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WHY this playbook matters: 
PROVIDES TOOLS AND TECHNIQUES FOR HOW TO LEAD EFFECTIVE AND 
CONNECTED REMOTE TEAMS.
Leaders face new challenges when they aren't face to face with their 
team and are leading remotely. Building high levels of trust, providing  
autonomy and resisting the impulse to micromanage are all key 
strategies for building high levels of remote team effectiveness. In this 
playbook, you'll discover techniques and tools that are focused on 
building greater levels of engagement and increasing human connection 
in a remote world. 

The benefits? Increased productivity, authentic conversations and 
connection and more healthy and happy remote teams. 

Practice strategies 
that build resiliency 
on your remote team

CHALLENGES IT HELPS 
REMOTE LEADERS  
TO ADDRESS: 

Build a healthy, 
connected remote  
team culture

Run effective virtual 
meetings that invite 
full participation

Establish high levels of 
remote team engagement 
and accountability



CONNECTION & 
COMMUNICATION



BE TRANSPARENT
Share the latest updates about your work, 
trends you’re noticing,  or other relevant 
information with your team.  Explain any 
changes to your process and update team 
members on your progress. Be clear about 
your goals and what support you need to 
achieve them. Share how you like to be 
communicated with.

BE VULNERABLE
Vulnerability-based trust is the most 
valuable type of trust on a team. People 
trust what they know is authentic. There’s 
something untrustworthy about the 
colleague or leader who is all knowing and 
seemingly infallible. Share your mistakes 
and reach out when you need help and 
encourage others to do the same.

SHOW THE WAY
Always look for opportunities to connect the 
dots and align your goals with team member 
goals so everyone understands how their 
efforts contribute to the greater good. Make 
sure you verbalize to your team members 
why the work they are focused on matters to 
you and the team.

GIVE RECOGNITION
Shine a bright spotlight on team members 
for their accomplishments. Don’t be shy 
about it. Be sure to share the facts of what 
they did, why it matters, and state your 
genuine appreciation for their efforts. 

TAKE RESPONSIBILITY
It’s only a matter of time before something 
will go wrong when working remotely.  
When it does, take responsibility for figuring 
out how to fix the program rather than 
pointing fingers. Work with your remote 
team members to figure out how to correct 
it together. Don’t throw someone on your 
team under the bus.

CREATE A SAFE SPACE
Google’s two year study on high performing 
teams validated that psychological safety 
is the one of the most important aspects of 
team success.  
Every remote team member should work 
to foster a culture of open communication, 
free of judgement. When making decisions, 
discuss alternative ideas and approaches to 
arrive at the best approach. And keep the 
doors to virtual communication open.

DON’T LET ISSUES LINGER
When working remotely, you must be 
quick to respond to any misunderstandings. 
Immediately discuss and work to resolve 
any conflicts and simmering tensions.



PROBLEM - SOLUTION CHECKLIST

IMPROVE VIRTUAL 
COLLABORATION

STEP 1: Identify connection/
communication issues and 

opportunities to improve 
collaboration

STEP 2: Agree on what 
features and functionality 

would benefit the team  
the most

STEP 3: Use the checklist to 
jump-start your thinking on 
the best collaborative tools 

for your team 
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REMOTE TEAMS CAN USE
5 STEPS
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5 STEPS REMOTE TEAMS 
CAN USE TO DELIVER 

FEEDBACK THAT INVITES 
COLLABORATION

Most remote team members aren’t experts at 
giving feedback. This tool can help.



4 
REQUIREMENTS 
FOR LIVING IN A 

VUCA WORLD

Strategies for 
Leaders and 
Their Teams

Accept change as a constant. Don't resist it. Create 
a compelling statement of team objectives and rely 
heavily on your values. Develop a shared vision of the 
future. Make sure that goals are flexible and can shift 
when you need to react quickly to changes.

Ask more questions, listen more deeply, seek out 
different perspectives. Now is the time to develop 
new ways of thinking and acting. Read industry 
reports, stay up to date on trends and listen to your 
customers. Engage in scenario planning to anticipate 
possible futures.  

Be clear on your short term focus and communicate 
about it regularly. Identify all the opportunities for 
collaboration to occur. Remember that a group of 
people create a mastermind and can collectively come 
up with the best solution. 

Plan ahead, work outside your comfort zone – increase 
job knowledge and experience. Embrace an “ideas 
culture” and shout it from the roof tops when someone 
comes up with an innovative approach. 



10 QUESTIONS
How's Your Virtual Team Doing? Check In By Asking These

3. Are our communication 
agreements working? Do we need to 
revisit?

1. Do you feel connected to your 
team? To your manager?

2. Do you have what you need to do 
your job? Do you understand how to 
use our tech tools?

4. Are we using technology 
effectively? Where can we improve 
and allow for more creativity?

5. How have we managed 
disagreements? Did it work well?

6. Are we spending enough time 
connecting on non-work topics? 
Have we been checking in on a 
personal level?

7. Are we respecting each other’s 
boundaries?

8. Have we stuck to our agreed 
upon response times? Do they need 
to be adjusted?

9. Are team meetings a valuable 
use of our time? Does everyone 
participate? What can be a written 
update instead of a meeting?

