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What we will cover 
today
1. Best practices that you can put 

to work immediately
2. Quick review of technology to 

enable hybrid work environments 
to be more effective

3. Answer your questions

More resources and tutorials are 
posted on the ICSPS website and tips 
sheets available for download
https://icsps.illinoisstate.edu/wioa/we
dnesday-webinars/2-home/52-virtual-
work-place

https://icsps.illinoisstate.edu/wioa/wednesday-webinars/2-home/52-virtual-work-place


What is a 
hybrid work 
environment?

Hybrid work is a flexible 
approach that combines 
working in an office 
environment and working from 
home. In many cases, it allows 
employees to choose how 
and where they work and 
offers autonomy to employees 
to design their working week in 
a way that works both for 
them and with company 
policies.



What is a hybrid 
schedule?
A hybrid work schedule is a flexible 
work model that combines remote 
and in-office work. It lets 
employees work from home on 
some days and from the office on 
others. Workers don’t need to be 
in the office all the time, but 
they’re not strictly telecommuters 
either. Instead, team members on 
hybrid teams reap the benefits of 
both worlds—the camaraderie of 
in-office work, plus the focus and 
flexibility of remote work.



The three different 
work models
• In-office work schedule: Team members 

work from the office all the time.
• Remote work schedule: Everyone on 

the team works remotely from different 
locations. There’s no physical office, but 
remote employees may see each other 
in person a few times a year for team 
events or off-site meetings.

• Hybrid work schedule: This is a 
combination of the two prior models. 
Employees work from home on some 
days and from the office on others. 
Some hybrid work models let employees 
choose when to come in, while more 
structured schedules dedicate specific 
days for at-home or in-office work. 



Schedules
There are options and 
different models. 

Choose what works for 
your organization and 
team. 



Four types of 
hybrid work 
schedules

Hybrid at-will

Hybrid split-week

Hybrid manager-scheduling

Hybrid mix



Types of Scheduling 
Team Models

• 3:2 Model
• Individualized Model
• Staggered Schedules 

Model 



Hybrid employees tend to outperform office-only employees and are far happier. 
The reason is that flexibility is a huge benefit for them—they get to do activities 

they really value while outperforming at work.”

—PROFESSOR NICHOLAS BLOOM OF STANFORD UNIVERSITY



5C Challenges

Communication

Coordination

Connection

Creativity

Culture



Addressing the 
Challenges

• 5C Checklist
• Evaluate
• Analyze
• Plan
• Implement



Success Tips!

• Coordinate time in the office
• Foster Personal Connections
• Create a Culture of Transparency 

and Trust
• Allow time for focus



10 Tips for Hybrid Work Environment

Focus on the core: 
employee 
engagement

Up your meeting 
game

Acknowledge the 
human experience

Value people over 
desk Be mindful of time Be strategic about 

communication 

Create Community
See and use the 
whole playing field

Define outcomes 
and let your team 
deliver

13Be less supervisor, more 
coach 



Common Work from Home 
Challenges

• Social Isolation: Lack of face time with coworkers and supervisors – face-to-face 
interaction is vital to company culture and workplace encounters. The absence of 
in-person communication can be strongly felt by virtual teams. 
• Consider collaboration tools to improve employee engagement and increase social interaction 

between remote team members.

• Video fatigue – On the flip side of the previous bullet, using Zoom all the time to 
aid connection can have consequences. Empower employees to decide as a 
team and when meeting internally if they want to be on camera or not.



Common Work from Home 
Challenges

• Communication breakdowns and bottlenecks – When working remotely, we can’t 
peek over the cubicle or slip down the hall to see if a colleague or supervisor is 
around to answer a quick question. Managers can help address these issues by 
modeling effective communication strategies.

• Surrounding distractions – Whether it’s another coffee shop customer accidentally 
spilling sugar on a remote worker or a cheerful toddler giving a mighty shout from 
the living room during a zoom call, distractions seem to come with the remote 
work territory. 
• Encourage designated workspace when in meetings to limit distractions.



Best Practices for Hybrid Work

prioritize and focus 
on output

Ensure your WFH 
infrastructure is set

Create 
workspace(s)

Adhere to routines Set work 
boundaries

Be strategic about 
communication 

Focus on positives Don't neglect 
workplace culture Learn new skills
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Prioritize and focus on the output

• Streamline – identify essential work and areas of focus 
that can be done while working remotely

• Eliminate non-essential meetings

• Optimize Collaboration Tools
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Focus…

• Be disciplined! Clarify team rules and 
make sure everyone knows them (on 
your team and in your home)

• Learn to be more efficient with 
meetings – agenda, outcomes, and 
next steps.

