
WORKING 
REMOTELY…
THIS IS THE MOMENT TO
HARNESS OUR HUMAN
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TOGETHER, APART
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Support teams now working remotely
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Maintain communication and 
demonstrate empathy and 
compassion. Ensure your 

people know when and how to 
contact you. Agree on 

expectations. 

a
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Utilise technology to connect 
and collaborate. Think of what 
you are trying to achieve and 

plan the technology to support 
it.

Manufacture moments of 
connection. Pay attention to 

others and listen for what they 
need. Be courageous, cautious 

and accessible.

Incorporate physical activity 
and fresh air into your day. 

Establish a buddy arrangement 
and check in regularly. Let them 

know what you need.

Design your environment to 
make desired behavior 

frictionless and undesired 
behavior difficult. Follow 

routines and find triggers to 
support you.

Lead Connect

Wellbeing

Digitise

Perform
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LEADING RIGHT NOW
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Promote connection

Be contactable

Check in

Trust

Agree on expectations

Be vulnerable

1
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Manufacture the moments that would typically 
occur less formally when face to face. 
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Ask how people are, listen to their response, 
empathise and ask how you might be able to 
support them.

Communicate your availability and let people 
know how they can contact you.

Assume that people are doing their best and give them 
the opportunity to show you they can deliver what you 
need from them.
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Be kind to yourself and allow for different outcomes than 
you might have expected a month ago.

Agree on what is expected and how it can be measured so 
people can track their own performance and reflect on their 
achievements.



HETI.NSW.GOV.AU

CONNECTING RIGHT NOW
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Be seen

Be brave

Be present

Allow time

Be patient

Be cautious
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Turn your camera on and let people see the 
real you and your environment. It will provide 
context and make others feel safer.
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Don’t be anywhere else. Focus on the humans 
you are interacting with. Show up for them. 
Pay attention, listen and respond with meaning.

Try new tools and functionality, Use the 
features of the technology to contribute. Turn 
on chat, emojis, ticks and crossed to provide 
alternate communication options.

Remember, speaking up online is a little more difficult, 
so leave a space for other humans to pluck up the 
courage, find how to unmute and then speak. It’ll take 
longer than when face-to-face.
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Be mindful of how communication may be interpreted given 
the reduced non-verbal cues.

Change takes time to adjust too and is a journey for everyone. 
Allow your individual team members and colleagues space to 
get used to working remotely.
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WELLBEING RIGHT NOW
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Practice self-care

Find a buddy

Get outdoors

Integrate

Share your work

Reflect
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Eat nutritious food and stay hydrated. 
Incorporate rest breaks into your day. Practice 
mindfulness to stay in the present moment.
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Fresh air, natural light, the sounds and smells of 
nature…they’ll all help you rejuvenate during 
your breaks. Stretch while you’re at it to get 
the blood flowing.

Set up a partnership with another person and 
agree on how you can stay in regular contact and 
how you can support each other. Ask for feedback 
and tell them what you need from them.

Plan to utilise your time to achieve work and life goals 
without having one take priority over the other.
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To combat the reduced external feedback, record your 
achievements throughout the day and dedicate time to 
intentionally giving yourself a pat on the back.

Communicate what you are working on so others are aware. This 
will enable collaboration and innovation that may not occur when 
working in isolation.
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DIGITISING RIGHT NOW
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Familiarise

Set up prior

Ask for support

Keep it simple

Think accessibility

Prepare others
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Have a play with tools before you need to use 
them. See what functions are available and 
consider how they might help you achieve your 
intended outcome.
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If possible, avoid trying to speak and control 
the technology all by yourself. Ask others to 
assist, eg by monitoring a chat and alerting you 
to anything you need to be aware of.

Give yourself time prior to your event to get the 
technology working so you are relaxed and ready 
to start on time.

Just because technology can, doesn’t mean we should. 
Focus on your purpose and use technology to enable it. 
Avoid letting the technology inform your approach.
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If your audience could benefit from having any material in 
advance, send it through and provide instructions on what 
you would like them to do. Allow sufficient time for them to 
do this.

Think intentionally about who you are communicating with and 
any potential barriers they may experience. Overcome any 
obstacles in advance so everyone has equal opportunity to 
contribute.
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PERFORMING RIGHT NOW
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Clarify your purpose

Set goals

Plan

Think mindset

Adapt

Focus
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Look inside yourself to clarify what it is that really 
matters to you. Align with others and organisations
who share this purpose and collaborate to support 
each other to achieve mutually beneficial goals.

4

Develop self awareness of when your works best 
and plan your tasks to make the most of this 
capacity. Leave tasks requiring less focus to times 
when you might not be as alert and able to 
concentrate.

Consider what you need to achieve and break it 
down into smaller, more achievable goals. Think 
about the resources and people you might need to 
enable you to achieve it.

Adopt a mindset to overcome any limiting beliefs that 
may restrict you from achieving all you are capable of. 
Listen to your inner voice and challenge whether it is 
serving or stifling you.
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Reduce disruptions within your control to stay focused. 
Have breaks from technology. Turn notifications off, put 
your phone in another room. Reward yourself when you 
achieve your milestones.

Monitor your progress against your goals and adapt where 
required. Scan your horizon to anticipate change and develop 
plans for how you can be ready.
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