10. Are we supporting each other? 
Leveraging our different strengths? 
Being flexible and open to various 
points of view?
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How’s Your Virtual Team Doing? 
Check in By Asking These 

10 QUESTIONS



CONNECTION IDEAS FOR VIRTUAL TEAMS

When wrapping up calls: Ask 

specifically for each person’s 

action items/follow up



CONNECTION IDEAS FOR VIRTUAL TEAMS



CONNECTION IDEAS FOR VIRTUAL TEAMS



Communication
Establish appropriate communication protocols – what to use, and 
when to use it. This includes email, text, phone, video, Slack channels, 
etc. Be sure to consider level of risk for misunderstandings and the 
level of trust in your relationship before you choose.

1

First rule of remote work:
Create these 6 
Team Agreements

2
Connection
Create connection agreements that outline a cadence for personal 
connection individually and as a team. When getting started with 
remote work,  social connection time is one of the most valuable tools 
to build a strong team.

3
Conflict
Determine how your team will manage conflicts and disagreements 
before they escalate.

4

Technology
Establish the technology tools your team will use for tracking time, 
project progress, team updates, messaging, document security, etc. 
Streamline your use of tech tools whenever possible. 

5

Meetings
Create expectations and rules around meetings. Best practices include 
sharing the leadership role, creating and distributing agendas ahead of 
time, when is it appropriate to have cameras on, participation levels 
and use of collaborative tools to engage. 

6
Availability
Determine service level agreements (SLAs) for response times and 
turnaround on deliverables which may take longer when virtual. Be sure 
to establish boundaries to ensure that people don’t feel that they have 
to always must be “on.”
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First rule of  
remote work:

CREATE 
THESE 6 TEAM 
AGREEMENTS



MEETINGS



WHAT MAKES REMOTE MEETINGS WORK?





TOP 5 VIRTUAL MEETING 
ETIQUETTE COMMITMENTS

GREETINGS AND PRESENTABILITY

Say hello to team members via chat or camera at the start of the meeting. It 
creates the right energy for the meeting to run smoothy. Make sure that you 
are presentable personally especially if everyone has their cameras on. 

POSITIONING AND EYE CONTACT

Position yourself about 2.5 or 3 feet away from your screen. That way, your 
team can see more of you which makes it easier to read your body language. 
When it’s your turn to speak, remember to look into your camera, not at the 
multiple distractions on your computer screen. 

COMMIT TO THE GOAL OF THREE

If it's important you attend the meeting, then plan to contribute. Make it a 
goal to share three ideas, ask three questions or make three comments. This 
will keep you engaged and active throughout the meeting. 

CHECK YOURSELF

Don’t eat during your video call unless it's a virtual lunch or happy hour.  Use 
the mute button when you're not speaking if you’re anywhere with a lot of 
background noise. Show your team members you are listening by using 
emoji's, chat, checkmarks or claps. 

BE PATIENT

Many times there can be a delay. If someone doesn’t respond immediately, 
give them a few seconds. The slow response may be an audio delay or 
people may be trying to unmute themselves. 
 

To build credibility and show your team you care

TOP 5 VIRTUAL 
MEETING 

ETIQUETTE 
COMMITMENTS

TO BUILD CREDIBILITY  
AND SHOW YOUR  
TEAM YOU CARE.



REMOTE  TEAM

E�ective communicators in a virtual environment are consistent and thoughtful about their  
approach and create a plan that addresses emotions, methods and feedback.  
 
 

BUILD RAPPORT: Strive to build rapport and  
trust with those critical to your success. Check  
in and get to know your team member.  
 
 
LISTEN, OBSERVE, ADAPT: Pay attention to the  
impact of your words, observe emotions of team  
members and adapt your approach and method  
accordingly.  
 

What's the chance of  
misunderstanding?

 
 

What's the risk to the  
relationship?

A message gets encoded by the sender. It then gets sent through a communication  
medium. The receiver decodes this information .  
 
Some type of Feedback Loop  must take place to ensure the right message and right  
intention was received.  
 

HIGH PRIORITY?
 

CONTENTIOUS?
 

HIGHLY SENSITIVE?
 

EMOTIONALLY CHARGED?
 

IF YES, CHOOSE FACE TO FACE INTERACTION  
EVERY TIME

LIVE

WHY
Be Clear on Purpose, Intent 

and Alignment
HOW

Choose 
Method

WHAT
Assess Risk 

Levels

WHO
Know your Audience and 

Address Emotions
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TEAM SCOREBOARD  MONITORING RESULTS THE EASY WAY

REVIEW
BEST TIME TO REVIEW1

The primary time when a 
team needs to review and 
discuss progress in achieving 
its goals is during regular 
team meetings. 

