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Date 11 January 2021

Subject Guidelines for Work-From-Home Staff during the Spread of Coronavirus
Disease 2019 (COVID-19)

To Management and all employees

With reference to the corresponding announcement regarding preventive measures against the spread of
COVID-109, the company has instructed some employees to work from home.

In order to ensure that the business can continue to run smoothly and achieve maximum efficiency, the
company has set practical work-from-home guidelines during the spread of COVID-19 for employees to
abide by.

1. Working from home shall be as productive as working at the office. As such, staff should be
ready to take up the task assigned by supervisor. Neither shall there be missing of action nor losing of
communication. Staff should be ready to attend meetings called upon by supervisor during business hours.
Utilize technology such as E-mail, Line Group, Zoom as much as possible. Avoid using personal account
on Zoom for business purposes in order to prevent data leak. Please note that supervisor reserves the right
to alter or end the remote work arrangement at any time.

2. Forward all calls to your reachable contact number. It's necessary that staff can be reached at
all times during the office hours.

3. The tasks assigned to staff by supervisor during the work-from-home period shall be regularly
followed up, reviewed, and reported.

4. Staff working from home shall report their performance through the method established by the
supervisor. Time record and attendance shall be proceeded via the CNT i-web system. The clock in time
by 8:00 am and out after 5:00 pm will be strictly applied as if they were in the office. (Please see detail in
the attached manual.)

5. Staff working from home can file a request for personal leave, sick leave, or vacation in
compliance with company rules through company intranet.

6. If the staff need to leave home during office hours, they must obtain permission from their
supervisor first. Furthermore, they shall avoid all travel to areas at high risk of COVID-19.
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7. Staff working from home are authorized to access computer programs necessary for their works.
Should they have any problem, they could contact their department or IT department for assistance.

Problems with computer programs, contact Khun Wiwat (ST) 02-338-8024 or

Khun Supachai (SB) 02-338-8028

Problems with CNT IWeb, contact Khun Kanokpol (KPO) 02- 338-8029

8. For personal development, staff working from home shall join trainings provided by Human
Resources Development Department. If they are unable to do so for any reasons, they shall inform their
SUpervisors.

9. If any staff working from home has body temperature higher than 37.5 degree Celsius, in
conjunction with coughing, runny nose, sore throat, difficult breathing, tiredness, ache and pain, he / she
shall seek medical help right away. In addition, they shall also inform their supervisors or Human Resources

Department at once.

10. Ignoring these guidelines may result in disciplinary action.

Please be informed and proceed accordingly.

(Mr. Surasak Osathanugraha)
Assistant Managing Director





