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Managing a Remote or Hybrid Team
Collaboration can be challenging with any team, but
it can be especially difficult when working with
people at a distance, some of whom you may never
have met in person. To strengthen a remote or
hybrid team, it’s critical that managers invest in
cultivating and sustaining trust which is based on
relationships, reliability, and effective
communications.

This guide includes tips for clarifying
communication norms with your team. The full
guide also include tips for building strong
relationships, shared team identity and increasing
reliability.

EPISODE 174

"At the most fundamental level,
teams need trust. If we don’t trust

our colleagues and they don’t trust
us, it’s almost impossible to work

together effectively." 
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Given that all communications occur through technology, it’s even more important for virtual
teams to have shared expectations for how each of the communication tools are used. 

TIPS FOR ESTABLISHING COMMUNICATION NORMS:

Document the norms in a team communication guide. Use the guide to onboard new
team members and refer to the guide to support strong adoption of the norms.
Create specific norms for each tool in your communication stack / toolbox (chat,
email, meetings, text, phone call, collaborative documents, voice messages, video
messages, etc.)
Identify which communication tools are best suited for what types of communication.
For example, use a voice message attached to a Slack chat for complicated or nuanced
information sharing or explanation.
Use standard email subject lines. By regularizing subject lines such as [Action Needed],
[Urgent], [FYI], people can set up email rules to automatically help manage their inbox as
well as quickly see what needs attention.
Include clear ‘asks’ for action items and deadlines that include date and time. 
Make it easy to see what actions are requested. For example, highlight actions in bold or
a specific color to make them easy to identify in longer communications.
When requested, signal you’ve read an important email or chat message. This could be
by replying with a simple 'got it' or marking with an emoji. Consider making a personal
custom emoji for each person.
Set response time expectations for each communication method.
Ask each person what their preferred communication method is. Incorporate these
preferences into your team norms. 
Establish a set of standard meetings. For example, the ‘check-in’, ‘working session’ or
‘issue resolution’. Clarify what people should do to prepare for each of these types of
meetings.
Encourage people to use email tools to support healthy and simple email
management. This includes reminders, send later, rules/filtering and other 
Identify general communication etiquette. For example, ‘be proactive about informing
people’ or ‘be as brief as possible - don’t worry about niceties’.

APPROACH #3: ESTABLISH COMMUNICATION NORMS


