
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Introduction 
 
You are dedicated to the mission of your organization. You know that having the right people in the right 
roles is essential to delivering on this mission. While COVID-19 has forced some education organizations 
to reluctantly slash budgets and reduce staff, for other organizations you still have hiring you must do, 
such as due to prior turnover (perhaps your finance director quit in February) or preparing for the fall 
(schools need principals, whether they’re virtual or not). If you find yourself in the latter situation where 
hiring during COVID-19 is a must or the wise course of action, the big question you likely have is how do 
you continue hiring during the crisis. While the “new normal” is still being molded, it is important to 
adjust your hiring approach to thrive with the new digital environment.  
 
There is more availability for remote screening and interviews now, as most people are working from 
home. Remote hiring can be completed faster and in a format that works for everyone. This maintains 
some state of normalcy during COVID-19, yet prepares for the return to offices, schools, and other 
activities. It is so important to be flexible in how technology can influence the job search for candidates 
and the staff conducting these conversations. Job seekers will value your agility as an organization for 
taking the necessary steps to keep your hiring process moving. A simple adjustment from in-person to 
remote hiring methods is the best approach to moving forward. Recommendations and best practices can 
vary but there are several to create the best interaction and yield the best results! 

 
Conducting Remote Interviews 
 
Ever thought about conducting interviews remotely? Either way now’s your chance to give it a shot and 
see how it goes. You might just realize that remote interviews are here to stay! Interviewing remotely is 
certainly not uncommon to many industries because it creates an opportunity to access more candidates 
and from anywhere. No interview is perfect, even in person. As the candidate prepares to impress, it is 
important to be an employer who is aware of the benefits and difficulties with online interviewing. There 
are a few tips that can get you pretty close to perfection as the host for the opportunity.  
 
Ensuring high call quality is just as important as the “bigger things” like choosing the best digital 
interview platform. For good call quality, you have to pay attention to your surroundings. Like the 
candidate, you should pay attention to the video, sound, background image, background noise, etc. Have a 
clean camera lens, check what viewers see behind you in advance, and opt for smaller rooms to contain 
the sound. Avoiding background noise can be hard because it’s out of your control, but tweaks such as 
choosing quiet mornings overactive evenings can make a difference. Perhaps you can reduce the devices 
on your WiFi during interviews so that the strength is directed at your conversation. Though these seem 
like small considerations, collectively they play a huge role.  
 
Be sure to test the lighting in your home before conducting a video remote interview. Similar to a 
professional headshot, the lighting, angles, and the location are all very important. Avoiding natural light 
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is a big mistake because it is the clearest and flattering. Lighting can be tricky, but choosing natural light 
and avoiding direct overhead lighting are great ways to help candidates see your expressions and 
excitement. Even looking into the camera when you are speaking and at the screen when the candidate 
makes eye contact seem real. Seeing facial expressions, body movements, and other physical gestures are 
paramount in the virtual setting. Body language is huge in our person-to-person interactions and 
following these tips ensures that you won’t miss the opportunity to connect, no matter the format of the 
interview.  
 
Real-time, virtual, and one-way, automated interview formats have benefits to the search process. A one-
way interview is a video recording, simply put. Here you would give a candidate their prompt or 
questions, they record their response(s), and deliver the video link to you. One-way automated formats 
allow you to get all your questions answered with the opportunity to observe the candidate. Real-time 
virtual interviews make it easy to have a dialogue. With this format, you and the candidate get a glimpse 
into what work interactions might be like in addition to learning mannerisms and other quirks or 
qualities. Using a combination of the two at different stages is also worth the time to consider. You could 
record an introductory video sent a few days before explaining the steps. Follow that with a one-way 
automated interview and finish with one or two rounds of real-time interviews. No single method is 
better than the other because they both yield results. A well thought out combination gets you through 
the process with the information you need to make a decision. 
 
Though we have framed virtual interviewing as a necessary tool for hiring during the pandemic, they can 
also enhance the process. These types of interviews allow for face-to-face, screen sharing, and offer 
presentation options within the same session. This is a great way to have candidates do presentations or 
discuss a performance task testing their knowledge, skills, and abilities. If you want to screen share a 
document or web pages and toggle through together, you have that option in the virtual world of 
interviewing. Various platforms allow many of the features named and some have features to tailor your 
video call to an interview as compared to a standard virtual meeting. 
 
