video and audio preview screen

Why is it useful? After entering the code or clicking the link, you can adjust the camera and
microphone and check how others will see you before joining the meeting. You'll also see a preview
of whois already attending the meeting.

STEPS: click on the three dots at the bottom of the screen that you will see during/before an online
meeting - Settings - Audio - Video

e Screensharing with participants

Why is it useful? If you want to share something with attendees in the form of a presentation or
document, you can.

STEPS: Present now - choose to share your entire screen, a window or a tab (the best option for
video and animation)

You

1218 PM | boa-hgio-hol
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3.19 Security and privacy
e Encryption of datain transit enabled for the default function

Why it's useful? All video meeting data in transit between the customer and Google is encrypted.
This means that only you and the other people attending the meeting have access to the shared
information

Useful links:

Toolkit for when you work remotely; https://services.google.com/fh/files/misc/google-meet-
toolkit_en_us.pdf

10 tips to improve your presentations with Meet:
https://support.google.com/a/users/answer/9282978



https://services.google.com/fh/files/misc/google-meet-toolkit_en_us.pdf
https://services.google.com/fh/files/misc/google-meet-toolkit_en_us.pdf
https://support.google.com/a/users/answer/9282978
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