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Introducing

Julia Shallcrass



What we will cover today

A. Why work from home?

B. What is the process of working from home?

C. How do you manage challenges of working 
from home?



Why Work from Home?



Benefits

Staff: Less travel, commute, transport costs, no 
distractions or interruptions in office

Employers: happier and more productive staff, more 
productive, less overheads, less distraction (NB: 
may not be more productive during lockdown)

However: the excitement can wane over time – staff 
generally more productive if can attend workplace 
one day per week!
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On a personal note



Phillip Cornegé – Barrister 

Phillip Cornegé of Riverbank Chambers has a 
paperless practice
• Provides training on paperless practice
• Flexible hours to accommodate young family 

(currently splits shifts to manage workload)
• Can work anywhere meaning more 

accessible for clients
• Less interruptions = More productive



Leaders in Paperless Practices

We have sought the opinions of leading law firms 
with systems designed for working from home:

Cavell Leitch

Juno Legal

Tompkins Wake



Stay home and save lives
• NZ – COVID-19 Alert Level 4 - Eliminate 

physical contact with each other to avoid 
being vectors

• Keep essential services going, but 
otherwise everyone stay at home

• If you leave your house to buy food or 
exercise keep 2 metres away from anyone 
you see

• Remote working is an option for 
professional services



What’s an “essential service”?

Essential services include 
justice
• Only proceedings affecting the liberty 

of the individual or their personal 
safety and wellbeing, or proceedings 
that are time-critical, should be heard 
at Alert level 4. 

• Mostly remote participation unless 
court attendance is unavoidable

• Physical distance and courthouse 
hygiene measures taken

https://www.lawsociety.org.nz/news-and-
communications/latest-news/news/chief-justice-
outlines-court-operation-at-level-4

about:blank


Essential Workers – Alternative ways 
of working
Working from home if possible

Flexible working remote working, split shifts, physical 
distancing at work, staggering meal breaks
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What should you tell staff about 
working from home?



Provide policies, guidelines and 
FAQs
• Provide staff FAQs on their rights in relation to leave 

and working from home.

• Provide guides on working from home and practical 
tips for maintaining their wellness.

• Provide your policies and procedures on:
• working from home/flexible working – for essential and 

non essential workers
• Your firm’s practice during COVID-19 (and any pandemic 

plan)



Working from home policy – for 
COVID-19 Lockdown

Consultation prior to working 
from home (e.g whether can 
work usual hours)

Health and safety:
• audits on workspace
• how to reduce risk of 

infection at home
• how to reduce stress and 

who to contact if stressed 
or mental health issues
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Productivity and hours:
• require keeping records, time 

keeping
• when employee must remain 

contactable for meetings/clients
• any changes to billable targets

Supervision:
• regular and frequent catch ups 

with manager



Working from home Policy - COVID-
19 Lockdown (continued)
Regular communication 
and review
• Preferred communication 

channels with colleagues 
and staff (e.g Google 
hang outs, Slack)

• Company and 
Government updates

Paying expenses
• Phone/internet/printing 
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Technology and 
confidentiality:
• Appropriate equipment to 

use and anti-virus 
requirements

• Use/misuse of technology
• Ensuring confidentiality of 

employer/client 
information



Guidelines for staff working from home

Setting boundaries

Preparing workspace

Preparing for the day
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Consult with staff
Consult with staff in good faith about 
any temporary changes to working 
arrangements– best to get their 
agreement!

Discuss:
• working from home; 
• change of hours/pay (including 
increase for expenses);
• alternative work (if suitable skills); or
• special paid leave, annual leave, 

annual leave in advance, reduced pay 
– only use sick leave if actually sick!

Record agreement in writing!  Could 
say until below Government Alert 
Level 3.
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What if they don’t want to work 
from home?

Listen to their reasons!

Employment agreement might require 
employee to work from another location 
(e.g home) and to carry out a reasonable 
instruction from your employer. 

But, it may not be possible or practicable 
for the employee to work from home, or to 
work their usual hours

Staff may not have capacity to work from 
home or decline for health and safety 
reasons
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Can employers decline staff request 
to work from home? 

An employer can decline to allow work from 
home, but this should be on reasonable grounds, 
such as inability to work properly or supervise, 
security or health and safety.
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Review arrangements

Check how everything is going for your staff



Poll

How are you finding working from home?
A. It’s a struggle

B. A few hiccups, but overall okay

C. It’s great

D. I would like to work from home permanently



What if staff want to work from home 
permanently?
Every employee has the right to request flexible 
working on an ongoing basis
• Consider whether they are productive and supervision 

has worked well
• Detrimental impact on performance and quality are 

reasons to decline – see reasons to decline listed 
under s69AAF Employment Relations Act 2000

• Must respond to written requests with one month

• Best to have staff member at workplace at least one 
day per week!



