Tips for managing your teams remotely
1. Set clear expectations




Establish “rules of engagement”. Set up work-from-home guidelines, e.g., respond to emails within 24
hours, use text for urgent matters, and no calls between certain hours to make sure teammates are not
working around the clock.
Stay focused on goals, not activity. Don't worry as much about what is being done. Instead,
concentrate on what is being accomplished. If you are meeting your goals, then great.

2. Communicate effectively




Engage your remote workers daily through some kind of communication. This be one-on-one calls, if
your employees work more independently from each other, or a team call, if their work is highly
collaborative. The important feature is that the calls are regular and predictable.
Provide several different communication technology options. Video conferencing gives participants
many of the visual cues that they would have if they were face-to-face. There are other circumstances
when quick collaboration is more important than visual detail.

3. Keep building your teams




Use technology to build community. Building community is important to developing an engaged
remote workforce. Use technology to create dedicated spaces for celebrating special days (e.g.
birthdays).
Provide opportunities for remote social interaction. One of the most essential steps a manager can
take is to structure ways for employees to interact socially. This is particularly true for workers who have
been abruptly transitioned out of the office. For example, leave some time at the beginning of team calls
just for non-work items.

4. Offer encouragement and emotional support




Acknowledge stress and listen to employees’ anxieties and concerns. This is especially important
in the context of an abrupt shift to remote work.
Model calm and resilience. Employees look to their managers for cues about how to react to sudden
changes or crisis situations. If a manager communicates stress and helplessness, this will have what
Daniel Goleman calls a “trickle-down” effect on employees. Effective leaders acknowledge the stress
and anxiety that employees may be feeling in difficult circumstances, while also providing affirmation of
their confidence in their teams. With this support, employees are more likely to take up the challenge
with a sense of purpose and focus.
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