• Consider creating a list of what you will 
deliver by the end of the day 
(Pro-Tip: prioritize your to-do list – eat 
the worm).



Create an 
inviting 
workspace(s)

• Your head is your most important 
workspace. You will need to have your 
head in the game to stay focused and 
avoid distractions.

• Where can you reasonably work? What 
is your ideal work environment?

• Do not work in your bed!

• Avoid distractions, e.g., the news, dirty 
dishes, etc.
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Adhere to routines
Develop rituals and have a disciplined way of managing the day. 
Schedule a start and an end time. Have a rhythm. Take a shower, get 
dressed, even if it’s not what you’d usually wear to work, then get 
started on the day’s activities. If you’re used to moving physically, 
make sure you build that into your day. If you’re an extrovert and 
accustomed to a lot of contact and collaboration with others, make 
sure that is happening. 

From Harvard Business Review: 15 Questions about Remote Work 
Answered

https://hbr.org/2020/03/15-questions-about-remote-work-answered?referral=03758&cm_vc=rr_item_page.top_right


Set work 
boundaries
• Set office hours and let your team 

know
• Don’t over-promise 
• Learn how to say ‘no’ well
• Keep your calendar up to date!
• Time block for tasks and use your 

calendar to block non-meeting work 
time as a signal to colleagues

• Take necessary breaks 



Technologies to 
Facilitate Remote Work

• Office Essentials
• File Sharing
• Virtual Meetings

• Instant Messaging/Chat
• Project Management 

Platforms

Visit Illinois Center for 
Specialized Professional 
Support at 
https://icsps.illinoisstate.edu/
for Technologies to Facilitate 
Remote Work Tip Sheet
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https://icsps.illinoisstate.edu/


File 
Sharing 
Options

Microsoft One Drive: OneDrive is a cloud storage 
service from Microsoft that allows you to store all 
your important files securely in one place and 
then access them virtually anywhere. It works just 
like a traditional hard drive, but it's on the 
internet, and you get access to additional 
features.
Microsoft SharePoint: SharePoint is a web-based 
collaborative platform that integrates with 
Microsoft Office.
DropBox: Dropbox is a personal cloud storage 
service (sometimes referred to as an online 
backup service) that is frequently used for file 
sharing and collaboration.
Google Drive: Drive lets you keep all your work in 
one place, view different file formats without 
buying extra software, and access your files from 
any device.
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https://support.office.com/en-us/article/onedrive-video-training-1f608184-b7e6-43ca-8753-2ff679203132
https://support.office.com/en-us/article/get-started-with-sharepoint-909ec2f0-05c8-4e92-8ad3-3f8b0b6cf261
https://help.dropbox.com/learn/video-tutorials
https://support.google.com/a/users/answer/9282958?hl=en


Virtual 
Meetings

Zoom: Zoom offers an easy, reliable cloud platform for video and audio 
conferencing, collaboration, chat, and webinars across mobile devices, desktops, 
telephones, and room systems.

Google Hangout: Google Hangouts is a unified communications service that enables 
text, voice, or video chats, either one-on-one or in a group. Hangouts is built into 
Google+, Gmail, YouTube, and Google Voice, plus there are Hangouts apps for iOS, 
Android, and the web.
Cisco Webex: Cisco Webex offers a range of video conferencing, webinars, team 
collaboration (chat), cloud file sharing, and more.
Go-To-Meeting: GoToMeeting is a web-hosted service created and marketed by 
LogMeIn. It is an online meeting, desktop sharing, and video conferencing software 
package that enables the user to meet with other computer users, customers, clients 
or colleagues via the Internet in real-time.
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https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.google.com/a/users/answer/9282720?visit_id=637205981737350077-4230178936&hl=en&rd=1
https://help.webex.com/en-us/
https://www.gotomeeting.com/get-started


Instant Messaging/Chat
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Microsoft Teams and Google Hangout both have a chat function.

Slack: Slack is a collaboration hub that can replace email to help you and your team work 
together seamlessly. It's designed to support the way people naturally work together, so you 
can collaborate with people online as efficiently as you do face-to-face.