How do you manage challenges 
of working from home?



Common pitfalls of working from home
• Difficulty in complying with 

lawyer obligations and meeting 
client needs

• Technology and confidentiality 
concerns

• Lack of communication and 
collaboration, social engagement

• Productivity and issues with the 
workspace

• Lack of trust and supervision

• Health and safety issues, 
including stress 24



Poll – What is your biggest concern about 
working from home?

A. Technology and confidentiality concerns

B. Meeting client needs

C. Lack of communication and collaboration 
with colleagues

D. Productivity, lack of trust and supervision

E. Health and safety issues, including stress
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Meeting clients’ needs



5 Common Questions during Lockdown



1. How do you communicate with clients?

• Communicate with clients via phone, Microsoft 
Teams, Zoom, FaceTime, teleconferencing – check 
how they are most comfortable

• Regular legal updates for clients via social channels 
and website, plus targeted contacts. 



Technological initiatives for clients
Tompkins Wake – leader in innovation

Tompkins Wake create chatbots for 
businesses to find out how changing law 
and Government announcements apply to 
them



2. How do you meet Privacy and 
Confidentiality obligations?
• Juno Legal – embeds within clients’ IT 

environment, and doesn’t share or store material 
in the Juno environment.

• Guidelines for staff on secure technology and 
physical storage of files 

e.g keep computer screens locked, updated 
internet security, save information to server)

• Workspace should allow for privacy and 
confidentiality



3.  How do you sign documents online?

Remote signing via Microsoft teams and Adobe 
Acrobat.



4. How do you witness affidavits and 
declarations remotely?

Deponents of oaths and declarations cannot be in 
close physical proximity to the administering person 
during COVID-19 Alert Level 4

The Authority can determine whether to accept the 
document attested to remotely

See sample certificate: Administration of Oaths and 
Declarations in Circumstances of Mandatory Self-isolation
https://www.lawsociety.org.nz/practice-resources/the-business-of-law/legal-
practice/opinion-administration-of-oaths-and-declarations-in-circumstances-of-
mandatory-self-isolation

about:blank


Steps in witnessing affidavits 
and oaths:
1. Lawyer must be satisfied that quality of remote conferencing 

facility (Skype, WebEx, Zoom) “AVL” allows lawyer to clearly 
observe deponent and document

2. Lawyer must have read document in sufficient detail that can give 
accurate description of document in the certificate to ensure 
certificate is linked with document being offered by deponent

3. Lawyer see pages signed & initialled and any exhibits and jurat 
page on AVL – document scanned and sent to lawyer

4. If lawyer is satisfied document received from deponent same as 
that the lawyer witnessed being signed, attest and return to 
deponent with completed certificate 



5. Where can you go for 
more support?
Regulatory queries can be emailed 
to: regulatory@lawsociety.org.nz

Finding it difficult to manage your legal practice? Contact a 
Panel member from National Friends Panel for confidential 
mentoring.

about:blank


Property Law
Disrupted by lockdown requirements
Delay settlements and confirmations
Sign undertakings electronically
Check e-dealings with team by email
Use audio-visual for witnessing documents for LINZ

Best practice – see NZLS, Property and LINZ updates

See NZLS Webinar on 2 April 2020: property 
settlements, new agreements remote witnessing of 
A&Is etc



Family Law

Advice by phone, email and written 
correspondence

Only urgent applications being heard so 
processing delays



Litigation

Changes for electronic filing and payment (or 
waiver) of filing fees in Courts

Prepare electronic bundles without need for 
printing/scanning



Corporate and commercial law
Rental discounts considered

Force majeure conditions in contracts

PPSR is online only, and IPONZ is still business as 
usual. 

Companies Office won’t take action for non-
compliance with filing during these times 



Technology and Confidentiality



What technology should you 
provide staff?

• Remote access to networks and 
equipment such as laptop, phone and 
iPad, connected to firm’s network

• Remote IT support

• A call forwarding/message answering 
service 

40



At Square One?

