
MANAGING REMOTE WORKERS

Setting everyone up for success!



SET CLEAR EXPECTATIONS

• Supervisors should:

• Establish clear and realistic goals

• Be accessible (outline your 
availability and ensure your 
workers can reach you when 
needed)

• Be prepared to provide clarity on 
priorities, performance goals and 
more

• Keep workers updated on any 
changes

Establishing transparent and 
engaging expectations can reduce 
workers’ stress and keep them 

connected



BE FLEXIBLE

• Supervisors should:
• Recognize that employees 

working remotely may have many 
demands on their time

• Be open to schedules including 
early-morning or late-evening 
hours so employees can properly 
take care of family needs outside 
of work

• Work with employees to 
determine the best schedule that 
allows them to reduce stress and 
devote their attention to their 
work

A concrete plan is a must, but 
remain open to adjusting strategies 

as needed



TRACK WORKER PROGRESS

• Supervisors should:

• Document the agreed upon work 
schedule

• Establish expectations 
surrounding work assignments

• When will assignments be due?

• How often will employee 
communicate assignment status 
to supervisor?

• In what manner will assignment 
status communication take 
place?

Proper planning will calm your fears 
and give your employees the structure 

they need to fulfill their roles



EMPHASIZE 
COMMUNICATION

• Supervisors should:

• Stay in frequent contact with 
workers, keeping them apprised 
of deadlines, available resources 
and expectations

• Determine which communication 
tools will be used – email, phone 
calls, texts, Zoom meetings – and 
find that delicate balance 
between radio silence and 
constantly pinging employees

• Be aware that the necessary 
frequency of communication may 
vary for each employee

Remember: communication is a 
two-way street



BUILD CONNECTIONS

• Supervisors should:

• Share positive feedback regularly

• Make themselves available to 
employees – maintain an open-
door policy using multiple means 
of technology

• Ensure that employees feel a 
sense of normality and remind 
them they’re not alone

It’s not enough to provide remote 
workers with the proper 

equipment; they need human 
interaction, too.



RESIST THE URGE TO 
MICROMANAGE

• Supervisors should:

• Schedule regular one-on-one 
check-ins with employees

• These will enable you to keep a 
pulse on your employees’ work 
progress while avoiding 
micromanaging

• This also opens to door for 
employees to provide feedback

Trust that if your employees are 
communicating clearly and meeting 
goals and deadlines, then they are 
being productive and performing 

their jobs effectively.
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