WorkMonger is making its RemoteIQ Virtual Interviewing Service available to any education organization 
that needs to interview candidates remotely at no charge. Our base RemoteIQ service is excellent for 
screening candidates as well as first-round interviews. RemoteIQ is a tailor-made candidate experience, 
designed to put your applicants at ease, and allow you to learn more about your candidates remotely. The 
video technology is mobile responsive, allowing interviews to be completed anytime, anywhere, on any 
device. Request more information online to have your FREE custom remote interview set-up and ensure 
continuity in your hiring plan. 

 
Deciding How To Proceed With A Role 
 
A key question facing many organizations right now is whether to continue with hiring.  
Our advice – if the pandemic has not changed a) your organization’s need for the hire or b) your 
organization’s ability to pay for the hire, then don’t allow the challenges of hiring during a pandemic to 
keep you from moving forward with the process. 

https://workmonger.com/remoteiq/
https://workmonger.com/remoteiq/


If you reflect on our advice above and settle on a decision that the hire should still be made, then hard 
pausing on hiring now during the pandemic could have negative follow-on effects for this fall. For 
example, another school might hire that ideal Director of Special Education you’ve had your eye on. Or, 
you might cause your current team additional stress or anxiety due to asking them to shoulder the work 
in the interim that your new hire(s) would have otherwise performed. Having staff that can be hired and 
trained now allows for clean execution and activation of duties and processes later. If this is your hiring 
situation, then taking a pause only to prioritize the order of the necessary hires before resuming your 
originally-planned hiring schedule is key. 
 
One possible path forward: focus on hiring for roles that can support your organization in the current 
online environment. Even if you choose to make a few positions temporary, temporary to permanent, or 
contract this can be great for the organization. There are some roles in education that are great for 
remote work simply based on their function. Consider hiring remote IT support to help with technical 
issues or even to set up laptops for onboarding. Targeting teaching assistants who have remote 
experience is great because they can troubleshoot as the primary teacher delivers instruction. An 
accounting staff person or consultant might help with arranging funding delegation. Many more roles can 
adjust to the online format if you hire the right people who can work independently towards certain 
priorities. 
 
Many roles have a busy season or work in cycles of some sort and this can help you determine roles 
based on a timeline. For example, it is better to have school staff in place by summer as usual so we do 
not recommend hard-pausing those searches. If you do not operate on an academic calendar, think of 
roles that are imperative to the cycles of success and hire for those to keep your pace. Allow the push 
towards online to push forward the planning and preparation for the rest of the year. Consider how much 
farther ahead you can get with the productivity that comes without having office distractions. Summer is 
a crucial time in the education sector because of the planning and preparations. This includes everything 
from lessons to the school buildings themselves, to cafeterias and even bus schedules. Well drawn-up 
plans and consistent meetings now may help you catch issues or errors early having your new hires in 
place. 
 
Should you hold off on making offers? Our answer is no. To break this down, if you decided that you 
should still hire, we suggest that you make offers. This is an interesting thing to consider if you are 
certain you have the best candidate in mind. It is difficult to expect great candidates to wait or that they 
aren’t being sought after by competitors. You could lose your top candidate to another employer if you 
take your time with offers. Indeed this is always the case, but in this time of uncertainty, people are 
looking to secure their future and their family’s needs. Schools and organizations that move the work 
forward utilizing technology during the hiring season are going to win the best candidates. 
 
Make an offer to the candidate if you are certain about them, even in this uncertain time. Candidates may 
have hesitations as well so consider giving them a longer amount of time to accept the offer than you 
normally do. There is also the option of offering a later start date. Exercise your opportunity to be 
creative with your offering but do this with urgency. The goal is to have the best person move the work 
forward right away, and holding off on making the offer only increases the likelihood that someone else 
hires them and leaves your organization with empty talent pipelines. 
 