Pick Microsoft Office 365 or Google Suite for 
secure, reliable, technology infrastructure
document sharing, collaboration 

- (Matt Farrington, legal technologist, Juno Legal)



Time recording options

Harvest

Clockify

Refer to: NZLS: Some practical tips for lawyers working from home
by Ros Morhead https://www.lawsociety.org.nz/practice-resources/the-
business-of-law/legal-practice/some-practical-tips-for-lawyers-working-
from-home

about:blank


File Sharing and Storage
Sign up to a temporary cloud service rather than let employees 
make own decisions on where to store data

Tell employees guidelines on use of information, e.g using online 
pdf tool or uploading to personal Dropbox can compromise 
information security

File sharing options: e.g OneDrive,Dropbox, Wetransfer

Free cloud project management team might help team keep track 
of remote work e.g Trello, MS Planner – but take care with title.  
E.g “AB Project Tango” is better than Adam Black (high profile 
celebrity – divorce proceedings) – (Matt Farrington, legal 
technologist, Juno Legal)



Information security
Don’t allow use of personal devices, such as flash drives

Trend Micro Security or AVG (recommended by Ros 
Morshead)

Save emails from Outlook into firm’s systems so 
accessible

Information security is about more than privacy
https://newlaw.nz/blog/cloud-lawyering
https://newlaw.nz/blog/cloud-lawyering-2

about:blank
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Payment and expenses

Pay expenses associated with working from 
home:
• Printing
• Internet
• Phone



Communicating with staff and 
supporting your team



Employment law obligations

Provide reasonable support and assistance

Act in good faith – open and communicative

Health and safety – home is now a “place of 
work”: must ensure health and safety of workers 
as far as reasonably practicable



Communicating with your team

Communicate often and clearly

Use technology to communicate – phone, Zoom  
https://zoom.us/ Skype  Microsoft teams, google hangout, 
phone conferencing like www.expressvirtualmeetings.com,email,

Communicate legal changes and Government announcements 
(could allocate a few team members to this roel)

Social networking platforms like Slack 
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Have fun with your team!
Firm-wide Friday night drinks with 80 staff over 
Zoom in a couple of minutes. BYO chips and dip of 
course. (Cavell Leitch)

about:blank


Other fun ways to support staff
Thanks to Aaron Scott from Somar Design Studios for sharing these ideas!

Weekly Friday night drinks with a theme/game
2 virtual lunches per week
Daily Quiz
Photo/MEME of the week competition
Remote yoga session
Mindfulness exercises - Access to Headspace - A Mindfulness App
Sharing exercise and wellness advice via Slack -monitor the dedicated slack channel 
for new ideas
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Health and Safety
Home is now a place of work, so employer is responsible for 
managing risks
• Communicate about risks (including 

stress/burnout/ergonomics)
• Keep track of hours so reduce risk of stress/burnout
• Ergonomics and workspace
• Personal enquiries about staff – family, health
• Give contact details of HR/manager who can discuss 

concerns
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Support all staff
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So many stressors, both personally 
and at work:

WORK - problems with technology, 
financial/job uncertainty, meeting 
client obligations, concern about 
clients’ financial and physical 
wellbeing

OUTSIDE WORK - health, concerns 
about elderly and vulnerable family, 
work overload, struggling with the 
juggle of children,, pressure of being 
‘locked up’, supermarket concerns 
(‘panic buying’), boredom outside of 
work



Signs of stress
Signs of stress, fatigue, burnout: 
Struggling with decision making?
Obsessed with risk?
Snapping over small issues?
Making errors?

Consider:
Too high workload
Not enough resources



Ask about any stressors
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Everyone’s needs are different!

Ask: How are you finding [working from 
home] at the moment?

Ask: How can I help?

Reduce any work-related stressors and help 
address personal stressors, e.g change 
hours/time of meeting if they are struggling 
working from home with children



Mental Health guidelines

• Stay connected with others

• Tell colleagues if your workload 
is too high

• Switch off from work while at 
home!

• Living well: exercise, rest, 
healthy food

• Acknowledge feelings



Seek counselling services
Seek further professional advice if you need it

• Legal Community Counselling service provides option for 
counselling via phone or video link (or face to face) –

phone Vitae on 0508 664 981, complete online form, or 
download Vitae app

• Text or phone 1737 for a trained counsellor, 7 days per week, 24 
hours per day

• Appointments with usual providers over the phone, email, text 
or video chat

• Employee Assistance Programme (if available)



Managing workspace

Consider suitability of room – what the will 
clients/team see on virtual call?

Consider ergonomics of desk and chair – do 
H&S audit – ask for photograph of 
workspace 

Create boundaries to limit distractions

Confidentiality is important – leave room 
with phone calls

Tell clients and colleagues your hours (and 
clarify in out of office emails)



Managing staff with children
Case study – Commercial lawyer 
Tim has a school aged child and a 
toddler

Discuss and consult with him about:
• hours– split shifts if required
• times of day that suit for 

meetings etc.

