Hybrid & Remote
Working
A quick and simple guide to making hybrid & remote working a success

October 2021

Feeling like your business
is stuck in the last decade?

The start of 2020 ushered in a new decade. Within a couple
of months, the working world as we knew it turned upside
down. Millions of people were faced with shifting their
work-life from the office and to the home. Being a digital
nomad and working remotely seemed like life for the few,
now the option of remote working is open to many. The
COVID-19 pandemic has accelerated the existing trend of
hybrid & remote work exponentially. This sudden change in
the workplace can be tough for employers and employees.
Tried and tested ways of old no longer fit for today’s
demands. We’ve created this guide to help you make hybrid
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Hybrid & Remote
Working
What is hybrid & remote working?
Hybrid & remote working allows employees to have flexibility around
their home & work life. The working week is split between days
working remotely at home and days in the central office. Not each
hybrid working model will work for each business, with different
industries needing their own specific geographical commitments.
More people than ever are looking for companies that offer great
hybrid working models, with a McKinsey report finding that "more
than a quarter of those surveyed reported that they would consider
switching employers if their organization returned to fully on-site
work.

Why choose hybrid & remote working?

There are many reasons that people prefer a hybrid & remote
working model, with some of the biggest factors including child care
and accessibility for people with disabilities.
A Boston Consulting Group survey on working parents across
Germany, France, Italy, US, and UK during the COVID-19 pandemic
found that parents now spend an additional 27 hours on childcare
and domestic duties on top of their pre-pandemic duties.
It has been widely reported that in returning to life after lockdown,
people with disabilities fear that opportunities they have had access
to will disappear. Returning to the office can reduce the flexibility
needed for well-being and medical care. It can also mean that
colleagues start seeing them as disabled first, after getting used to
seeing them as people first, over video calls.

63%
Of high-growth
companies have enabled
productivity anywhere
workforce models.
accenture.com
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According to a recent Slack.com report, ‘flexibility is the
key driver that makes remote work a positive
experience and hybrid work a desirable model over the
long term.’ The report also found that employees who
have a flexible schedule score higher on elements such
as work satisfaction and productivity.

Hybrid Working
Benefits
According to acas.org.uk

What could hybrid & remote working look like?
Many big companies have already incorporated hybrid & remote
working models. Siemens AG announced in July 2020 they are to
establish mobile working as a core component moving forward,
enabling employees worldwide to work on a mobile basis for two or
three days a week. Siemens found that hybrid working allows for
environments such as co-working spaces, anywhere where they are
most productive. This model will be effective across Siemens’
140,000 employees in 43 countries.

Where to start with hybrid & remote working?
With a vast majority of workplaces shifting remotely during the
COVID-19 pandemic, the initial transition may have already
happened. That’s the scary bit. To continue to make the hybrid model
a success, moving forward, the first step is to look back at the
changes you have already implemented and evaluate what did and
didn’t work.
From here you can start anew with tried and tested elements. Make
sure you communicate with your employees and ask for their
feedback. The one-hour a day video meeting may be working for you.
However, your employee could find it unproductive and time-draining.

Increase in
productivity &
satisfaction.
Attract & retain a
more diverse
workforce.
Improve trust &
working
relationships.

For in-depth support and guidance on upskilling a hybrid & remote work
model for your company, get in touch with our friendly expert team.
Contact us here.

In summary…
• Hybrid & remote working • There are many reasons
allows employees to split
for people to want a
their working hours
hybrid working model
between the office and
including childcare and
remote locations.
accessibility for people
with disabilities.

• Employees have reported
higher levels of work
satisfaction and
productivity with hybrid
work models.
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7 Tips to Try
Today

Stop Micro-Managing

It can be nerve-wracking not to have your team in
plain view. To be unsure just what they are doing or
saying at any one time. However, trust is a far more
effective solution than micro-management can ever
be. Demonstrate your belief in people’s capacity,
effort and commitment by trusting first. You don’t
hold more grains of sand by tightening your grip. Be
clear about the goals, measure only what is really
relevant and invite people to set their own
performance indicators. Hold loosely.

3

Give Effective Feedback

In order to accept delegation and perform at their
best, people need to have a clear sense of what is
expected from them. This is especially true when
people are working remotely. It is critical that
feedback is linked to behavior (not the character of
the person themselves) and the more specific you
are the better. In a remote environment be sure to
spend a little more time explaining the context of
your feedback too. Reassure people about what the
feedback means in terms of their overall
performance and the way they are otherwise
appreciated.

