
Remote working: Guidance for managers  
 
 
As a manager, you have an important role to play in helping your teams to transition to working 
remotely, and in ensuring that individuals have the resources and support they need to work safely, 
effectively and productively in a remote environment. You may also be considering how to approach 
your own working practices as you move towards managing remotely. 
 
While the transition may be challenging at first, it will also bring opportunities for exploring new ways 
of working and connecting with each other, experimenting with online tools, and reviewing the 
productivity of our teams.   
 
These top tips and resources will help you to explore how to manage staff remotely, setting 
expectations, priorities and boundaries while looking after the resilience and wellbeing of the 
individuals and teams you manage. 
 
 
Effective remote team working and managing by outcomes  
 
When we are managing teams remotely, it is particularly important to create an environment of trust, 
transparency, responsibility and accountability. It is therefore key to set clear expectations with staff 
around, for example, allocation of work, review/check-ins, and your availability. 
 
These expectations might include: 

• Ensuring calendars are up to date and accurate, and Skype for Business is logged in and shows 
availability 

• Communicating key objectives and outcomes; being clear about how work is allocated and 
managed, and how this will be reviewed 

• How individuals should raise questions and challenges, or conversations that they may have 
had previously by approaching you in the office  

• Your accessibility as a manager – being there for your team, but also setting boundaries and 
clarifying when you are not available  

• Clarifying individual preferences in terms of contact and degrees of support 
• Ensuring staff don’t overwork, and that regular breaks are taken to support wellbeing 
• How individuals can continue to focus on their ongoing personal and professional 

development 
• How all of the above will be reviewed to ensure it works effectively and in the right way for 

you and your team  
 
During these unpredictable times, which may bring interruptions to usual workloads and workflows, it 
may be useful to consider what alternative tasks or projects your team could undertake in the coming 
weeks, and online resources that may help to facilitate this. 
 

• It is recommended that you have a look at this short presentation on managing by outcomes 
and managing remote workers 

• You might also like to work through this LinkedIn Learning course on Leading at a Distance, or 
this KnowHow article on Top Tips for Leading Remote Teams 

 
 
 
 

http://www.bristol.ac.uk/media-library/sites/staffdevelopment/documents/pssd/Managing%20remote%20workers.pdf
http://www.bristol.ac.uk/media-library/sites/staffdevelopment/documents/pssd/Managing%20remote%20workers.pdf
https://www.linkedin.com/learning/leading-at-a-distance/remote-workers-are-the-future-of-business?u=2166689
https://app.goodpractice.net/#/university-of-bristol/s/2604e26c


Keep up-to-date with the relevant UoB policies and guidance 
 
While you and your teams are working remotely, the usual UoB policies and procedures still apply. The 
full list of policies can be found on the UoB HR webpages, however here are some of the most relevant 
for working remotely within the current context: 
 

• Coronavirus: advice for staff pages (includes guidance on working arrangements and IT advice 
for working remotely)   

• UoB Home working guidance 
• UoB Flexible Working Policy (contains section on working from home)  
• UoB Acceptable Behaviour Policy (contains information on email, telephone, social media) 
• Capability (Performance) Procedure (Ordinance 29) 

 
Communicating with your teams  
 
While your teams are working remotely, regular communication is particularly important. This can be 
a challenge initially if you are used to having meetings and informal conversations in the office, 
however there are many online tools that can facilitate effective communication between team 
members.  

• The UoB IT advice for working from home has some useful guidance, alongside the 
Homeworking guidance for staff during Covid-19 

• You may also find it helpful to look at this article on How to Make Virtual Meetings Work 
 
As well as hosting your usual face-to-face meetings online, it is important to consider how you can 
replace informal catch ups and social connections in an online environment. Individuals working from 
home may feel more isolated, and connecting with you and their teams is vital in terms of wellbeing, 
as well as productivity. Think about how you might keep in touch with the team as a whole, but also 
with each individual – their needs will differ, so it’s worth exploring with each person how you can 
keep communication going.  

• Have a look at this guidance on How to engage with your team during remote working 
 
Staff wellbeing and resilience 
 
This is a complicated time for all, and the potentially isolating environment of remote working can be 
particularly challenging for some. In the current climate, individuals may also find it difficult to cope 
with uncertainty. As a manager you will be checking in regularly with the individuals in your team to 
gauge how they are doing, as well as focusing on your own wellbeing. 

• You can find some useful resources on the UoB Staff Mental Health & Wellbeing pages, in 
addition to some helpful articles on managing wellbeing while working from home 

 
Ongoing learning and development while working remotely 
 
At UoB we encourage a self-directed approach to learning and development, supported and facilitated 
by managers. This is particularly important when individuals are working from home, as some may 
find it more difficult to prioritise their own development while managing a busy workload and 
maintaining trust and accountability with their teams and managers. You should discuss with your 
team members how they can continue to focus on their ongoing personal and professional 
development while working remotely, in the same way that you would in a face-to-face environment.  

• Online platforms such as KnowHow and LinkedIn Learning have thousands of development 
resources that focus on a broad range of skills and topics 

 
Please see these further resources for all staff on working remotely.  

http://www.bristol.ac.uk/hr/policies/
https://uob.sharepoint.com/sites/coronavirus
https://uob.sharepoint.com/sites/coronavirus/SitePages/working-arrangements.aspx
https://uob.sharepoint.com/sites/coronavirus/SitePages/it-advice.aspx
https://uob.sharepoint.com/sites/coronavirus/SitePages/it-advice.aspx
http://bristol.ac.uk/safety/media/gn/homeworking-gn.pdf
http://www.bristol.ac.uk/hr/policies/flexwork.html
http://bristol.ac.uk/media-library/sites/equality/documents/Acceptable-Behaviour-Policy.pdf
http://www.bristol.ac.uk/hr/policies/ord29index.html
https://uob.sharepoint.com/sites/coronavirus/SitePages/it-advice.aspx
https://uob.sharepoint.com/sites/coronavirus/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fcoronavirus%2FShared%20Documents%2FHome%20working%20printable%20guidance%2Epdf&parent=%2Fsites%2Fcoronavirus%2FShared%20Documents
https://app.goodpractice.net/#/university-of-bristol/s/f42990cb
http://www.bristol.ac.uk/media-library/sites/staffdevelopment/documents/pssd/How%20to%20engage%20with%20your%20team%20during%20remote%20working%20FINAL2.pdf
http://www.bristol.ac.uk/hr/wellbeing/
http://www.bristol.ac.uk/staffdevelopment/professional-services/resources-to-support-working-from-home/resources-for-staff-working-remotely/
https://app.goodpractice.net/#/university-of-bristol/s/b6cfa7ae
https://learning.linkedin.com/
http://www.bristol.ac.uk/staffdevelopment/professional-services/remote-working/resources-for-staff-working-remotely/

