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How businesses
can respond to
the coronavirus
using Workplace




The recent outbreak of the novel coronavirus,

also known as 2019-nCoV, has impacted

businesses all over the world. Maintaining open
lines of communication with employees is even
more important during such periods of uncertainty.
Workplace is committed to building meaningful
connections between employees and businesses
and has launched this playbook to help Workplace
customers like you to stay connected to employees
during this challenging time. You will also find
practical use cases of how other companies

are using Workplace.
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1.

Kee p yo urse |f Stay up to date on the situation by monitoring official
sources like WHO and your local government health
Sa]ce an d | n]co rm ed department. It's important to stay informed

of any developments so you can respond quickly
to changes that may affect you or your business.

Send Safety Check Hide Preview

Within your business, use Safety Check to allow
your employees to mark themselves as safe.

Send Safety Check to Web  Workplace Chat  Email
3,687 People

Preview: Are You Safe ¥

+ o G Delta Airlines used Workplace’s Safety Check
I — (é)) feature during hurricane season in the US last
year, allowing impacted staff members to mark

Tina, Are You Safe?

< N e e e I themselves ‘safe’and let their employer know
© Westminster & London, United Kingdom t h ey We re O u t Of h a rm,S Way.

This is a Safety Check from Fox Fabrics Global. We think you
may be affected by: London Office Building Fire. Let us know if
you're safe, or need assistance from the Fox Fabrics Global
team.

Safety Check is an automated service and should not replace your crisis response procedures.
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https://www.who.int/
https://www.facebook.com/workplace/features/safety-check

2.
Highlight important

announcements
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To proactively inform and educate your employees,
consider creating an announcement post on your
Workplace Profile, website, Facebook Page and
Instagram Business Profile. You can pin important
announcements to the top of your Workplace
account for ease of viewing.

Your post might include information about the
measures you're taking to make your business safe,
as well as your approach to handling employee
queries during this period. You can convey such
information across various communication channels
using Workplace which we cover in detail later on.



3.
Consider alternative
channels

Fiona Ozeri
Shrs- &

Hi team! | wanted to share some important updates on the
latest marketing campaign.

@O Bhuwan Khattar and 4 others 4 Comments
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In case you need to postpone or cancel any planned
events as a result of the outbreak, you could consider
using alternative channels for hosting or facilitating
these events, while still keeping your employees
engaged. For example, you could turn a physical
workshop into an online webinar, or your Workplace
account to organize live sessions.

Learn more about hosting a Live session on Workplace

You could also extend remote working capabilities
beyond your workforce to all the partners and
customers you work with, using Multi-Company
Groups (MCGs). At Workplace, we're encouraging
employees to coordinate and collaborate with

the thousands of partners we work closely with,
using MCGs and video calling.

Learn more about Multi-Company Groups (MCGs)



https://www.facebook.com/workplace/resources/tech/it-configuration/live-video
https://www.facebook.com/help/work/254734331656422
https://www.facebook.com/help/work/254734331656422
https://www.facebook.com/help/work/254734331656422

4.
Respond to
employee queries

-~ ”>«
. ™ 4
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USINGIMORKPLACE

Equip your management team with guidelines
and resources on how to best handle queries
related to the coronavirus. Consider drafting
template responses across your Workplace groups
and any other communication channel where
your business has a presence.

It’s vital to be responsive and to provide your
employees with visibility and transparency during
this period. Handling a high volume of inquiries
whilst ensuring responses are timely and accurate
is key. Consider what information your employees
will be seeking.

Encourage your Leadership to go Live to provide
assurances and support. Recently, two of our
Australian-based customers, Taronga Zoo and
Ambulance Victoria, used Workplace to share

live updates with their entire workforce during

the widespread bushfire crisis.




S.
Provide clarity
through FAQs
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e

It's a good idea to think about questions you're
likely to be asked and to prepare FAQ responses
that provide as much visibility and reassurance as
possible. Create an open group to provide a single
source for updates and safety recommendations
and then ensure these high-signal updates reach
everyone effectively by marking them as important.



A practical guide
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If you would like to maximize how you can use Wm\w
Workplace virtually to communicate and collaborate

Shared Group +
45 Members

with employees, ensuring that your business can
operate during the coronavirus outbreak read on.
We have put together the answers to six commonly
asked questions which Workplace can help you

to solve:

1. How to get a health/travel declaration

from all employees?
2. How to run a team meeting when employees

are working remotely?