6
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Find the Murdered Mozart

Author Antoine de St. Exupery (The Little Prince)
wrote about something he called the ‘Murdered
Mozart’. That passionate and creative part in each
one of us that has, so often, been stifled since
childhood. As leaders, we have the opportunity to
uncover latent talent in each member of our team
and it is important that we don’t allow remote
working to interfere with that discovery. How are
you ensuring that you don’t miss the chance to
notice the excitement, energy and enthusiasm that
comes when someone is being the best they can be?

4

Encourage Feedback in Return

Don’t be afraid to ask for feedback. If it is not being
offered, it probably means that the people are not
used to giving it…or they are worried about your
reaction. Don’t just ask for generic feedback. Be
specific about what you would like others to
comment on, why you are interested and how you
would like them to tell you. And then, when you do
receive feedback (whether it is positive or
challenging), be sure to let the person know that you
appreciate it and respect them for it.

6
Choose Fairness

In most cases, it is not the actions but the perceived
intention behind them that creates serious problems
for managers. When people disagree with a decision
AND perceive it to be unfair, a huge amount of anger,
frustration and stored resentment can be released.
And this is amplified when people don’t have as
much opportunity to check out those intentions faceto-face. In a remote world, you may need to spend
more time being transparent (clarifying the process
behind your decision) than you do trying to get
people to agree with you.

5

Actively invite people to speak up

In order to thrive in a fast-moving and unfamiliar
environment, we need to utilize all the talent we can
muster - heads and hearts, muscles and
imaginations. When people are joining a meeting
remotely, make sure they know what will be
expected of them, what is on the agenda and
whether they will be expected to speak up. Set
people up for a successful contribution to the
meeting. And if you are the leader, try to speak last.
Just say, “I really want to hear from each one of you,
before I add my bit. I am interested in your
thoughts…”

7

Don’t Be Afraid to Fail

We do not learn, innovate, develop new products, etc.
if our aim is to avoid any chance of failure. Every
organization needs the space (and the time) to run
experiments. Innovation can happen remotely just as
often as it can happen face-to-face, as long as you
encourage curiosity and create the opportunities to
collaborate and experiment. Make sure people
understand the difference between mistakes that are
truly damaging to the organization and its reputation
and mistakes that might just be unique opportunities
to learn. Reduce the former and celebrate the latter.
corporate-learning-solutions.com/
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Essential Skills for Hybrid
& Remote Working
Communication
Excellent communication is a must for hybrid &
remote models to work successfully. Open dialogue
between senior management and staff needs to be
clear, consistent and deliberate. As stated in a recent
CIPD report, "When communication is not well
managed it can result in poor information flow,
knowledge gaps, barriers to effective team working
and exclusion of team members who are not in the
office." Make use of asynchronous communication
tools such as Slack and Microsoft Teams which is
designed with schedule flexibility in mind.

30%

Of executives report video
or audio problems are
common when using video
for work communications.
According to radabusiness.com

Organization & Planning
Some people are better at organizing their agendas
than others. However, for hybrid & remote working
to be a success, consistent effort needs to be made
by both management and employees. Discuss with
your staff which elements of their work is best done
in the office and which can be done remotely. Take
advantage of team-friendly organizing resources.
According to StarInfinity.com, the benefits of
organizational tools benefit businesses through
increased productivity, easy access, easy progress
tracking, better communication, and reduced stress
levels.

8
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Accessibility
Technology plays the biggest role in establishing a
hybrid & remote work model. Employees need to
access the same technology and resources
seamlessly, just as in-office. Suitable training must
be given to employees on how to access networks
securely, alongside training for new software such as
Microsoft Teams, Zoom, and Slack. Patience must be
demonstrated with employees who do not pick up
new procedures and software quickly. Where
possible, equipment should be provided for hybrid &
remote working, so as the employee isn’t at a
disadvantage from working remotely.

Connection With Colleagues
It's easy to get lost in the myriad of anecdotal tales of people
preferring to work remotely, away from their colleagues.
However, the COVID-19 pandemic has certainly shown us that
we thrive with human connection. It can be a mistake to think
that working remotely means solitary, with check-ins to a line
manager once a week. This need not be the case.
Regular and consistent communication with and between
colleagues will reduce feelings of isolation and burn-out.
Incorporate virtual coffee mornings; a chance for you and your
team to virtually get together and connect without talking about
work. Take the opportunity to ask about employees’ home life
and if they is anything you can support with, such as signposting
support services.

