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Overview 

This document signposts a small selection of the sources of guidance available relating to managing remote 
workers. 

Managing remote workers effectively requires very similar line management as normal, it’s just that the 
importance of each aspect is magnified. 

Key takeaways 
 

Clarity and consistency in communications is paramount. Double the number of interactions with each 
member of staff compared to previously. 

Discuss your expectations for home working with each employee. 

Remote workers reliance on equipment is magnified; encourage your team members to identify and flag 
any issues they have and then ensure that something is done to address them where possible. 

Manage by objectives. Ensuring you and your direct reports have a common understanding of how the 
task or output contributes to the team or company goals will help. Keep your focus, and theirs, on goals, 
not activity. 

Focus on the employee (or meeting) when on a call – don’t get distracted by emails, Teams IMs, SMS, etc. 

Remote working 
 

Working remotely can be a real challenge for many people. Even for those used to working from home 
occasionally, moving to a situation where it is the new normal is a significant change. It’s going to affect 
individuals. The mental wellbeing of each and every member of staff is of concern, and you as a line manager 
have an important role to play in that. Some key points to focus on and try to achieve: 

Proactively check-in with your direct reports daily and confirm that they have with theirs. 
 

Not all staff will require a one-to-one chat each day, so think about tailoring the method to the individual. 
Remember the quiet, self-sufficient members of your team who you might not normally hear from. Ask how they 
are and listen to the answer! 

Practice good emotional intelligence 
 

The tone of people’s voice, the content of emails or IMs, especially if they change or are erratic, could indicate 
that an individual is not their normal self. It’s worth taking two minutes to check in with them if you have any 
concerns and use video calls where possible so that you can pick-up on other indicators. 
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Webinar: Making a 
Success of Managing 

and Working Remotely, 
ITGP Author, Sarah 

Cook 

Mind UK – mental health facts and statistics 

A general introduction to mental health issues including 
anxiety and depression – conditions that are likely to be 

exacerbated by the pandemic. 

 

Know what to do if you have concerns or something is wrong 

You are not a specialist and are not expected to manage challenges alone. The Group HR team are there to 
help – use them: they can signpost specialist advisers. 

Have a means of getting in contact with your team members 

If the corporate networks go down for a period, ensure you have a way to check they are okay if they are not 
logged on. Equally, make sure each member of your team knows that you are available and that they have a 
method of getting hold of you. 

Encourage people to maintain a work-life balance 

Whilst working from home can blur the lines between office and home life, it is important to maintain a 
reasonable work-life balance. Don’t expect out-of-hours responses to messages and try to lead by example. 
Encourage staff to adopt a regular routine for diet, sleep and relaxation. 

Check who is and who is not present. 

Check who is and who is not present during team meetings and other events such as the all-Group briefings. 
Follow up with those not present to check that they are okay. 

Use video calls rather than relying on just voice, or only written messages 

It may give someone a reason to get dressed and ensure they look presentable, and give them a boost. 

Ensure every team member has an opportunity to talk and to be heard 

Give every team member an opportunity to have their thoughts heard. 

Ask your direct reports how you can support them better 

Changing one thing for any one team member might make a huge difference to them and subsequently their 
contribution to the team. 

Further guidance 
 

 

 
 

  
 

Contact us 
E: servicecentre@itgovernance.co.uk 
W: www.itgovernance.co.uk 
T: +44 (0)333 800 7000 

@ITGovernance 
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/ITGovernanceLtd 

NHS – Every Mind Matters 

The UK National Health Service’s site for mental health 
matters. It includes pages dedicated to: 

• mental wellbeing while staying at home, 
• coronavirus anxiety tips, 
• tips to improve your mental wellbeing and a 
• quiz to generate your own mind plan. 

CIPD – People Managers’ 
Guide to Mental Health 

A 45-page document from 
the Chartered Institute of 

Personnel and Development. 

Get Lighthouse: 10 tips to manage remote employees 

Written for non-lockdown times, this blog details tips on managing a team of remote 
workers with much of the content valid for the challenges we are facing across the 

group. It includes examples and cartoons. 
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