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Granicus Remote Work Environment
Requirements & Expectations

Granicus has embraced a remote-first working philosophy. The Global Remote Working
policy provides flexibility for Granicus employees to work from home instead of within a
Granicus office, where possible. As our workforce continues to operate with this policy
in mind, there are two types of information to consider — those aspects that are
requirements in our remote work environment and those that are expected best
practices to improve the working environment.

For most employees and teams at Granicus, these requirements and expectations are
already embedded into the way that you work and interact with colleagues. We
encourage you to continue operating in this manner. However, there are instances
where employees are not aligning with these practices, leading to disruptions within the
team and negative impacts on our customer relationships.

As we continue to grow globally, these requirements and expectations are intended to
create needed baseline standards for all employees and teams to work and
collaborate at their best while minimizing disruptions. We are also refreshing our
employee handbooks and may need to do so occasionally to account for the
evolution of our remote work environment.

Remote work requirements are actions that would impact the quality of your work and
collaboration with others. They are also a condition of employment and include:

e Prioritize a productive work environment that allows employees to focus and
concentrate and one where they have the resources and tools, they need to do
their jobs effectively. Although distractions are often unavoidable and difficult to
eliminate completely, try to keep them to a minimum. Be mindful when in
airports, busy coffee shops or other locations that make speaking/listening a
challenge for all participants.

e Turn your camera on because it enhances engagement during meetings by
better connecting attendees. Keeping your camera on allows participants to
better observe body language and other expressions occurring with meeting
participants. There are times when employees may need to be off camera for a
moment (i.e., tend to an urgent matter off camera or regroup when feeling
overstimulated on camera). Being on camera is among the important elements
that make for a more effective meeting, some of which are detailed under the
best practices section of this document.
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https://confluence.granicus.com/pages/viewpage.action?spaceKey=HR&title=Company-Wide+Policies&preview=/145689734/385720098/Remote%20Working%20Policy_v0.8.pdf

¢ Maintain a work appropriate background when on camera that is free from
offensive imagery or language and minimizes distractions. To support employees,
Granicus has pre-approved backgrounds that you can use during virtual
meetings. Refrain from using avatars and other potentially distracting features
during meetings unless invited to do so by the meeting host.

Remote work best practices are actions to consider that will improve the work
environment. They include:

e Keep yourself muted during video or audio conferencing unless you are
speaking.

e Be mindful of proper meeting planning. Ensure the right attendees (required and
optional) are invited to the meeting. Include the purpose of the meeting in the
invite and ensure there is proper notetaking or information that can be shared
with those who were unable to attend. Be mindful of meeting start and end
times and length to ensure maximum engagement while respecting everyone'’s
time and energy levels.

e Maintain a professional appearance. Be mindful of your appearance and
behavior while on video. Make good choices that reflect positively on yourself
and Granicus.

Next steps:
e Managers, please refresh or explain to your team these remote work
expectations and requirements.
e Connect with your senior leadership team member if you have questions about
this document.
e Stay tuned for additional updates in The Gran and in our revised employee
handbooks.

Use of these guidelines will allow you to be at your best. We appreciate you adhering to
these requirements and best practice behaviors to ensure a successful remote-first
working environment.

Additional Resources

Virtual and Hybrid Meeting Essentials (linkedin.com) (23 min)

Build professional relationships online (linkedin.com) (22 min)

Setting up the virtual environment (linkedin.com) (3 min)

Best practices for virtual meetings (linkedin.com) (4 min)

Understanding etiquette for phone calls (linkedin.com) (4 min)

Understanding common etiquette practices during a phone call (linkedin.com) (4 min)
Business Etiquette for the Modern Workplace (linkedin.com) (44 min)
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https://www.dropbox.com/scl/fo/0kcyijgmbtxccwlntwpuy/h?rlkey=5btidivivxnz935xgrgd2586b&e=1&dl=0
https://www.linkedin.com/learning-admin/content/courses/3009443?account=2366674
https://www.linkedin.com/learning-admin/content/courses/2849185/videos/2358367?account=2366674
https://www.linkedin.com/learning-admin/content/courses/2822641/videos/3131410?account=2366674
https://www.linkedin.com/learning-admin/content/courses/636108/videos/3073634?account=2366674
https://www.linkedin.com/learning-admin/content/courses/4406556/videos/3819064?account=2366674
https://www.linkedin.com/learning-admin/content/courses/365216/videos/415641?account=2366674
https://www.linkedin.com/learning-admin/content/courses/2504657?account=2366674