Organisational
tools for better
productivity
Click names below for
link to site.

Google Calendar
Trello
Airtable
ClickUp
Slack

Trust Your Employees
Howe we do things and how success in the workplace is
measured, has changed. To have the view that you have to be in
the office chained to the desk for eight hours to prove
productivity is archaic. A recent McKinsey report has shown that
whilst the topic of productivity has widespread contradiction,
41% of employees surveyed said that they were more productive
working remotely.

Hootsuite
Wrike

Evaluate how you currently measure the productivity of your
employees and ask for feedback. Do your employees wish you
would trust them more? Do they feel your level of supervision
means you don’t trust them?

In summary…
• The biggest skill is
honest communication
between management
and employees. Staff
should feel free to speak
up.

• Employees need to be
able to seamlessly
access appropriate
resources remotely as
they would in the office,
including training.

• Employees and
management need to
keep in touch with topics
other than work to
prevent feelings of
isolation.

corporate-learning-solutions.com
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Psychological Safety
What is psychological safety?
Have you ever been in a role where you felt afraid to speak up, be it to
someone in a senior role or even fellow colleagues? You can be
confident in many areas of your life; however, intimidation can stop
you in your tracks. This is known as being in a psychologically unsafe
workplace.
Do you have a psychologically safe working environment? Can your
employees speak freely without fear of negative backlash or being
labeled foolish? Could your answer differ from what your colleagues
would say?

Why is it important?
Having psychology safety in the workplace, both in-office and
remotely is incredibly important. Not only is it important for your
team's individual mental wellbeing, but It's also a major player in
employee job satisfaction and retention. A recent study by
McKinsey found that 89% of people asked said that the
responsibility of business leaders to create a safe and respectful
workplace is essential.

89%
Of employees believe
that psychological safety
in the workplace is
essential.
Mckinsey.com
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Since the beginning of the COVID-19 pandemic in 2020, people
have been faced with non-stop stress from having to juggle this
strange new world whilst also being expected to be the same
person pre-COVID. Managers are learning to lead people they've
never or barely met face to face, employees may have never set
foot in the company they work for. It's all still a learning process
and can be daunting. Creating a psychologically safe working
environment will take a real weight off the shoulders of your
staff. They can come back to work knowing that if there's a
problem, issue or new idea, they can easily come to you.

Is your workplace psychologically
safe?
Take our quiz to find out
Click here

How to achieve it?
It's never too late to achieve greater psychological safety in your
team. At Corporate Learning Solutions, we've identified three
simple ways to build and achieve psychological safer
environments.
•

Be an active listener - Focus on what your employee is
saying to you instead of thinking about what you are going to
say next. This helps your people feel you are really listening
and taking them seriously.

•

Don't blame and fault - Mistakes happen, it's a part of life. If
you feel yourself criticizing someone, ask yourself if there
was anything you could have done differently? Could you
have been clearer? Could you have given more support?

•

Encourage ideas - In a psychologically safe team, ideas
should be as freely spoken as saying, "good morning." Not all
ideas will be light bulb moments, but any idea could be one
which leads to innovation.

Read more details about psychological safety Click here to Read the article

In summary…
• Psychological safety
means employees feel
free to speak up with
new ideas or issues
without fear of criticism.

• Psychological safety is
crucial to employee well
being, better mental
health and outstanding
team performance.

• To improve psychological
safety, be an active
listener, drop the blame,
and encourage ideas.

corporate-learning-solutions.com
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Inclusion & Isolation
Impact of exclusion & isolation
The COVID-19 pandemic has exposed glaring disparities in the lives
and inequalities of workers across the globe. One of the many
imbalances is that of isolation and exclusion. The stresses of the
pandemic from social isolation, anxiety and general uncertainty has
lead to a significant decline in mental wellbeing in employees.
According to the Royal Society for Public Health UK, 67% of people
surveyed reported feeling less connected to their colleagues working
remotely. 56% reported finding it harder to switch off from work. The
survey also reported that as little as 34% had been offered support
from their employer.

The path to exclusion and isolation

The initial perks from more flexibility can soon lose their novelty if an
effective system isn't quickly put in place. Information from NHS UK
explains explains that working remotely can make it easy for habits to
develop which damage wellbeing. “Without steady schedules, the
lines between work and personal time can get blurred and be
stressful to get right.”