3. How to continue regular 1:1s with your

About
Where the Marketing Team gets it done!
& Closed Group

manager when working remotely?

4. How to collaborate on a project

in a virtual environment? ek el petioicndodllsia il e
5. How to manage crisis communications © View group info
across the organization?
- . Members See All
6. How to publish safety and hygiene ) .
R 08300820060
IDS USIng short video ¢ IDS' Katie, Aneri and 71 others are members of this

group.
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1.

How to get

a health/travel
declaration from
all employees?
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Use the Survey feature to collect travel
declaration or body temperature daily from

employees. Customers have shared that
this is effective in achieving:

Learn more about the Survey feature

Compared
Closetoa to a typical
100% 60%
O O
response rate Response rate
via email


https://www.workplace.com/help/work/362546247797409

Create a People Set that contains

the intended audiences.

1. Youcan create an automated People Set based on profile
fields, such as “everyone with Location = ‘Singapore’.

2. Youcan also create a People Set manually by uploading
a csv of email addresses.

Edit Profile Criteria

Define profie criteria for Singapore Employees. People will be
automatically added or removed from the set based on these criteria.

it , only people who meet al
added to the set. If you select more than one value for a criteria, people.
who match at least one of these values will be added to the set.

Q Location contains Singapore

5 people m: teria
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Create a Survey containing a maximum

of five questions.

As a Survey is primarily designed for use cases such
as micro-pulse, it is configured to be anonymous

so remember to include the first question to identify
the user eg. What is your name?

Question 1 /s @
What s your email address

Response

Free

Question 2 2 3

Have you traveled to Mainland China since 1 February 2020 (business or
personal travel)?
Options

Yes

No

Question 3 ]
Have you traveled to the Republic of Korea since 1 February 2020 (business or
personal travel)?
Options

Korea - Daegu city or Cheongdo county

Korea - Not Daegu city or Cheongdo county but travel to another location within Korea

None



Assign the Survey to the target audiences,
either using your previously created People Set
or by uploading a CSV file of email addresses.

Draft ~ Active  Completed

All Surveys > Edit Survey

Edit Survey
Step3of 4
1. Details ¥ Who would you like to send the survey to?
2. Questions ¥
People set Manual list
3. Recipients v
. You can create a new people set in the Admin Panel. Changes to the people set will be reflected
4. Duration v between survey runs,
[eareh fora people set
Selected set:
Singapore Employees
5 people
e B
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Decide whether you want to run the survey once

or more regularly depending on your business needs.
Once the Survey has gathered more than four
responses, you will be able to extract the results.

For more help on how to set up a survey read
our full guide here



https://www.workplace.com/help/work/362546247797409

Create a Teams & Projects Group for your
team if you don't already have one.

Here is more detail on how to create a Group

2.

How to run a team
meeting when employees
are working remotely?
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https://www.facebook.com/help/work/391078094627398/

Run a poll to find a suitable time for everyone,

and to identify topics to set the agenda.

Here is more detail on how to run a poll

|

Gianna Pisano created a poll

5hrs - &

How often should we hold company All Hands meetings?

We'd love to get your thoughts on how often we should hold

these meetings, so please vote!

(@]

(@]

O

Weekly
Monthly
Quarterly

Annual

OO Martin Pelemis and 37 others

4 Comments
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Create an event in your Group to announce date and
time, and invite people to attend.

Here is more information on how to create a Group

Create Event for Website Redesign Pro...

Event Photo or
Video

P o

==

EventName  Website Team Meeting

Location  Room 4387

OO0 | deeting 1o eciuns webeks Feastign resbeniInekgHs.
Frequency O Occurs Once -
7/6/2019 5 1:00AM POT
7/6/2009 = 12:00PM POT
Invite sl members of Website Redesign Project Cancel


https://www.facebook.com/help/work/1607484452851544
https://www.facebook.com/help/work/391078094627398/?helpref=hc_fnav&rdrhc

Create a document in your group to take
notes and allow others to edit.

Here is a guide on how to create a Doc

——A

-
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Enable remote working (i.e. at home) for employees
and use video chat to host meetings with up to 50
people calling or use rich video calling using Portal.

Find out more here



https://www.workplace.com/help/work/1782437648666818
https://www.facebook.com/help/work/654966795039065?helpref=uf_permalink

Use the Live feature to record and broadcast

in-person meetings to everyone in the Group.
LIVE | ® 4.5k

Here is a guide on how to use the Live feature

Alex Comell
Shelis a such an inspiring person!