RATE
EACH GOAL2

At each meeting, review 
and rate—blue, red, yellow, 
or green—each goal on the 
scoreboard.

CHANGE
MEETING FOCUS3

You can then use this information to 
decide how to refocus the meeting 
on what’s important. Red items 
probably require more attention, 
and green and blue items require 
less or none.

Priority/Goal Owner Target Progress Notes 
Increase 
community 
outreach 

TP 25% 
monthly 
increase 

 COVID-19 shifted communication 
strategy and not as much time 
dedicated to this effort.  

Team training on 
Microsoft Teams 
new features 
 

DK By 
11/30 

 Training started in October and 
includes team training and Q and A 
sessions with our vendor.  

 

SAMPLE
SCOREBOARD4

POST
SCOREBOARD5

Post the Scoreboard on Slack or Microsoft Teams 
so that it is readily visible to every team member, 
every day, helping members stay focused on the 
results you are all trying to achieve.



RESILIENCY



8 Steps for Cultivating Resilience On Your Team

Step 1:
Build strong, positive relationships with your team and
create opportunities to provide support to each other individually and collectively.

The Resiliency Checklist

www.PowersResourceCenter.com 
and 

www.VirtualTeamSchool.com

Use the following eight steps to cultivate resilience on your team. These ideas will help you 
to stay connected, focus on meaning, identify what the team can control and influence, and 
the importance of using humor and optimism to build your teams' "resiliency muscles." 

Get Connected

Step 2:

Focus on Meaning

Step 3:

Practice 
Acceptance

Step 4:
Focus on Your Control 

and Influence

Step 5:

Agree to Be 
Proactive

Step 6:

Practice Optimism

Step 7:

Pay Attention to 
Self Care

Step 8:

Use Humor

At the start or end of each workday, have team members share something they did that 
provided a sense of accomplishment and purpose. Ask team members to set a small but 
achievable goal each day and why it matters to them. Keep your values front and center 
when making decisions. 

Collectively discuss facts and what is known. Accept what is. Encourage team 
members to own their emotions and feelings by identifying them. 
Resist the urge to place blame externally.

Agree how you will bring up topics or issues, rather than ignore them. Layout a plan 
together for addressing issues that come up ~ discuss the facts, agree on what needs to 
be done/steps to take, discuss tasks, timelines and responsibilities (plan), and then take 
action. Plans provide a sense of calm and security.

Share how you've coped with hardships in the past. Discuss skills and strategies that 
helped. Share what the team did both positive and negative that helped or hindered in 
the past — work together to agree on how to engage in the positive behaviors during this 
time. Focus on what the team has control over (behaviors, actions) and where the team 
can influence.

You can't change the current situation or the past, but you can always encourage your 
team to look toward the future. Discussing, accepting and even anticipating shifts and 
changes to the way you work together, support customers or get work done makes it 
easier for team members to adapt and view new challenges with less anxiety.

Participate in team activities, sharing of hobbies, walking meetings and other social 
connection events. Include physical activity in your daily meetings (walk together, stretch, 
breathe). Check in frequently on how people are doing with sleep and eating a healthy diet. 
Ask team members to share their best stress management and relaxation techniques to 
encourage others. 

Any fun activity that your team can do that is inspiring, creates laughter and 
nourishes the soul – is a chance to “recharge” the batteries. These important “time-
outs” for teams reduce the level of stress hormones and increase the levels of 
health-enhancing endorphins.

THE  
RESILIENCY 
CHECKLIST

8 Steps for Cultivating 
Resilience on Your Team
Use the following eight steps to 

cultivate resilience on your team. 
These ideas will help you to stay 

connected, focus on meaning, 
identify what the team can control 
and influence, and the importance 

of using humor and optimism 
to build your teams’ “resiliency 

muscles.”



Building Your 
Resiliency Muscles:
8 COMMON TRAITS OF HIGHLY RESILIENT 
PEOPLE THAT YOU CAN DEVELOP

BUILDING YOUR RESILIENCY MUSCLES:
8 COMMON TRAITS OF HIGHLY RESILIENT PEOPLE THAT YOU CAN DEVELOP
Building your resiliency muscles will serve you well in an increasingly stressful world and give you the tools to manage daily 
stressors and challenges and thrive in the most difficult of situations.



4 QUESTIONS TO BUILD RESILIENCY

When you faced a difficult challenge 
in the past, who was there to lift you 

up and support you?

IDENTIFY SUPPORT SYSTEMS

What ‘strategies’ did you use to 
cope with any negative thoughts 

and feelings when faced with that 
difficulty?

IDENTIFY EXECUTIVE  
FUNCTIONING SKILLS

What did you learn about yourself 
when faced with that challenging 

situation?

IDENTIFY STRENGTHS AND SKILLS

What wisdom and insights helped you 
to bounce back from this difficulty?

IDENTIFY RESOURCES
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