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Hybrid working offers the best of both 

worlds—flexibility for employees and the 

benefits of in-person collaboration. 

However, without the right approach, it 

can lead to communication breakdowns, 

disengagement, and even conflict.

This guide will help you create a hybrid 

model that works, ensuring all employees—

whether in the office or remote—feel 

valued, connected, and productive.

INTRODUCTION



PART 1

Hybrid Work 
Model Checklist



Set your team up for success 

with a well-structured plan.

When tensions arise between remote workers, guiding them through a 

calm, solutions-focused conversation can help rebuild trust and improve 

collaboration. Follow these steps: 

1. Clear Expectations: 

• Define Roles and Responsibilities. Clearly outline what is expected from 

both in-person and remote participants to ensure accountability and 

smooth collaboration.

2. Core Collaboration Hours: 

• Establish a Consistent Schedule.  Define specific hours when all team 

members, regardless of location, are expected to be available for 

meetings and real-time collaboration.

3. Defined Office Purpose: 

• Clarify in-Office Goals. Specify the primary purpose of office 

attendance, such as team collaboration, brainstorming sessions, or 

client meetings, to maximize in-person productivity.

4. Tech & Tools: 

• Ensure the Right Digital Infrastructure. Provide access to reliable 

communication, project management, and collaboration tools to 

support seamless hybrid work.

5. Hybrid Working Policy: 

• Establish Clear Guidelines. Define expectations for remote and in office 

work, including scheduling, communication protocols, and performance 

metrics, to ensure consistency and fairness.



PART 2

Communication Toolkit



Bridge the gap between remote and 

office workers with clear 

communication strategies.

 Choose the Right Channel: Define when to use 

email, instant messaging, or video calls to prevent 

information overload.

 Make Conversations Inclusive: Ensure remote 

workers are included in impromptu discussions by 

summarising key points in shared channels.

 Encourage Video Calls for Key Conversations: 

Tone and intent are often lost in written 

messages—when in doubt, jump on a quick call.

 Set Response Time Expectations: Prevent 

frustration by agreeing on how quickly emails or 

messages should be answered.



PART 3

Hybrid Meeting Guide



Make meetings engaging, 

productive, and fair for all 

participants.

 Always Provide a Virtual Option: No one 

should feel left out if they’re working remotely.

 Use ‘Remote-First’ Practices: If some 

employees are remote, have all participants dial 

in separately to create a level playing field.

 Appoint a Meeting Facilitator: Someone 

should guide the discussion, ensure remote 

participants are heard, and summarise key 

points.

 Use Interactive Tools: Use polls, shared 

whiteboards, and live documents to keep hybrid 

meetings engaging.



PART 4

Fairness & Inclusion 
Framework



Prevent proximity bias and ensure 

fairness between remote and office 

workers.

 Equal Access to Opportunities: Ensure 

promotions, training, and new projects are 

available to both office and remote employees.

 Recognise Contributions Equally: Praise 

achievements in team-wide meetings and digital 

spaces to prevent office-based workers from 

getting more visibility.

 Check-In Regularly: Hold equal 1:1 meetings 

with both remote and in-office team members to 

keep engagement high.

 Balance Workloads: Ensure remote workers 

aren’t overlooked for tasks and that office-based 

workers don’t carry an unfair burden.



PART 5

Conflict Resolution Plan



Address hybrid work tensions early 

to maintain team harmony.

• Identify the Issue: 

Is it miscommunication, unfair workload distribution, 

or lack of collaboration? Get clarity before acting.

• Encourage Direct Conversations: 

If two employees are struggling to work together, 

encourage them to speak directly before escalating.

• Facilitate a Mediation Session: 

If tensions persist, guide them through a structured 

conversation to find a fair resolution.

• Clarify New Ways of Working: 

Establish clear agreements on communication, 

feedback, and collaboration moving forward.

• Follow Up: 

Check in after a few weeks to ensure things are 

improving.



PART 6

Team Bonding Ideas



Keep hybrid teams connected and 

engaged, no matter where they 

work.

 Virtual & In-Person Socials: Arrange both in-

office gatherings and online meet-ups to keep 

everyone included.

 Pair Up Remote & Office Workers: Assign ‘work 

buddies’ to encourage regular informal check-ins 

and stronger relationships.

 Celebrate Wins Together: Use team calls, 

Slack channels, or emails to recognise 

achievements across locations.

 Monthly Team Challenges: Organise friendly 

competitions, like step challenges or online 

quizzes, to bring some fun to hybrid teams.



Hybrid working is not just about where 
employees work, it’s about how they work 

together. By taking proactive steps in 
communication, fairness, and team 
engagement, you can create a high 

performing, connected team that thrives in 
a hybrid model.

 Need help strengthening your hybrid 
team?

Elite HR Partners offers expert mediation 
and leadership support to help businesses 

build strong, successful teams in the 
hybrid era.

CONCLUSION

MAKING HYBRID WORK FOR YOU
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