
A Resource Guide to Working-
from-Home like a Pro

5 Strategies for 
Managing Remote 
Employees

1. Keep staff on the same page.

Motivating employees can be hard during normal times. During these uncertain 
times, it can feel like trying to move a mountain. Here's what we recommend:

2. Be Productive, Even in Uncertain Times

We know educators are facing some of the biggest challenges of their careers. That's why we came up 

with these 5 easy strategies to help you uncover your best work-flow.

Use a Work Management Platform: A great tool for keeping all employees on the 

same page - no matter where they are geographically. Slack, Basecamp, and Trello 

are a few of the ones we recommend.

Establish clear communication standards from the get-go: What is the best way for 

remote employees to get in touch with leadership? Is it ever appropriate to text an 

employee? Go over your schools guidelines at the beginning of each new quarter.

3. Find and Use the Right Tools for the Job.
There's an old saying, "With the right tools, any job can be easy." Today, our diverse sets of challenges 
means having a diverse tool kit to tackle those challenges head on. 

Set clear, consistent and work-able deadlines.  

Post an up-to-date team or company calendar as a great way to keep teams 

organized and on-track. 

Most importantly, respect time boundaries and make sure to give your 

employees ample time and resources to complete a project smoothly and 

successfully. Which leads to our next tip...

Provide employees with more than just the basics. Check in with your emplo-

yees and see what their unique needs may be - from a well-equipped workspace 

to an up-to-date computer with good Wi-Fi.

Take advantage of company discounts on online education tools: Many sites 

offer discounts for schools/districts to use their software. See our full list of 

helpful online resources for teachers and students here.

Train employees on how to use their new tools! A good tool is useless without the 

knowledge of how to apply it. Take advantage of FAQ sections, online user guides 

and YouTube or video tutorials to help train employees.

4. Have and Encourage Regularly Scheduled 
     Meetings for Staff, Parents and Students

Keeping in line with our theme of communication, it is important to remember that the most meaningful 
connections and insights still happen via face-to-face interactions, even during a pandemic.

Weekly or bi-weekly team meetings are essential to staying in touch with your 

team. Teams who meet once a week for 30 minutes are more motivated, focused 

and likely to stay on task.

Keep meetings short, brief and consistent in terms of scheduling. Regularly 

scheduled meetings help to re-enforce positive work routines during a challenging 

time.

Stay in touch with parents through quarterly or monthly zoom meetings 

throughout the pandemic. Send parents a list of items to be covered in the 

meeting and if possible, have them send you a list of questions in advance.

5. Most importantly - Manage your team  
      and yourself with mindfulness.

A well-rested and relaxed team is a high-functioning, highly-collaborative team. Some ways to attain and 

promote mindfulness are:

 

Promote mindfulness activities along with regular work activities: 

For every 3 work related activities (in-person or virtual), promote at least 1 

mindfulness activity.

Regularly check-in with your employees on a professional and personal level. 

Sometimes it can be as easy as asking someone how their day was - and meaning it.

Do not encourage over-work culture. 

Praise employees for taking breaks or time off. When a team member appears over-

worked, offer to help or reach out.

Keeping everyone looped in when we are all spread out is a challenge. 

Here's what you can do to prevent it from becoming a headache:
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