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Culture & Behaviour 
Working well, together. 

Keeping your team working effectively together will be one of, if not, your key priority over the coming 
weeks. You will want to ensure that you are able to look after your people and you’ll be trying to keep your 
team connected so that you can continue to service our members.  Covid-19 will obviously create 
enormous challenges, but we all have the ability to innovate and change, especially within supportive 
cultures.  

Things to remember: 

• Assume trust and believe that people will be productive. It is likely most people will want to do their 
best.  

• Working from home may create new working hours and patterns.  If your team don’t have to commute, 
let them work flexibly around childcare etc, whilst ensuring you can still meet member expectations.  
Considered correctly, this flexibility may even extend your service hours AND help your staff balance 
life and work.  

• Take time to thank your team members every day. Whether in your communication channels (Teams), 
on a video call or just via a direct message, making the time to recognise a team member for their 
efforts can make a huge difference to motivation. 

• Tone doesn’t always translate on Teams / Slack.  Consider use of emojis to help communicate your tone 

and intent  .  

 

 

Consider Creating a Team Charter.  Here is a simple example: 

“We communicate over a MS Teams / WhatsApp Group / Hangouts / Slack Channel. 

We hold a video meeting via Skype / MS Teams / Hangouts / Zoom daily. 

We use Trello / MS Planner / Excel to reflect the current status of projects and tasks, which should be 
updated every 2 hours. 

All our work is transparent and visible to everyone in our shared drive.” 
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Collaboration & Effectiveness 
Top tips to maintain productivity 

1. Touch base with each of your team members daily (with cameras). Even if it’s just a quick slack to 
check in, make the time to do it.  Over-communication becomes suddenly critical, and your team 
members may be struggling with being remote even where you aren’t.   

2. Schedule daily stand-ups as a team (with cameras). Pull the team together more than you normally 
would, to make sure everyone is doing ok. Create the space that allows your team members to 
connect, even if not all of them can make it every day.   

3. Set up team collaboration channels. If you don’t already have a channel dedicated to your team, set 
one up using MS Teams. Ongoing chatter and sharing will become more important when everyone is 
working remotely.  

4. 2 minutes on a video call can save many more minutes and significantly more brain space than a long 
back-and- forth via e-mail taking place in the background (phone calls are not as good as video, but 
they ARE better than endless WhatsApp or email!) 

5. Use your webcam on calls as much as possible – it helps you know when people have finished 
speaking / want to speak and stay connected. 

6. Use Trello / Teams Planner to guide check-ins. Focusing your updates around the cards keeps it really 
focused but also means the detail is there for later when you can’t just check something with 
somebody quickly.  

7. Have a shared document (Google Docs / Teams Files / Dropbox) for meetings so people can follow 
along with the conversation and keep track of what’s been agreed / asked - don’t assume that 
somebody else is writing in their pad / on post-its if you can’t see them doing it  

8. It’s really hard to judge what the general mood in the team is when you’re not together, so introduce 
a simple way of sharing general feelings - e.g. if people are happy to, share a number out of 10 or an 
emoji for the general mood in your daily meetings so people know who to give support to and who 
to go to for a bit of a pick-me-up  

9. Teams messages / e-mail / WhatsApp isn’t the best way to share difficult messages – use the phone or 
video chat for anything complex or contentious.  

10. Remember not everyone has a home office set up - people will be working with children, dogs, cats 
and partners in the background and not everyone has an office to go to. Be understanding and 
respectful of this situation. If using Video / Voice calls we should expect delays around mute / 
unmute and a loss of concentration. We recommend using messaging to write questions / ask 
specific people for answers and responses as well as your voice. 
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Managing a Remote Team 
You can’t lead remote teams as though they are sitting next to you.  Here are some tips for success… 

This may be your first experience leading remote teams which presents a whole new set of challenges 
which will add stress and pressure to many individuals. It’s important to remember that we are all learning 
together, both managers and leaders and those being led. Most people will want to do their best and our 
advice all starts from one simple premise – Start by assuming trust!  

