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THE HYBRID
PERFORMANCE PLAYBOOK:
A LEADER’S GUIDE TO
MANAGING
PRODUCTIVITY,
ENGAGEMENT & GROWTH

HELPING BUSINESS OWNERS AND
DEPARTMENT HEADS KEEP
REMOTE AND HYBRID TEAMS
MOTIVATED, ACCOUNTABLE, AND
HIGH-PERFORMING WITHOUT
MICROMANAGING.

O 07466 290524
® info@elitehrpartners.com
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Managing performance in a hybrid world is
different but it doesn’t have to be difficult.
Without the structure of an office
environment, leaders often worry about
accountability, underperformance, and
maintaining engagement. However, with the
right approach, remote and hybrid teams can
be just as if not more productive than in-office
teams.

This playbook provides practical tools and
strategies to help you:

v Set clear expectations without
micromanaging
 Foster a culture of trust and accountability
v/ Manage underperformance fairly and
effectively
v/ Make performance reviews meaningful and

motivating
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PERFORMANCE
GOAL SETTING
TEMPLATE
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Hybrid success starts with
clarity. Here’s how to set goals
that drive productivity and
motivation.

Specific - What exactly needs to be achieved?
Measurable - How will success be tracked?
Achievable - Is this realistic given the hybrid setup?
Relevant - How does it aligh with business priorities?
Time-bound - When should it be completed?

Example Goal:

X “Increase sales.”
“Increase inbound sales by 15% over the next three months

by improving customer follow-up and response times.”

® Action Tip: Document key goals for each team member and
review progress in regular check-ins.
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PART 2

TRUST VS CONTROL
CHECKLIST
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Build accountability without
micromanaging.

Leaders often ask: “How do | ensure productivity
without constantly checking in?”

Control-Based Leadership © | Trust-Based Leadership

Clear goals, then

Frequent status check-ins
autonomy

Measuring output, not

Monitoring online presence .
& P activity

il Encouraging ownership of

work
Assuming employees are Assuming employees are
slacking responsible

#® Action Tip: Shift your focus from how work is
done to what is achieved. If performance
concerns arise, address them through open
conversations rather than excessive monitoring.
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PART 3

REMOTE
PERFORMANCE REVIEW
GUIDE
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3-Step Hybrid-Friendly Review
Process

1. Pre-Review Reflection (Self & Manager)
e Encourage employees to reflect on their
achievements, challenges, and growth areas.

2. Two-Way Performance Discussion
e Use video calls to ensure non-verbal cues are

recognised.
e Focus on outcomes, collaboration, and career

development—not just KPlIs.
e Keep the tone constructive and future-

focused.

3. Action Plan & Follow-Up
e End with clear next steps: What will the
employee work on? What support is needed?
e Schedule a midway check-in to keep progress

on track.

® Action Tip: Make sure hybrid performance
reviews aren’t just a once-a-year event—
continuous feedback leads to higher

engagement.
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PART 4

EARLY INTERVENTION
CONVERSATION
FRAMEWORK
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Address underperformance
before it becomes a bigger issue.

Signs of Potential Performance Issues in
Hybrid Teams:

e Missed deadlines or declining quality
of work

e |essengagementin team discussions

e Tension or conflicts with colleagues

e |ncreased complaints from team
members
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How to Address Performance
Concerns (Without Causing
Resentment)

Step 1: Approach the Conversation Positively

Example opening line:

“I've noticed some challenges recently and wanted to
check in to see how things are going. Let’s find a way to
work through this together.”

Step 2: Be Clear About the Concern
e Stick to facts, not assumptions.
e Provide specific examples (e.g., missed deadlines, lack
of engagement).

Step 3: Listen to Their Perspective
e Ask open-ended questions:
e “How have you been feeling about your workload?”
e “What challenges are you facing?”

Step 4: Agree on a Solution & Support Plan
e Set clear improvement expectations and agree on
support needed.
e Schedule a follow-up check-in to monitor progress.

#® Action Tip: Many performance issues in hybrid teams
stem from communication breakdowns rather than lack
of effort. Address them early and empathetically.
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PART 5

TECH TOOLS FOR
PERFORMANCE
TRACKING
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Use the right tools to keep
hybrid teams alighed and
productive.

Recommended Tools for Managing Performance
in Hybrid Teams

e Asana/ Trello/ Monday.com - Project tracking
for transparency.

e Slack / Microsoft Teams — Quick
communication without email overload.

e 15Five / Lattice — Continuous performance
feedback.

e Google Docs / Notion — Real-time
collaboration and documentation.

® Action Tip: Choose tools that support
productivity, not tools that monitor employees.
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CONCLUSION

MANAGING
PERFORMANCE WITH
CONFIDENCE
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Hybrid and remote teams can be just as
productive and engaged as in-office teams
—when they have clear goals, trust, and
meaningful feedback.

Your Next Steps:

e Implement the SMART goal-setting
template

e Use the trust-based leadership
approach

e Schedule structured but supportive
performance check-ins

e Use technology to enable, not control
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€ Need help with hybrid
performance management?

Elite HR Partners provides
expert guidance in performance
strategy, leadership coaching,
and mediation.

Get in touch today!

O 07466 290524
® info@elitehrpartners.com

® www.elitehrpartners.com



