
Implementation of the Telework and Right 
to Disconnect from Work Policy

In the implementation of its Teleworking and Right 
to Disconnect from Work Policy, GEB seeks to
strengthen employees’ right to disconnect from
work, in a manner that ensures their effective
enjoyment of time off and breaks, with the aim of
achieving a balance between personal, family and
work life.



5 Levels of cultural strengthening
Level 5

Fair culture

Level 4

I want to do it!

Level 3

How do we act?

Level 2

Teleworking and disconnection 

procedures

Level 1

Teleworking and 

disconnection policy

Focus on Leaders

Employees

Consequence 
Management

Executive management, Directors, 
Managers and their teams

Employees

Pedagogical cards

Feedback and measurement

Principles in Effective 
Time Management

“Comparendos"

March – Primary Team Meetings April ----> Internal Media Plan

Training Plan

Teleworking and Right to Disconnect from Work Policy



What is the Right to Disconnect from Work Policy?
Article 2.2.1.5.18. of Decree 1227 of 2022

Legal duty

Internal policy that regulates 

the terms, characteristics, 

conditions of telework

Positions, application 

requirements, equal 

treatment

ICT Tools -

Confidentiality of 

information

Training Plan

Points of contact: 

Harassment complaints, 

Copasst, accidents

OSH Prevention and 

Promotion Activities

Level 1

Teleworking and 

disconnection policy



What is the Teleworking and Right to Disconnect from 
Work Policy like at GEB?

Level 1

Teleworking and 

disconnection policy

GUARANTEE OF 

ACCESS

CONDITIONS

NECESSARY

Obligations and 

prohibitions

Health and 

Safety

Employees who, due 

to the nature of their 

tasks, activities and 

responsibilities, may 

opt for this modality

Supply of 

technological tools

Ideal communication 

channels

Internal Work 

Regulations

Confidentiality

Compliance with the 

Company's OSH 

obligations.

Prevention and 

promotion activities in 

Occupational Risks

RESPECT

Respect the personal 

and family privacy of 

the teleworker.



Right to disconnect from work Level 2

Teleworking procedure 

and Disconnection PolicyLaw 2191 of 2022

Right: No Contact

Workplace Harassment 
Conduct

Disconnection Policy

IT Guidelines

Complaints Procedure

Legal duty

Internal policy that will 

define the way in which the 

right to disconnect will be 

guaranteed and exercised



Working time
Respect for the schedule and 
promotion of the Disconnection 
policy

Connectivity
Staying connected during the 
working day through digital tools

After-hours contact
Only in emergency situations or 
overtime

Procedure
Compliance with the procedure for 
filing complaints for alleged 
violation of the right to disconnect 
from work.

Specific actions that guarantee the right to disconnect

Work Disconnection Policy Level 2

Teleworking procedure 

and Disconnection Policy



Work Disconnection Procedure Level 2

Teleworking procedure 

and Disconnection Policy

Step by Step
To file a complaint for alleged violation of 
the right to disconnect from work → Labor 
Relations

Conciliation procedure
The parties involved are given the 
opportunity to pronounce themselves on 
the facts under investigation and present 
evidence

Employee Relations Committee 
(CCL)
The employee can go to the CCL

01

02

03

https://www.grupoenergiabogota.com/en/geb-group/geb-talent/employee-relations-committee


Principles for Effective Time 
Management

8

RESPECT FOR THE WORKING DAY

• Respect the connection and disconnection schedule, according to 

the established working day, as well as lunch times

• If you send emails before or after hours, schedule them to arrive 

within the working day

• Respect the vacations of your leader, colleagues and team

AGENDA AND TIME MANAGEMENT

• Delegate and empower teams to manage time optimally

• Don't attend more than one meeting at a time

• Review and validate participants' agenda availability before 

scheduling meetings

• Include only people who must be actively involved in meetings

BREAK AND REST TIME

• Inform if you are on vacation, to avoid being contacted via email or 

WhatsApp

• Take active breaks and take care of your mental health

Level 3

How do we act?
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