Kate Stern
We need more

Charmaine Hung is watching with you.

y for Q1/2017?

If you would like more information read the full guide & O &

on how to host meetings on Workplace
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https://www.facebook.com/workplace/resources/tech/it-configuration/live-video
https://www.facebook.com/workplace/resources/ways-to-work/collaboration/hosting-meetings

Create a 1:1 Group with just you and your manager.
Make it a secret Group. As an employee, you can
then create a weekly post on what you're working

on and how you're tracking towards your goals.

This creates a culture of openness and transparency.
You can also share files on Workplace and easily
search within the Group.

3 As a Manager, you can give real-time feedback and
y make use of emojis, stickers and gifs to encourage and
. | build an open culture. Comments are also a good way
H oW to con tl nue regU ar to capture any ongoing discussions all in one place.
1:1s with your manager e P p T
when working remotely e
& Tag coworkers Poll

32 Dropbox @ Tretio

W Jira Cloud @& OneDrive
@> SharePoint box Box

@ orF %) Add Activity

© Add Location @ Format with Markdown

@ Workplace Project Team

Here is a guide on how to be an effective People Manager
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https://www.facebook.com/workplace/resources/getting-started/people-manager-guide

Create a Teams & Projects Group.

Pin a post to the top of the Group, outlining project

goals, available resources, deadlines, and any other

important project information.

4,

How to collaborate on
a project in a virtual
environment?

(O comment

Keep up with comments on your post with the Workplace mobile app.

» ©
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Post weekly updates and share files from other tools.

Create a Doc directly in Workplace to collaborate
on meeting agendas, compiling meeting notes,
and developing project planning materials.

Here is more on how to create a document.

Here is more on how to create a document

Use polls to make decisions faster as a team
- gather feedback, create meeting agendas,
and set meeting times.
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https://www.workplace.com/help/work/1782437648666818

Use Workplace Chat for quick communication during
the Coronavirus. This feature is available for Project
Groups with up to 250 members. Also consider using
one of our Workplace integrations that could enable
your business to create impactful bots that meet
your specific needs during the Coronavirus.

For example, Singapore-based Scoot Airlines used
Work Chat in combination with Prepp.io to send
daily surveys via bot to select personnel in high-risk
positions traveling to specific countries. In their
messages, they’ve been checking up on staff welfare,
with nearly 100% response rate every day.

You can download Chat by following the links below.

Download Workplace and Chat app for i0OS

Download Workplace and Chat app for Android

Here is a link to some FAQs about Workplace Chat

Encourage your employees to use Workplace Chat for
1:1s, hosting meetings for both audio and video calls.

For more information here is the full guide
on how to manage a project in Workplace

Marketing Team Chat

Adam Bell

ﬁ Hey, do we have any presentation templates?

No, we need to get all our outbound

templates in order. Thoughts?

Adam Bell

p I've got some from the finance team we can start with
>

Adam Bell

ﬁ That could work!

Type a message... ﬁ (@ @ @ \.OJ [b

20


https://apps.apple.com/us/app/work-chat/id958124798
https://play.google.com/store/apps/details?id=com.facebook.workchat&fbclid=IwAR2WT4BtrfKPVb9TFnfMDsyGXN1E5JohC6xDEv-XjGmMYdRb1tRLvvxyXII
https://www.workplace.com/help/work/682468881954082/?helpref=hc_fnav&rdrhc
https://www.facebook.com/workplace/resources/ways-to-work/collaboration/managing-a-project

5.

How to manage crisis
communications across
the organization?
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Create a Group for coronavirus related
announcements or leverage an existing organisation

wide Group which can be the source of truth

for employees.
Mark the Group as Official.
Consider making it a default Group.

Disable post comments.




Mark critical posts as Important and ensure that
important posts are surfaced at the top of everyone's
News Feeds. Here is a guide on how to mark a post

as Important.

Here is more information on how to create a Group

oG rorinream

+(® cusomercars
& roxraics sy
@ s
) oot v roun

oD vorsoolr

o o

+] create Group
Soo i

Q) eeraranivr
B sexu
o wrtam sz

© orconarcos
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Fox Fabrics Security Announcements

® Official- Open Group

Abowt  Posts  Chat  More =

TILILE

‘Shared In This Group

As mentioned previously, use Safety Check to quickly
contact employees to confirm who is safe and who
needs help during the coronavirus.

