
THE REMOTE 
MANAGER’S TOOLKIT:
Help your team feel at home while working remotely
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In the workplace, these are unprecedented times. Whole 
teams are connecting virtually like never before, and it’s 
having a transformative effect on the way millions of us are 
working. For managers looking to keep employees engaged 
and connected from a distance, this is bound to throw up 
some transitional challenges, but they’re challenges you can 
deal with. 

We’ve pulled together our top tips to help you stay on top 
form while managing your team from afar. It’s your guide for 
increasing productivity and decreasing stress, helping your 
employees feel connected, engaged and well and truly at 
home, working remotely.  



GETTING SET01

3



1
For each of your employees, correctly setting 
up a new working environment is crucial. Stay in 
constant touch with your employees regarding 
this, helping in any way you can to create an 
environment that will help them thrive.

Remember, employers still have a duty of 
care and are responsible for any equipment 
they give employees.

They’ll need an environment that’s:

Permanent. So, ask them to designate a specific, quiet and consistent 
spot within their home to work. Encourage them to establish ground 
rules with their family/housemates. 

Comfortable. Provide your staff with guidelines for setting up a 
healthy workspace that’s conducive to their long-term health. If 
possible, give them the option of having comfortable office items 
such as their chairs and screens delivered to their homes.

Motivating. In this situation, each employee’s personal development 
plan is more important than ever. Go through it with them monthly, 
discussing and adjusting KPIs to make sure they always have the 
goals in place to thrive. 
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THE REMOTE WORKING GET SET CHECKLIST

Wi-Fi speed checker

If you’re going to be communicating, 
presenting, sharing files and documents or 

processes, all online, then a good broadband 
speed is fundamental. Have each of your 

employees take an online speed checker test 
and notify you with their score.

Connect your server

Similar to the VPNs, your workforce will 
need access to your server, too. Make 

sure everyone is set up and can access 
anything they might need. 

Install VPNs  
(Virtual Private Networks)

Another absolute must to ensure everyone can 
access their work at all times, wherever and 

whenever they’re working.

IT helpdesk contact info  
(external access)

Your IT helpdesk will be more crucial than ever, 
so make sure each of your employees has all 

the information and access they need to reach 
IT whenever necessary.

Transfer desk calls to mobile

Seems obvious, but you’d be surprised how 
often it gets missed. Allocate someone to get 

this done and make sure they do.

Check ergonomic set-up

Your employees may be out of the office, 
but your organization still owes them a 

duty of care. Ensure they’re given the right 
information for optimizing their posture, 

comfort and continued health while 
working remotely, and provide them with 
any help you can for making that happen. 
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There are a few key things you can do to ensure that your employees are prepared to  

enter a remote working environment and that set-up is as smooth as possible:
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02STAYING IN THE LOOP
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Without the ease of simple, face-to-face 
communication, it’s up to you as a manager to 
keep communication between your team going. 
By harnessing the right technology and creating 
structured, diligent processes, you can keep 
everyone in the know.

Set up virtual kick-off meetings first thing every morning. They 
needn’t last longer than 5-minutes and can help you clarify 
expectations, answer employee questions and create a consistent 
daily routine.

Activate your Slack channels and get the group talking. By kicking 
off conversations, you can create an ongoing dialogue that ensures 
everyone feels connected.

Keep all your meetings – just make them virtual. This will help to keep 
a sense of normality, ensuring everyone stays focused on their key 
projects, and goals can be heard throughout the working day. 
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Staying in the loop02
We’ve found the top must-have communication 
apps for productive remote workforces – most 
of which are free to set up right this minute...

Billed as ‘the collaboration hub’, Slack is a workplace instant 
messaging hub that allows users to chat, share files and much 
more. It integrates with services like Google Drive and Dropbox, 
making workplace collaboration that bit easier.

