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Appendix 2d
Tips for managing a Hybrid team and virtual meetings

1. Agree ways of working.  Uses the Team Principles template to agree how you will work together, how you keep each other updated, and how frequently. Explore and agree your new approach to working together in a hybrid way. Openly share what each of you needs and try to develop a team routine to keep connected and accommodate your team members diverse needs. Arrange a regular opportunity for the team to meet face to face.

2. Remember the Trust’s vision ‘Putting patients first is everyone’s first priority. Remind your team about the big picture and how their work fits into it. Review short-term goals regularly and adjust as needed. 

3. Set expectations and trust your team. Be clear about mutual expectations and trust your team to get on without micromanaging.  At the earliest possibility, have a conversation with each team member to supportively refocus and agree their tasks and goals. It may not be possible to keep doing the same things they usually would do in the way they would usually do them. In some instances, your team may even need to shift the focus of their work entirely. People deal with change in different ways. Empower your team members by actively listening to their concerns, encouraging them to stay positive, and ensuring that you are there to support them to feel valued and productive.
Focus on results rather than activity, when we manage by outputs we are asking our teams to implement specific projects/actions or deliver specific initiatives, very much dictating the actions of our teams.  When we manage by outcomes/results we are defining the outcome we expect our teams to achieve and measuring them against that outcome.  This creates autonomy and accountability.

Setting Goals
Firstly we need to define the outcomes for our team/service, start by setting goals, ideally team goals that they contribute to, this helps everyone understand their purpose and the role they play in the team. Ideally we need to set SMART goals.

S	Specific	What needs to be achieved and by when?
M	Measurable	What data do we need to measure performance?
A	Achievable	Is the goal achievable? What capabilities and capacity do we     need to deliver?
R	Relevant	How does this goal link to our strategic objectives?
T	Time-based	What is the deadline

Agree responsibility
Who is ultimately responsible for delivering the goals that will help us achieve the outcome?  Be clear about the RACI framework

R	Responsible	Who is responsible for completing the goal, actually doing the work?
A	Accountable	Who is ultimately accountable for the goal and will review before it’s completed?
C	Consulted	Who needs to be consulted or provide input into the goal?
I	Informed	Who needs to be kept in the loop on the project?

Review progress
Build in ‘check-in’ reviews to check on progress on goals and measure performance against the goals.  Create a learning culture where we have honest and open discussions with constructive feedback.  

4. Make sure team members have the support and equipment they need. This includes any coaching they might need to use online systems or work in a hybrid way. Keep your calendar visible and maintain a virtual open door.  Have a regular well-being conversation with each team member.

5. Communicate Regularly. Have a daily virtual huddle. This is essential for keeping connected as a team, to check in on each other’s well-being and keep workflow on track. It needn’t be long, but regularity is key. Keep the routine of regular one-to-ones and team meetings. This maintains a sense of structure and continuity for all
. 
6. Share information and encourage your team to do the same. Without physical conversation, opportunities to pick up information in passing are more limited. Share appropriate updates or learnings from other meetings and projects and invite your team to do the same. Agree how you will share information from meetings.

7. Tailor your feedback and communications.  Listen closely and read between the lines. Not being in the same room means you don't have extra information from body language or tone to get the sense of what people are thinking or feeling, particularly in more difficult conversations. Home in on what’s not being said and ask questions to clarify your interpretation. 

8. Ensure online meetings are effective. Be explicit about actions and summarise. Spell out clearly any actions that need to be taken and by whom. Summarise meeting takeaways and circulate notes promptly.

9. Help foster relationships and well-being. Make time for social conversations. This increases rapport and eases communication between people who may not meet often. It also reduces feelings of isolation and improves team work

10. Maximise technology, video calls and chat apps: There are a variety of ways to stay virtually connected using different software. Rather than sending emails, pick up the phone. Use team video calls or a team group chat to keep connected. A list of available software and apps is listed below. Remember good information governance when sharing data in these new ways.

11. Be inclusive: Appreciate the diversity of your team and be inclusive by encouraging everyone to have a voice when sharing ideas. Build upon each other’s diversity of experience to help you all to adjust. You may even find that it’s an opportunity to get to know each other even better and feel more empowered to celebrate the diversity of your team.  Being forced to rapidly work in new ways will impact each team member differently. Ensure that you pay extra attention to your team’s well-being and be compassionate toward their individual circumstances as they adjust to new ways of working. Working in a hybrid way may make it harder for some people to engage, so ensure that you foster an inclusive culture where everyone in the team feels engaged and able to contribute.
12. Model healthy hybrid working behaviour. Ensure you take regular breaks and communicate during working agreed hours

13. Celebrate achievements: Take time to celebrate achievements, no matter how big or small. This will help you as a team to keep motivated as you adjust to your new ways of working.


Tips for Virtual Meetings:

•Treat it like a normal meeting: Whilst it may feel different, try to run it like a normal meeting. Bringing a cup of tea to them is fine!

•Have an agenda/structure/purpose: Keep focused, flexible and ensure everyone is clear on the purpose of the meeting and what you need out of it. It’s also good to have regular video calls with the simple intention of checking in on each other too!

•Have a lead/chair: Having someone to lead the meeting enables you to keep focus and ensure that everyone has a voice and can contribute equally.

•Encourage inclusive conversation: It may feel strange at first, and that’s ok. It’s even harder if you just use audio, as you can’t see each other. Remember, we communicate mostly through our body language, so try and use video calls where you can. You may need to exert extra effort to talk/engage in the virtual meeting at first if this is not something you are used to. If you notice a colleague is a little quieter than usual, feel free to check-in and what they can contribute.

•Share documents: Most video chat software enables you to share screens and/or share documents. This enables you to visually work on things together and brings focus to your meeting.

•Size of group: Adapt your agenda depending on the size of the group. For example, 1-to-1 and small groups are likely to be able to have more focused and exploratory discussions. However, larger groups are better suited to giving information. For very large information giving meetings, you may want to disable voice conversations and use chat boxes for comments, as it can be difficult to manage too many voices at once
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