
Supervisors Checklist 

Be prepared! Test access to your equipment and resources at home before the need 
arises, and contact us if you have questions or issues. 

❏ Ensure that your staff has the proper technology - Explore the resources listed below.
❏ Identify a main channel of group communication for your team.

❏ Webex Teams
❏ Google Groups.
❏ Google Hangouts.

❏ Collect and print a staff emergency contact information sheet (include personal emails 
and phones in case UMD systems go down).

❏ Ensure that people have access to files stored in the cloud (Google Drive, Box and so 
on). If you work with sensitive data, make sure that you understand how to properly 
handle data according to the UMD data classification standards .

❏ Consider forwarding the calls from your office phone to a personal device .
❏ Configure your phone to send voicemail as an email attachment.

https://umd.service-now.com/itsupport/?id=service&service=9a6811dfdbc657446f9e782bbf9619e1
https://umd.service-now.com/itsupport/?id=service&service=fd7603b637911e406574c97a43990ebb
https://umd.service-now.com/itsupport/?id=service&service=a9f50542376fa2006574c97a43990e68
https://umd.service-now.com/itsupport/?id=kb_article_view&sysparm_article=KB0012438
https://umd.service-now.com/itsupport/?id=kb_article_view&sysparm_article=KB0014640
https://umd.service-now.com/itsupport?id=kb_article_view&sysparm_article=KB0011918
https://umd.service-now.com/itsupport/?id=getsupport
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