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10 Best Practices for Managing Remote Teams 
 

1. Be Responsive and Available 

A lag in communication creates perceived distance. Quick responses 

help make it feel more like a real office setting for remote workers.  

 

2. Make Meetings Accessible and Professional 

Make sure microphones and webcams work well so that everyone can 

communicate effectively. Invest in technology and tools such as 

Zoom.us, Skype or Join.me for online collaboration and 

communication.  

 

3. Build Personal Connections 

Take some time to talk about life outside of work. This helps people 

feel more connected. Learn what motivates each individual team 

member. 

 

4. Treat Remote Workers Like They are Local 

Give them as much access to you as possible and engage regularly. 

 

5. Trust Your Team 

There is often uncertainty about whether or not work will be 

completed efficiently. Set up work-from-home guidelines for emails, 

text, and calls. Let your remote workers work within a framework and 

adjust the framework as needed. Encourage remote workers to own 

or lead projects. Opportunities to take on more responsibility and 

learn new skills, will also motivate them to do their best work. 
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6. Provide Channels for Remote Workers to Provide Feedback  

Encourage feedback from your remote workers. You can use online 

surveys, weekly Q&A sessions, and designated one-on-one feedback 

meetings. 

 

7. Set up Topical Communication Channels  

Encourage virtual collaboration and ‘coffee-time’ chats with channels 

on both work-related and interest-based topics. 

 

8. Establish Communication Guidelines 

Arrange weekly formal check-ins. Set guidelines for daily needs and 

make sure workers understand them. This will cut down on 

inefficiency and allow for increased productivity. When in doubt, over-

communicate. 

 

9. Connect Their Goals with Yours 

The workforce used to be all about stability. Now, workers are 

becoming more and more interested in learning and skill 

advancement. Take an interest in your team’s life goals and find ways 

to connect them with yours. 

 

10. Make Time for Team Fun 

Set aside time for socializing that doesn’t directly relate to work, such 

as virtual happy hours, trivia quizzes, book clubs, and other things 

that keep the fun in work. 

 

http://www.chainreactionsmarketing.com/


Leading and Managing Remote Teams Playbook 

 

© 2020 John Weisenberger                                       www.ChainReactionsMarketing.com 

4 

 

10 Mistakes to Avoid when Managing Remote Teams 

 

1. Not Creating Space for Conversations 

Check in with your team members to ask how things are going, both 

professionally and personally. 

 

2. Rushing Through Meetings 

Make sure to give remote team members a chance to contribute. It’s 

more difficult to tell when somebody is trying to speak during a 

virtual meeting. Pause and give your remote team a chance to chime 

in.  

 

3. Not Setting Clear Expectations 

Your team needs to know exactly what you want from them. Provide 

detailed directions and be extremely clear about your expectations 

and any deadlines.  

 

4. Forgetting Regular Performance Reviews 

All workers need regular feedback. Regular performance reviews 

ensure your team members are working hard and consistently 

providing their best work. 

 

5. Micromanaging 

Constant progress reports and check-ins can be counterproductive. 

Create a system that allows for daily check-ins but doesn’t distract 
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from your team’s workflow.  

 

6. Not Setting Time for Cross-Team Communication 

Your team should feel connected and work collaboratively to achieve 

goals. Set up regular team-wide meetings so everyone can interact. 

 

7. Relying Too Much on Text 

Chat is great for quick updates, but a phone call or video call is better 

for discussing complex issues. If you find yourself taking more than a 

few minutes typing something out, consider jumping on a call 

instead.  

 

8. Being Too Casual 

Provide a formal agreement with a set of roles and responsibilities. 

Workers get frustrated by constant changes and not knowing what 

they’re supposed to be doing.  

 

9. Not Being Aware of Time Zone Differences 

Be aware of what time it is where your team members are. 

Differences can affect deadlines and work events. Make sure to 

schedule times that work for everyone.  

10. Not Establishing Routines 

Don’t expect all remote workers to be great self-managers. Most of 

them need help in establishing a work routine. Clearly define ways to 

define and track goals.  

http://www.chainreactionsmarketing.com/


Leading and Managing Remote Teams Playbook 

 

© 2020 John Weisenberger                                       www.ChainReactionsMarketing.com 

6 

 

Quick Action Checklist 

 

10 Things You Can Do This Week  
 

The following are ideas you can implement right away to help develop 

your remote team and get things done in your business. They are in no 

particular order, and they apply to you no matter what business you’re 

in. 

Check off the ones you’ve already done and then make plans to 

implement the ones you haven’t. 

There’s one goal you absolutely must achieve: Enable and prepare your 

team to use video and/or shared desktop online collaboration tools.  

This is a key technology and tool for keeping in touch with your team, so 

do what you need to make sure your online collaboration technology is 

current and works smoothly.  

For example, upgrade your internet connection speed if you need to, 

check your camera and microphone and sign up for an online 

collaboration platform such as Zoom or Skype.   
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Quick Action Checklist ☐ 

Check that you have the latest version of any project 

management tools you use e.g. Asana, Basecamp, etc.  

If not, update them. 

☐ 

Create a team roles chart to show who does what and email it to 

the team or post it on your project management platform. ☐ 

Write down your goals for the week. Then write down who you’ll 

assign to which task this week. Be realistic about what the 

person can achieve remotely. 
☐ 

Schedule a video or voice call with your team to talk through 

how they're feeling about your current project. Give each person 

time to express their ideas. Share your business intentions to 

give them clarity. 

☐ 

Set up a one-on-one call immediately with anyone you feel is 

especially struggling. ☐ 
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Ask each team member to email you with any ideas they might 

have for better communication systems. ☐ 

Set up frequent one-on-one calls starting this week – 15 to 20 

minutes to discuss progress, problems, and concerns. Post the 

schedule on your team communication tool. 
☐ 

Identify any skill gaps in your current projects. Plan how and 

where to outsource, such as Upwork, Freelancer, Guru, Indeed, 

etc. 
☐ 

Record a quick screen capture video to train team members on 

a process or to demonstrate a complicated task. ☐ 

Brush up your coaching skills, especially active listening and 

open questioning, so that your online interactions with team 

members are as effective as possible. 
☐ 
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If you’ve found the information in this short playbook useful, visit 

 

www.ChainReactionsMarketing.com/covid-19 

 

and I’ll show you more strategies, tactics and techniques to help you 

manage (and even grow) your business through the coronavirus 

pandemic. 

See you there! 

 

John Weisenberger 

Founder, Chain Reactions Marketing®  

Creator, The Endorsement Partner Formula™ 
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