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while working remotely and the best ways for the employee to contact the manager while 
working remotely.  During WFH, the manager should: 

• Maintain team meetings and one-on-one check-ins. 
• Conduct regular check-ins. Start each workday with a phone, Zoom or MS Teams 

chat.  
• Review the employee’s daily activity logs to ensure they adequately reflect activities 

consistent with your expectations.  

Debrief after employee returns to on-campus work. Employees and supervisors should 
review work plans when the employee returns to on-campus work, assess progress on the 
employee’s work plan, and prioritize any unresolved or new work that resulted from temporary 
operational disruption. 

 