Cisco Jabber: Jabber is an all-in-one communications tool for businesses. Use it to send 
instant messages, make phone calls, join meetings, and manage your contacts. Take a look 
for yourself and see how easy it is to get started.

https://slack.com/resources/using-slack/slack-tutorials
https://help.webex.com/ld-n1uv5wq-CiscoJabber/Jabber


Project Management Platforms
Microsoft Teams: Microsoft Teams is a unified communication and 
collaboration platform that combines persistent workplace chat, 
video meetings, file storage, and application integration.
Basecamp: Basecamp is a project management app that you can 
access in your browser and on your phone. It gives you the tools you 
need to set up to-dos, a schedule, create and upload documents 
and files, message and chat with your colleagues, and check in 
regularly with your group—all in one place.
Trello: Trello is a collaboration tool that organizes your projects into 
boards. Trello tells you what's being worked on, who's working on 
what, and where something is in a process. Imagine a white board, 
filled with lists of sticky notes, with each note as a task for you and 
your team.
Asana: Asana is a web and mobile application designed to help 
teams organize, track, and manage their work.
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https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://basecamp.com/learn
https://trello.com/b/I7TjiplA/trello-tutorial
https://asana.com/guide


Questions?  
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Resources…
Neeley, Tsedal. “15 Questions About Remote Work, Answered.” Harvard Business Review, 23 Mar. 2020, http://hbr.org/2020/03/15-questions-about-remote-work-
answered?referral=03758&amp;cm_vc=rr_item_page.top_right. 

“The Do's and Don'ts of Working from Home.” Nuun, http://nuunlife.com/blogs/news/the-do-s-and-don-ts-of-working-from-home. 

Shutterfly. “Top 12 Tips When Working From Home: Ideas and Inspiration for Every Occasion.” Shutterfly, 20 Mar. 2020, www.shutterfly.com/ideas/top-12-tips-when-
working-from-home/.

Herbst, Julia. “I Asked Experts to Analyze My to-Do Lists. This Is What They Found.” Fast Company, Fast Company, 27 Feb. 2020, www.fastcompany.com/90468058/i-
asked-experts-to-analyze-my-to-do-lists-this-is-what-they-found.

Thompson, Avni Patel. “A Guide for Working (From Home) Parents.” Harvard Business Review, 20 Mar. 2020, hbr.org/2020/03/a-guide-for-working-from-home-parents.

Earley, Brigitt. “Working From Home? Studies Say House Plants May Help Your Productivity.” Oprah Magazine, Oprah Magazine, 16 Mar. 2020, 
www.oprahmag.com/life/work-money/g31617024/tips-for-working-from-
home/?utm_source=facebook_arb&utm_medium=cpm&utm_campaign=arb_fb_opr_m_am_g31617024.

Pollak, Lindsey, and Eileen Coombes. “23 Essential Tips for Working Remotely.” Inc.com, Inc., 17 Mar. 2020, www.inc.com/lindsey-pollak-eileen-coombes/remote-work-
home-productivity-communication-self-care-morale-team.html. 

About the author(s) Raphael Bick is a partner in McKinsey & Company’s Shanghai office. “A Blueprint for Remote Working: Lessons from China.” McKinsey & Company, 
www.mckinsey.com/business-functions/mckinsey-digital/our-insights/a-blueprint-for-remote-working-lessons-from-china. 
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http://hbr.org/2020/03/15-questions-about-remote-work-answered?referral=03758&amp;cm_vc=rr_item_page.top_right
http://nuunlife.com/blogs/news/the-do-s-and-don-ts-of-working-from-home
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Resources…
https://hbr.org/2022/02/5-challenges-of-hybrid-work-and-how-to-overcome-
them 5 Challenges of Hybrid Work — and How to Overcome Them

https://asana.com/resources/hybrid-work-schedule Everything you need to 
know about hybrid work schedules

https://www.insperity.com/blog/10-tips-for-a-successful-hybrid-employee-
work-environment/ 10 tips for a successful hybrid employee work 
environment
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https://hbr.org/2022/02/5-challenges-of-hybrid-work-and-how-to-overcome-them
https://asana.com/resources/hybrid-work-schedule
https://www.insperity.com/blog/10-tips-for-a-successful-hybrid-employee-work-environment/