A mobile messaging app that you can use on your mobile and 
desktop, WhatsApp is a great way to ensure that if ever you 
need to contact someone, you can do quickly and instantly. 
With added video and phone calls via Wi-Fi it also helps if an 
employee doesn’t get great signal at home

Zoom is a remote video conferencing service that allows you to 
hold free, high-quality face-to-face meetings with a larger group
of users. Great for getting the team together.

An online list-making app that lets managers create task boards 
for their staff. A brilliant way to keep track of what needs doing 
and letting one another know what’s done.

A highly user-friendly app that allows you to plan and manage 
full projects from start to finish. Asana isn’t free, but it’s very 
affordable and includes a free trial so you can find out if it’s right 
for you.
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Even setting aside the current global 
circumstances, being alone for a long period of 
time can affect anyone’s mental wellbeing. As 
their manager, you can be a positive figure of 
support for your employees.

How...? 

Be all ears. Make clear to them that if they have any concerns or 
suggestions, they can speak to you at any time. You’ll listen and help 
where you can. One way to do this is to schedule a weekly, half an 
hour one-to-one chat, designed specifically for these conversations.

Ask how they are. In an office, you can get a read on how someone 
is doing based on their body language and expression, but not when 
they’re working remotely. Be sure to check in regularly, just in case.

Encourage exercise. Whether it’s a lap around the garden or sit-ups 
in the living room, be clear to your team that staying active is crucial 
to positive mental wellbeing. You can even encourage optional virtual 
team workouts before work starts or over lunch.

Encourage them to be patient with their teammates. During this time 
people are juggling child-care, looking after sick family members and 
a lot of other stressors, as well as their day jobs. Remind them to be 
aware of this, and kind to each other.
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Regular, informal one-to-one check-ins with each of your employees are a fantastic way to 
make sure they’re coping well. Here are a few great questions to ask them:

Supporting wellbeing03

How can I support you?

What do you need help with to be 
successful during this time?

Is there anything you’re 
struggling with?

What are you enjoying most about 
working remotely?

Has anything surprised you about 
working remotely? If so, what? 

Do you have all the tools and 
resources that you need?

Do you need training on any new 
tools or processes?

Do you feel out of the loop about 
anything? 

What is working/what is not 
working? 

How can I be a better  
manager to you?

As your manager, what can I do to make 
your transition to homeworking easier?

INFORMAL CHECK-INS?

3.

2.

1.

4.

5.

6.
11.

10.

9.

8.

7.
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04MAINTAINING MORALE
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Maintaining morale04

We underestimate the power of a positive 
office atmosphere. It can boost collaboration, 
satisfaction and productivity in the workplace, 
and must be maintained remotely.

Here are a few ways to do so... 

Set up a water cooler Slack channel. Give employees the 
chance to catch up about non-work-related things and preserve 
their camaraderie.

Be a good news bearer. Celebrate wins, praise good work and keep 
a positive narrative rolling wherever possible.

Organize virtual team activities. Things to maintain a sense of 
togetherness and friendly competition. Perhaps a team yoga session 
or virtual bake-off could be on the cards...?
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05YOU MAY BE APART, 
BUT YOU CAN KEEP 
THINGS TOGETHER
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You may be apart, but you can keep things together05

It’s a strange and very new situation we all find 
ourselves in. But by maintaining good practice 
among your team, you as a manager can make 
it a positive one. Think of it as an opportunity 
to test out your systems and processes, and 
make sure they’re capable of the kind of mobile, 
consumer-grade experience your team will 
require even more in the future.

To find out what else Applaud can do to help your team work 
remotely, visit applaudsolutions.com.

http://applaudsolutions.com


Managing a team remotely will be new 

to many managers. You can help them 

to be as successful as possible by 

updating your knowledge base with all 

the tools mentioned in this guide. By 

keeping all the tools in one place, and 

including important process information 

about what steps to take if things aren’t 

going to plan or who they can talk to if 

they need extra support, you’ll empower 

your managers to lead productive teams 

in this remote setting.
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