Share tips on Slack about working 
from home, e.g how to care for 
children while working from home:
• How to survive (and even thrive) 

during lockdown with kids - RNZ
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Ideas for Parents
Fun activities and learn through play 

Schedule time with children

Learn instrument

Homeschooling ideas from school

Self-care is important too



Supervise and monitor remote staff
To properly supervise and provide clients with the appropriate 
care under r11.3 of Rules of Conduct and Client Care:

Meet staff regularly –Schedule calls or teleconferences during the day with 
more junior staff on 1:1 basis.  Team meetings via teleconference or video-link

Encourage collaboration and peer/manager reviews.
Shared working platforms where staff can review and work on documents 
together

Monitor work regularly to ensure your flexible workers are producing the 
expected quality.

Protocols for authorising sign-off of work and attaching electronic signatures. 



Praise and feedback
Give specific and positive 
feedback like:
“Your e-newsletter to our property 
law clients about the impact of 
COVID-19 was efficient, timely and 
concise”.

Better to say constructive 
feedback in feedback over Skype 
than by email. 



Monitor workflow, record keeping and times of 
work. Require flexible workers to keep accurate time 
records of what they are working on and the amount 
of time spent on each file.  Your time-based recording 
should be accessible through the remote server.

Be results focused – fixed fees rather than time 
recording
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Improve Productivity



Help staff with flagging energy!

• Recognise that staff energy and productivity 
may fall over the coming weeks

• Staff with low energy 2 days in a row meet with 
manager – Somar Design Studios Founder, 
Aaron Scott



Productivity – setting up your 
workday

Set a routine, preferably similar hours 
and breaks to usual.

Write a list with achievable goal, like 
complete first draft of submissions. 

Do productive work first

Check in with team/manager early in 
day if possible – and any further 
Government announcements or law 
changes



Productivity – Managing your time

Keep work and home tasks 
separate

Take breaks away from your 
workspace

Use online calendar

Attend team meetings and 
catch up with colleagues –
usually once a day



Training
Online courses may be useful if:
• Staff need upskilling or retraining (including on COVID-19)
• Comply with CPD requirements 
• Staff are quiet in their work

Options include:
Webinars (NZLS and CCH Learning)
Virtual inhouse training and public courses e.g through KiwiBoss: 
www.kiwiboss.co.nz
Video courses at own pace: e.g Kineo
https://nz.kineo.com/insights/new-zealand-library-launch
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Summary 

Communicate about working arrangements

Ensure you meet clients’ needs including privacy 
and confidentiality

Consider how you can support staff – everyone’s 
situation is unique!
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Thanks for your help!
Cavell Leitch – David and team
Juno Legal – Helen, Matt and team
Phillip Cornegé – Riverside Chambers
Tiana Epati – NZLS President
New Zealand Law Society – team

Thanks to relevant and informative webinars by:
Automio
Jeremy Sutton



Useful resources from NZLS
Covid-19 Information ((for all lawyers) https://www.lawsociety.org.nz/practice-
resources/practising-well/covid-19-information

Property lawyers on remote witnessing of A&Is - New Zealand Law Society-COVID-19 Comment 
and interim guidance on remote witnessing of A&Is - https://www.lawsociety.org.nz/practice-
resources/practice-areas/property-law/covid-19-comment-and-interim-guidance-on-remote-
witnessing-of-a-and-is

AML/CFT - The Department of Internal Affairs has published guidance is for reporting entities 
under the Anti-Money Laundering and Countering Financing of Terrorism Act 2009 (AML/CFT 
Act) during COVID-19 Alert Levels: https://www.lawsociety.org.nz/news-and-
communications/latest-news/news/internal-affairs-develops-amlcft-identity-verification-
guidance

Some practical tips for lawyers working from home
https://www.lawsociety.org.nz/practice-resources/the-business-of-law/legal-practice/some-
practical-tips-for-lawyers-working-from-home

Working Remotely https://www.lawsociety.org.nz/practice-resources/practice-
briefings/Working-Remotely.pdf
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Connect with KiwiBoss
Connect with Julia Shallcrass on LinkedIn, and sign up for a free 
enewsletter! 
Contact: Julia@kiwiboss.co.nz ph 027 246 8890

We provide coaching and training on issues relating to COVID-19, 
flexible working, leadership

Online training
CCH webinars, including on Reducing Stress and Frustration 2020 
- ://www.cchlearning.co.nz/partners/kiwiboss-limited/

Book our public courses or contact us online through KiwiBoss: 
www.kiwiboss.co.nz - suitable for practice managers, HR and 
partners/associates in supervisory role
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Disclaimer

The material contained in this webinar is necessarily in 
summary form.  

It is not intended to be a comprehensive statement on the law 
as it applies to the above topics and does not constitute legal 

Accordingly, you must not rely solely on this information 
without first seeking detailed legal advice.
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Thank you

Julia Shallcrass



Julia Shallcrass  
- Director, KiwiBoss

April 2020

WORKING EFFECTIVELY FROM HOME 
DURING THE COVID-19 LOCKDOWN
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