Things to remember: 

• Trust your team – they’re doing their best 
and want to balance their work and their 
obvious concerns about friends and family  

• Diarise the formal stuff and have informal 
“check ins” to stay connected  

• Implement regular team touch points – 
consider daily team huddles  

• Setting expectations – make sure your teams 
know when they are expected to be available 
to each other  

• Presence - now we are connected all the 
time, presence indicators (i.e. ‘online status 
updates’) can be less useful, but setting a 
precedent about how this is used can help  

• Manage for outcomes, not inputs. Don’t 
focus on what tasks your team members are 
doing on a constant basis. Instead, make sure 
you are clearly communicating the expected 
outcomes and timeframes, and your team 
members know how to deliver. 

• Over-communicate and cascade 
information. Your team members will be cut 
off from organic information flows they used 
to have through others in the office, so you 
need to make time to communicate more - 
pass on information you learn from other 
teams, other meetings etc. 

• Actively solicit feedback. Actively make more 
space for feedback, don’t assume that your 
team members will feel comfortable sharing. 
Ask what more you could be doing to 
support? What barriers your team are facing? 

What could make their job easier? Whether 
they are clear on outcomes and know how to 
get there?  

• Actively give feedback. Provide feedback in 
constant, quick soundbites to help your team 
members course correct quickly. As much as 
possible, feedback should be delivered via 
video calls, and not in text. 

Useful Links:  

‘Forming, norming, performing’ for remote 
teams: https://blog.insynctraining.com/adapting-
tuckmans-model-for- global-virtual-teams  

Build a remote company culture: 
https://shift.infinite.red/six- ways-to-build-a-
strong-remote-company-culture-df0a49b2f549  

Remote working book: 
https://basecamp.com/books/remote 
https://www.readyforremote.com/  

Free e-book on remote team management: 
https://mailchi.mp/infinitered/manifesto  

‘Forming, norming, performing’ for remote 
teams: https://blog.insynctraining.com/adapting-
tuckmans-model-for- global-virtual-teams  

Remote working teams tips: 
https://hoxby.com/blog/coronavirus-remote-
working 

 

Creating accountability through communication and focus 

A daily ‘stand up’ video call with your team will help focus efforts.  Each person speaks in turn answering these three 
questions:  

1. What did I do yesterday?  
2. What am I doing today?  
3. What might stop me achieving what I want to do today?  

 
Use a Trello / Planner board if appropriate so there is clear sight of what’s to do, what’s in progress and what has been 
done.  
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Technology 
The technology exists to make this work!  

We’ve never been better prepared to work remotely than now.  There are lots of tools available across multiple 
devices to allow many employees to work remotely.  Over the coming weeks and months, you’ll become experts in 
collaboration, messaging and video conferencing, project management and co-editing tools.  

Collaboration tools 

All of the below offer some level of free service which 
might help you get through the coming months: 

• Microsoft Teams / Skype 
• Google 
• Webex 
• Slack 
• Zoom 
• Trello 
• https://wurkr.io Digital office space 
• LogMeIn (GoTo Meetings) 

And here are some guides on how to use 
them: 

• How to use Microsoft Teams – A Demo: 
https://www.youtube.com/watch?v=CH2seLS
5Wb0 

• G Suite tips for working from home - 
https://www.blog.google/products/g-suite/8-
tips-for-working-from-home/ 

• Getting started with Slack - 
https://slack.com/intl/en-
gb/help/articles/218080037-Getting-started-
for-new-members 

• Getting started with Zoom - 
https://support.zoom.us/hc/en-
us/categories/200101697-Getting-Started 

• Trello Getting Started Guide - 
https://trello.com/en-GB/guide 

A technology checklist 

These are the top things we believe you’ll need to 
immediately consider:  

� Do your people have laptops, power suppliers, 
mice and keyboards and can they take them 
home? 

� Do people know how to contact IT support? Do 
they know who to call, and if you have it, how to 
get “self-service support?”  

� Do you have enough people providing IT support? 
You might need more than you expect, and your 
users may be anxious and in need of more 
support.  

