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Context and Instructions

With teams now spread between in the office and remote with more flexibility, it’s time take a 
look at and discuss team practices.  Below are some examples of practices your team can 
discuss and perhaps decide on as team commitments.  This creates clear expectations that 
everyone can uphold.

Communication Practices

1. What is the best use of email, versus chat/message, text, phone call?  Decide on when to 
use each, for what, and how often should each be checked including standard response 
times to each.

2. During what hours is everyone expected to be in communication via the modes above?  
• Are there times the team is committed to not sending messages during to promote 

disconnecting?  
• What is the protocol if an emergency occurs inside normal work hours and outside?  

What constitutes an emergency?
3. How can we ensure we are collaborating with, delegating to, and giving people opportunities 

regardless of their proximity to us?

Maintaining Relationships

1. When are our opportunities for small talk?  Can we build that into meetings, regular 
interactions, or create specific opportunities that work for both in the office and remote?

2. How do we create spontaneous interactions and casual drop bys so that we are not in 
contact only when we need something?

3. How can we resist the feeling that we don’t want to “bug” someone who is working remote?

Hybrid Meetings

1. Is “cameras on” required?
2. Are we taking a tech first approach meaning that everyone is at their workspace on the 

computer for meetings when there’s a mix of people in person and remote?  If not, what will 
we do to ensure those who are remote are fully included?

3. If a spontaneous conversation happens in the office that others who are remote could 
benefit from, how do we include them or fill them in?


