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There are many simple actions that you can take immediately to alleviate some of the 
uncertainty and show your team you understand – after all, we are all in this together! 

• Be vulnerable. Being honest about your struggles opens the door for employees to feel 
comfortable talking with you about their mental health challenges. 

• Communicate, communicate, communicate. Keep your team informed on any changes 
or developments at work. Be clear about expectations around work hours and workload 
expectations. Touch base frequently with your team and share your own stresses and 
concerns.  

• Make your team aware of available mental health resources and encourage them to use 
them. Be aware that shame and stigma prevent many employees from using their mental 
health benefits to seek treatment, so normalize the use of those services. 

• Understanding that not everyone will want or be able to be on camera at all times 
is another important way of managing team member stress. Video or “Zoom fatigue” 
is a real thing, and stems from how we process information over video. Without the 
visual breaks we need to refocus, our brains grow fatigued. So, limit the number of times 
employees need to be on camera each day.

1. As a manager, how can  
I best support my team?

Our working world has drastically changed in 2020, with a shift toward a largely work-from-home (WFH) reality 
many of us now are experiencing. Balancing work and home life without being able to go to the office is tough for lots of 

people. How do you know if your team member’s WFH setup is adequate? How will you know if your employees are finding 

a sense of balance and normalcy in these trying times? These FAQs outline some of the important information you need to 

keep in mind to ensure you are doing all you can to protect your physical and mental health and that of your team.

FAQ

A GUIDE TO MANAGING 
YOUR REMOTE TEAM

Answers to frequently asked questions 
about maintaining wellness while working 
from home.
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Sustaining the mental health of your team is critical. Many are teleworking full-time for the first 
time, isolated from co-worker(s), friends and family. Our daily living routines are disrupted, 
causing added anxiety, stress and strain — physically, mentally, and financially. It is completely 
natural for this disruption and uncertainty to lead to anxiety and stress. Here are some tips to 
share with your team that can help manage their mental health:

• Encourage them to keep a regular schedule. Create and maintain a routine.  

• Set boundaries on their work schedule. Often the regular workday bleeds over into the 
evening hours. Make sure that employees are working reasonable hours and are signing off 
at the end of the day.  

• Engage a support network. Just as you would during other major life changes, stay 
connected with your team. 

• If available at your company, share Employee Assistance Program (EAP) resources. 
Check in with your EAP to confirm their availability and to coordinate support for 
employees. Remind the staff that the EAP is there if they need support and can connect 
employees with behavioral health support if needed. 

• Reference your organization’s healthcare plan(s) to learn what they are offering to 
support plan members and pass that information on to your employees. Be sure to 
include all relevant website links and phone numbers for both the EAP and healthcare plans 
in communicating with team members.

We often forget to tune into our own bodies and minds to take a “gut check” and see where we 
are at. Here are some things you AND your team members can think about and track to ensure 
you are all taking adequate care while working from home.

• Stand up frequently. Move around more. When working from home we often eliminate 
the many walks and steps taken to and from meetings. That doesn’t have to be the case, so 
try to get those extra steps in each day and track it if you can by wearing a health-tracking 
device. 

• Stay hydrated! Dehydration can lead to headaches, decreased memory, and can even 
reduce work productivity. A good rule of thumb is drinking half your body weight in ounces 
of water every day. 

• Get a good night’s sleep. Sleep is important because it enables the body to repair and be fit 
and ready for another day. Sleep improves your immune function, a very important factor in 
these COVID times. 

• Don’t forget to socialize. If you usually ask your co-worker(s) about their weekends, keep 
that up. If you’d usually comment to them about a specific topic, reach out. These little 
interactions go a long way. 

2. How can I help to manage 
the mental health of  
my team?

3. What tips can I offer  
to employees on  
managing stress?
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• You and your team can make a “social pact” to staying strong by washing hands with 
soap for 20 seconds. Use hand sanitizer regularly. Disinfect with anti-bacterial wipes 
areas and objects that are heavily trafficked or are touched regularly where you live and 
work. Don’t forget to sanitize your cell phone frequently! 

• Lastly, encourage your team to avoid contact with those who are sick and avoid 
touching their face, eyes, nose and mouth, and to stay home if they don’t feel well.

With the recent development of a larger percentage of the American workforce working from 
home, your improvised workspace and that of your employees may not be configured to 
prevent ergonomic injuries. What can you do now to prevent future injures? 

Sitting in an awkward position is fatiguing to the body and can cause various musculoskeletal 
disorders (MSDs). You should ensure that work at home arrangements — including your own — 
take the following points into consideration:

• When sitting at your desk, hips at a 90- to 120-degree angle and feet flat on the floor. 

• That the height and angle of your monitor, keyboard and chair be adjusted.

• The top of your monitor or laptop screen at the same level as your eyes.

• Your screen at a minimum of 18 inches away from your eyes.

• Our wrists able to remain flat when you are typing.

• Your most used items all available within easy reach.

Yes. While there are no federal standards for ergonomics, The Occupational Safety and Health 
Administration (OSHA) has covered ergonomics in the workplace under section 5(a)(1) which is 
known as the General Duty Clause. OSHA’s requires that employers provide employees with a 
safe work environment that is free of recognized hazards.

Developing a program to keep your employees healthy, happy and motivated while making 
their work environment as enjoyable as possible is the right thing to do. OSHA won’t hold 
employers liable for employee’s home offices and does not expect employers to inspect the 
home offices of their employees. However, there are steps you can — and should — take to 
protect employees working from home. Some recommended best practices are:

4. Why should I care  
about office and  
computer ergonomics?

5. Is the manager still 
responsible for an 
employee’s work 
environment while 
working from home? 
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• Provide guidance to employees regarding the setup of the 
home worksite.

• Develop a checklist addressing safety and productivity 
issues and have employees complete checklist every six 
months or so.

• If they are on several daily conference calls, a headset — 
or placing the call on the speaker setting — goes a long way 
to alleviating neck strain. 

• Encourage frequent breaks (ideally every 30 mins) and 
recommend that your team members alternate standing 
and sitting throughout the day.
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