� Have you got a “Bring Your Own Device” solution? 
� How can you eliminate paper from all of your 

processes? 
� Do you have a reliable VPN solution that meets 

your needs? 
� Do people know how to use the collaboration 

tools you’ve got or will get? 
� Does everyone have a way of talking to their 

colleague, customers and members? 
� Do your people know where to securely store 

documents? 
� Does your organisation understand GDPR? Now is 

a time where people nay take shortcuts which 
could be a problem later. 

� Do you have plans in place for “when technology 
fails”?  
  

 

 

 
 
 

 

 

https://wurkr.io/
https://www.youtube.com/watch?v=CH2seLS5Wb0
https://www.youtube.com/watch?v=CH2seLS5Wb0
https://www.blog.google/products/g-suite/8-tips-for-working-from-home/
https://www.blog.google/products/g-suite/8-tips-for-working-from-home/
https://slack.com/intl/en-gb/help/articles/218080037-Getting-started-for-new-members
https://slack.com/intl/en-gb/help/articles/218080037-Getting-started-for-new-members
https://slack.com/intl/en-gb/help/articles/218080037-Getting-started-for-new-members
https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started
https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started
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Looking after Mental Health 

If you're suddenly forced to work from home, and have never done this before, it can be a shock to the system - 
and in addition to anxiety about having been in contact with someone who is potentially infected with COVID-
19, it's understandable to feel worried. There are some brilliant guides online of how to embrace remote 
working, how to create really strong communication and support for each other whilst working remotely (there 
are links at the end of this guide) - but it can be easy to feel frustrated, bored, or worse, feelings of low mood.  
Here are some tangible ideas on how to work well during this difficult time. 

 
1. Plan and prepare 
Talk about how you will all work, get up to speed 
with the technology required, and chat to your 
team about how you're planning on 
communicating - what tools you need to use, 
what habits you'll put in place, what structures 
you need to agree. 
 
2. Structure your day 
Without the patterns of getting up, going to 
work, and returning home - it can be hard to 
establish good boundaries between work and 
home, especially if you're in the same space for a 
prolonged period of time. Build yourself a 
structure for your day - ideally stick to what you 
did before, the same time waking up, getting 
dressed, having breakfast, the commute (use the 
time to read, listen to a podcast, learn something 
new, do some exercise), and then your working 
day. 
 
Equally, at the end of your day, shut your 
computer off, stop checking emails, and 'finish 
working' at a time that works for you and the 
team. Build in time for lunch breaks, cups of tea, 
and stretching your legs. There can be a sense of 
'having to show you're working' constantly when 
you're working from home, but if you've agreed 
what work is to be done, rather than just being 
present, having time to relax and do other things 
is critical. Chat with your team, text your friends, 
do all the things you’d normally do while at work. 
 
3. Don’t forget the basics 
Eat well, sleep well, get some exercise in. Even if 
you're not infected, your physical health and 
mental health are intertwined, and whilst there is 
heightened anxiety, it's even more important to 

make sure you're getting good sleep and eating 
well. Exercise is even more critical, as you'll be 
more sedentary than usual. There's no shortage 
of videos online for little exercise routines you 
can do from home to suit your taste. 
 
4. Don’t rely on text 
It's really easy to lean heavily on digital tools 
when you're remote, Teams, email, texts, 
intranets, but these all lack the nuance of face to 
face and non-verbal communication. Mix up your 
use of communication forms: make a phone call, 
do a video chat, do a group call. Whilst lots of 
people dislike conference calls or video - they're a 
much quicker way of communicating, and you'll 
feel less disconnected. Even try leaving your voice 
chat open: create a group voice call with your 
team and leave it running, so people can work 
away and pipe up any time. It's odd at first, but 
when you start hearing the little things in the 
background like a dog barking, or someone 
yawning, it can help with disconnection. 
 