58%
Women are more likely
to feel isolated working
remotely at 58%,
opposed to men at 39%.
rsph.org.uk
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This stress can lead to feelings of seclusion, particularly for those
who live alone. The COVID-19 pandemic and varying lockdown rules
and social distancing meant that vast periods went by with very little
social contact. Without the physical contact with people you share a
connection with, - family, friends and colleagues - it is easy to
become very lonely.
Factor this in with poor communication and support from employers
and a high potential for opportunities to be missed such as
promotions and opportunities, it’s easy to see how quickly individuals
can become excluded and isolated.
Joeli Brearly, founder of charity Pregnant Then Screwed, stated in a
recent Guardian newspaper interview that “Those with caring
responsibilities or with disabilities will tend to stay at home and other
employees will likely go into the office. Those at home will look like
they’re less committed to their job, they won’t have as a good a
relationship with their manager, the person that can promote them
and give them a pay rise.” This is supported by the UK’s Office for
National Statistics, which found that home-workers were less than
half as likely to be promoted compared to their in-office counterparts
between 2011 and 2017. With hybrid working models becoming
mainstream, this figure is only going to increase.

How to
improve
inclusion
• Ask your employees
for feedback on your
communication with
them. Do they feel
included? This can be
anonymous.
• Plan to communicate
clearly and be open to
the opinions of
employees on what
works best for their
needs.
• Listen sincerely to
when your employees
express feelings in
isolation and
exclusion. Don’t pass
it off as not your
problem.

Mental Wellbeing Resources

Click the icon to be taken to the website

• Acquaint yourself
with multiple
professional
resources that are
available to your
employees to support
their wellbeing.
• Be aware of how your
behavior can be
interpreted by
different people.

In summary…
• Remote working can
quickly becoming a
slippery slope to
unhealthy habits and
poor mental wellbeing.

• Remote working women • Inclusivity comes from
and people from minority
clear communication,
ethnic backgrounds are
listening and selfmore likely to be passed
awareness.
over for promotions.

corporate-learning-solutions.com
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Virtual Teams
What is a virtual team?
There is no one-size-fits-all virtual team structure. They come in many
forms and co-ordinate and communicate via various tools such as
Microsoft Teams, Slack, and even WhatsApp. With workforces moving
entirely remotely almost overnight, virtual teams became the way of life for
many. With offices opening up around the world over and year and a half
from the beginning of the COVID-19 pandemic, technologies and the
businesses that use them have adapted to make virtual teams efficient for
all members. File sharing data allowances have grown, communications
have become more secure, and the sale of bookshelf backdrops have
skyrocketed.

Virtual team
activities
•

It’s a classic - ask random
questions. During a video
conference, ask members
non-work-related
questions such as “What
was the last TV show you
watched?” Popular culture
is a great unifier.

•

Virtual teams face virtual challenges. A significant cause of problems
faced by virtual teams is that of resource inequality and employee
wellbeing. According to UK’s CIPD’s report Developing Effective
Virtual Teams, poor communication practices are developed when
using mediums such as phone calls and emails. Brief messages over
calls and emails have little room for visual clues such as body
language and tone of voice. Feedback is delayed, information is
misinterpreted.

Virtual coffee morning.
Once a day or once a week,
set aside a team for the
team to chat and relax with
a coffee and a couple of
cookies.

•

As previously explored, isolation and exclusion are a great challenge
to virtual teams, which should be consciously tackled throughout.
Communicating in virtual teams through electronic mediums, even
visual mediums such as video calls, rarely allow for a natural flow of
conversation and small talk that occur naturally face to face. For a lot
of people, this may seem like a benefit to not have small talk.
However, small talk and non-work talk allow teams to bond and build
trust.

Encourage group chats.
Team group chats can be a
great source of team
building, sharing jokes,
memes, lunch pics; As long
as they stay ethical and
open.

•

Get employees to compile
‘user guides’ on how they
best work; calls or emails?
Most productive time of
day, etc.

•

10-minute mindfulness
exercises. Ask your team to
listen to a quick
mindfulness guide and chat
about how it made them
feel afterwards.

Challenges faced by virtual teams

Beating virtual team challenges

To rectify the challenges faced by virtual teams, efforts should be taken to
make sure employees feel included and their work valuable. This is done
through using what CIPD call rich media; video conferencing, consistent
employee - manager communication, and a built trust and mutual respect
amongst members of the team. Prioritize psychological safety within the
team, so when an employee does have an issue, it can be resolved quickly
and efficiently.