Read more about Safety Check

..... - 9:41AM 100% -

 Home: SwtetChack for Workplace Fo)

Safety Check for Workplace
This is the Workplace Safety Check bot by
Facebook

@ This is a Safety Check from
Fox Fabrics Global. We think
you may be affected by:
London Office Building Fire.
Let us know if you're safe, or
need assistance from the Fox
Fabrics Global team.

I'm Safe
I Need Assistance

More Information

s = 9:41AM 100% w-
 Home  Sefety Check for Workplace b

Safety Check for Workplace
This is the Workplace Safety Check bot by
Facebook

@ This is a Safety Check from
Fox Fabrics Global. We think
you may be affected by:
London Office Buikding Fire.
Let us know if you're safe, or
need assistance from the Fox
Fabrics Global team.

I'm Safe
I Need Assistance

More Information

© L}

.. T 0:41AM I00% -
< Safety Check for Workplace &
Safety Check for Workplace
This is the Workplace Satety Check bot by
Facebook
| Need Assistance

More Information

@ We're currently experiencing
issues at the London office.
We will be posting updates on
Workplace as and when they
become available. In the
meantime please do NOT
travel.

I'm Safe

| Need Assistance



https://www.facebook.com/help/work/314019095855858?helpref=typeahead_suggestions&sr=1&query=mark%20a%20pos&rdrhc
https://www.facebook.com/workplace/resources/news-updates/employee-safety

Use the Survey tool to broadcast must-read
messages to all and collect acknowledgements.

Here is a reminder on how to set up a Survey guide

Encourage your leadership and experts to run a Live
session. Live streaming on Workplace enables your
business to have a broader reach. Employees who are
on working remotely, from home or who are on the
move will be able to receive critical information
during critical times. Timely communication could
also help to invalidate any rumors and avoid

coronavirus speculation as it relates to your business.

Get more technical information on how to set up
Live Streaming

Read the full guide for how to manage

crisis communications
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Amber Meighan
5hrs- &

Hi team! We are now live to share some important changes
that will impact our business in 2020.

Nicholas Rossano
Are we opening new stores?

' Nate Butler
Are our sales targets changing?

Martin Pelemis

Oo Corey Pearson and 4 others

Katie Hansen

o Company Goals for 20207

Great point on metrics.

O =

e %

23


https://www.workplace.com/help/work/362546247797409
https://www.facebook.com/workplace/resources/tech/it-configuration/live-video
https://www.facebook.com/workplace/resources/tech/it-configuration/live-video
https://www.facebook.com/workplace/resources/ways-to-work/employee-comms/crisis-communications
https://www.facebook.com/workplace/resources/ways-to-work/employee-comms/crisis-communications

0.

How to publish safety
and hygiene tips using
short video clips?
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Encourage more employees to take training courses
online or in VR using Oculus, to avoid traveling and
gathering in large groups, and without compromising
the quality of learning and development

%

Nathan Summers Ozeri posted a training video Trammg Videos
Shrs- & Open Group - 155 Members

Working with optic fibre cables can be complicatec @‘@e ‘ @0

how to set them up in just a couple of minutes!

Send Message

@O Bhuwan Khattar and 74 others 9 Comments




You can publish a variety of short videos or deliver
"Just in time" micro-learning experiences by going
"Live with the Expert" and respond to questions

in real time via comments and polls. Additionally
you can create 'learning moments' by making
short interactive live videos that capture real-life
learning and sharing them on Workplace.

Read the full guide here
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Fastest Coffee Maker

s\ Aneri Shah

>

i Jessie Kim
a Erica Virtue
2 Martin Pelemis

—|— Add your progress

00:30

00:35

00:39

00:43


https://www.facebook.com/workplace/resources/ways-to-work/culture/learning-development

Summary

While the road ahead may appear to be a long one,
we believe that we will be able to overcome the
difficulties by working together, staying vigilant and
showing up for each other. We would like to remind
everyone to stay safe, take sensible precautions and
protect yourselves first and foremost. Workplace are
with you for the long term and are committed to
provide proactive, responsive and real-time support
and develop new solutions as this complex situation
continues to evolve.
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(Workplace

For more resources and information,
£0 to our Customer Resource Center.

from
FACEBOOK


https://www.facebook.com/workplace/resources