5. Be social 
Don't make it all about work - there's plenty of 
time during the working day where your 
interactions are not work related. Making a cup 
of tea for someone else, waiting at the printer, 
standing at the lifts - all of these small 
interactions are essential for a sense of 
belonging, but are lacking when we're remote. So 
put them back in. Schedule at time in the 
morning for a team catchup - that first bit of chat 
you have in the morning, before you get stuck in 
to work; put something in mid-afternoon over a 
cup of tea to just chat about nothing; spend lunch 
breaks with others over skype or google 
hangouts. 
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Looking after Mental Health 
6. Ask, ‘How Are You?’ 
Most importantly - listen and share. Take time to ask "how are you?" to your colleagues - and listen for the 
answer. If it's "fine", ask again and listen to the answer. Give people an opportunity to share if they're 
struggling, and talk it through. Lead by example and share how you're feeling, so when someone asks you, 
be honest. If you're struggling, say so. Often, just the simple act of saying it out loud helps, and helps others 
know they can be honest if they're struggling too. 
 
7. Remember it’s temporary 
Whilst quarantine can be challenging, remember this is not forever – we will be able to return to work, and 
reminding yourself that this is temporary is really important. Equally, panic, concern and poor mental 
health can be just as much of a problem as the virus itself. If you're reading about the virus, read trusted 
sources, voices of authority such as NHS and WHO, and avoid speculating articles with leading headlines. 
Keep track of any concerns by writing them down in a notebook, and then try to let go of the worry.  
 
Useful Links on Wellbeing: 
 
→ Mind: Coronavirus and Wellbeing 
→ What is self-isolation and why is it important? 
→ Sanctus: Managing your Mental Health during the outbreak 
→ How to curb your anxiety about Covid-19 virus according to psychologists 
→ Remote Working and Loneliness 
 
 
 

 

Useful Links and Other Resources 
Buffer's tips on remote working 
"The Ultimate Guide to Remote Work" from Zapier 
Working from home with kids 
BBC News: Tricks and Tools for Better Working From Home  
Emotionally preparing for a locked down family 
Dos and Don’ts of remote working 
Coronavirus: Four things to consider when encouraging home working 
Working remotely during challenging times 
 
ACAS – Homeworking: A Guide for Employers and Employees 
CIPD Coronavirus Support Materials (open to non-members) 
Workplace Questionnaire to help prepare for homeworking (CIPD) 

 

https://www.mind.org.uk/information-support/coronavirus-and-your-wellbeing/
https://publichealthmatters.blog.gov.uk/2020/02/20/what-is-self-isolation-and-why-is-it-important/
https://sanctus.io/managing-your-mental-health-during-the-coronavirus-outbreak/
https://www.independent.co.uk/life-style/health-and-families/coronavirus-anxiety-how-to-tackle-a9370106.html
https://open.buffer.com/remote-work-loneliness/
https://open.buffer.com/remote-work/
https://zapier.com/learn/remote-work/
https://open.buffer.com/integrating-work-family-21-tips-working-home-kids/
https://www.bbc.co.uk/news/business-51804354
https://www.theguardian.com/world/2020/mar/13/the-family-lockdown-guide-%20how-to-emotionally-prepare-for-coronavirus-quarantine
https://www.peoplemanagement.co.uk/experts/legal/the-dos-and-do-nots-of-remote-working
https://www.personneltoday.com/hr/coronavirus-home-%20working-considerations/
https://archive.acas.org.uk/media/3905/Homeworking---a-guide-for-employers-and-employees/pdf/Homeworking-a-guide-for-employers-and-employees.pdf
https://www.cipd.co.uk/news-views/coronavirus/support-materials
https://www.cipd.co.uk/Images/staff-survey-preparing-for-homeworking-flexible-working_tcm18-73114.xlsx

	Looking after Mental Health
	6. Ask, ‘How Are You?’
	7. Remember it’s temporary
	Useful Links on Wellbeing:
	Useful Links and Other Resources
	Collaboration & Effectiveness
	Managing a Remote Team
	Technology

	1. Plan and prepare
	2. Structure your day
	3. Don’t forget the basics
	4. Don’t rely on text
	5. Be social
	Looking after Mental Health

	6. Ask, ‘How Are You?’
	7. Remember it’s temporary
	Useful Links on Wellbeing:
	Useful Links and Other Resources