•

•15
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Leading & Managing
Remotely
Modern management

Team management and leadership have been the topic of research
for decades, with effective managers and leaders honing their skills
to a fine art. However, with the arrival of hybrid & remote work
models becoming the norm, new methods of managing teams
effectively and successfully need to be established.
Thankfully, hybrid & remote working isn’t as new as some people
may believe. For many workplaces around the globe, remote working
has been commonplace for years, even decades. It’s from these preexisting virtual teams that companies can learn from when
establishing hybrid & remotely working teams; what works when
managing and leading a team and what doesn’t.
Here are some expert tips on how to successfully manage and lead
remotely.

Set expectations

If your employees aren’t clear with what’s expected of them, how can
they ever reach your standards? When you manage a team remotely,
it’s easy to allow obstacles to get in the way of clear communication
and expectations. Without the regular insight you have and access to
your employees, and them with you, it is easy for miscommunication
and misunderstanding.
Talk with your employees at the beginning of each new project to
establish clear expectations and deadlines. Use rich media such as
video conferencing to pick up on any visual clues that your employees
may need some more clarity. Staff are eager to please management
and are more likely to say yes to something, even if they’re not sure
about it.

16 corporate-learning-solutions.com

Make time for face to face opportunities
Whether it’s the whole team or one to one, face to face contact
with your remote team gives you the opportunity to connect
with your employees and build trust and respect. Having face to
face contact allows your employees to bring up any issue or
worry with you that they may feel warrants in-person
communication.
Face to face meetings, be it in person or over video, supports
team members in feeling less isolated and reinforces that they
and their work are valuable to the team’s goals and that of the
company.

Be kind to yourself
Finally, remember to be kind to yourself. In airplane emergency
situations, parents are told to place the oxygen mask on
themselves, before they assist their children with theirs. This is a
great metaphor for leading a team. When team leaders aren’t in
their best form, the effects and repercussions trickle down the
team and can risk employees becoming lost in their objectives.

Be flexible and
empathetic

The whole point of hybrid
& remote working is that it
allows for flexibility. As of
writing, the COVID-19
pandemic is still causing
disruption around the
world in many aspects.
Vaccines have allowed
economies to begin to
move forward. However,
the ongoing ripple effects
are still ever-present in our
lives.

To be the best team leader,
one must show humility
and understanding. When
employees need sensitivity
and management cooperation for flexibility,
listen sincerely and work
with them, building a
psychological safe team.
According to research,
teams with high
psychologically safety are
more likely to take
constructive risks, with the
knowledge that they are
trusted and supported by
their managers.

As steps are taken to build genuine connections with employees
for them to feel included and less isolated, team leaders also
benefit. Team leaders can also feel the common stresses of
working remotely.

In summary…
• Set clear expectations,
• Be empathetic to
deadlines and boundaries
employees’ lives and
to make sure everyone in
work together to be
the team knows where
flexible for everyone’s
they stand.
benefit.

• Remember to give
yourself a break and look
after your own mental
wellbeing.

corporate-learning-solutions.com
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What’s Next?
After the first half of the 20th century, the world of work and home
life changed forever. Women were given independence and freedoms,
no longer just expecting and accepting the role of house-maker. As
the decades went on, computer technologies entered the workplace,
political changes liberated some and oppressed others. The 1990s
and millennium exploded with the Internet and what once seemed
something only in the realms of science fiction became science fact.
Facebook was created in 2004. Twitter was created in 2006. The
first-generation iPhone was released in 2007. Industries and
occupations now exist that were never thought of even 10 years ago.
Businesses can be set up and managed in the palm of one’s hand.
2020 forced the world or work and home to spin on its axis once
again. Lessons learnt during the COVID-19 pandemic in terms of
accessibility, flexibility, inclusivity and injustices will change the way
people lead their lives.
As many people around the world are summoned back to the office,
employees, especially parents, people with disabilities, people from
BAME backgrounds have shown concern that the benefits of remote
working will be withdrawn. In June 2021, Apple CEO Tim Cook told
Apple employees they would be required back in the office for at least
three days. However, employees have called this, “a disconnect
between how the executive team thinks about remote/locationflexible work and the lived experiences of many of Apple’s
employees”.
Employees are not happy to go along with the status quo of preCOVID times. Instead, they are deciding to leave their current
employment in favour of companies that have embraced the new
hybrid & remote work model, that have clear and established
guidelines with the salaries to match.
Don’t let your business fall behind, stuck in the last decade. Embrace
the future with both hands and attract the best talent out there
whilst empowering the team you already have. Hybrid & remote work
models are here to stay, you can try and swim against the tide or you
can ride the waves.
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