Be flexible and understanding with candidate timelines. They may ask for a delay or extension after 
receiving your offer. There is unpredictability in the midst that requires more empathy from us all. It is 
difficult for candidates and employers to keep moving forward in the face of uncertainty and everyone 
wants the best results possible. Provide a bit of grace space in their decision making or even their start 
date. Ultimately avoid pausing the entire offer process if possible. Continue to make progress with spring 
hiring. Though you may have to sacrifice the on-site or in-person interview, you will be able to still attract 
the candidate due to your sensitivity towards the situation. You might need to prepare for hiring a 
candidate that you only meet via a live video call instead of in-person. 

 
Online Tools 
 
So many tools lend a hand in creating success with online communication, scheduling, and learning. In 
response to COVID19’s social distancing plea, many companies are offering free or discounted premium 
subscriptions for educators. These tools can also be useful in the digital hiring process in every 
step. Calendly, Doodle, Loom, and Zoom are popular tools used in the education sector. This curated list 
of remote tools can help you effectively interview, hire, and onboard.  
 
Calendly is free and allows people to add meetings directly to your calendar for one-on-one meetings. 
This website even connects to Zoom if you want to send a video or phone link as the method of 
communication. Doodle is a simple way to have multiple people share their availability for group 
meetings. Loom allows for screen recording to share things like feedback, test corrections, tutorials, and 
much more. Zoom and WebEx are similar platforms. They help you host meetings, lessons, or other web-
based communication of ideas or information. The best part is that even if your candidate does not have 
an account they can still use the platform to interview. 
 
WorkMonger is ready to assist if you need to outsource these types of services as well. We understand 
how overwhelming it can be to think of everything and especially during a public health pandemic. Using 
a hiring process checklist can help you organize around this but could leave you dependent on steps that 
may not be tailored to your needs. WorkMonger can take parts or all of the interview insecurities away 
from schools and education organizations. Our kids deserve the best candidates and we can help you find 
the best candidate for your needs and goals. It is easy within the fog to miss the mark on infusing 
diversity, equity, and inclusion into the process, along with recruiting in the right places or choosing 
candidates who can meet the current need but not those of the future. Reach out 
to WorkMonger consultants when you are ready for relief in the hiring process. 

 
Outsourcing 
 
When hiring, it’s important to have a plan to make a plan. Building out your strategic priorities for spring 
hiring is an essential first step before launching searches, designing selection processes, and reaching out 
to candidates. Given the change to distance learning for many of our school partners or the rapid 

https://calendly.com/
https://doodle.com/
https://support.loom.com/hc/en-us/articles/360006579637-Loom-Pro-Free-for-Students-and-Teachers
https://blog.zoom.us/wordpress/2020/03/29/how-to-use-zoom-for-online-learning/
https://workmonger.com/remotetools/
https://workmonger.com/remotetools/
https://www.thebalancecareers.com/a-checklist-for-success-in-hiring-employees-1916814
https://workmonger.com/employers/


reallocation of resources for other education entities, we recommend revisiting your plan or partnering 
with us to develop your spring hiring plan. Spring is often filled with projects so if this planning is 
something that will need to get paused or pushed to take on more urgent work, consider outsourcing 
some of the strategy work.  
 
With a strong spring hiring plan, that’s been adjusted to COVID-19, think about which projects and 
materials can be outsourced. With so many resources online, it can be overwhelming to design and 
implement any process. Sure organizations have posted their plans, projects, and ideas, but too many 
options can stump your choice from what’s out there. Consider how you can make adjustments to 
materials that already exist from the internet to fit your needs in the job search. You could also enhance 
the current materials using borrowed ideas online. Though you may have the job descriptions ready from 
previous years, you will need to get the word out. 
 
Realize that there are opportunities out there for contract or temporary work that can result in your 
needs being met as well. No matter the role, we recommend all searches include a resume review, phone 
screen, and some skill assessment- which could be a submission of previous work, a performance task, or 
an online skill assessment. These role-specific elements of the process are necessary and we encourage 
you to consider capacity, consistency, and fairness as you design in-house or make the choice to 
outsource to experts. 
  

• Sourcing Activities – You should pull from past or adjacent job descriptions to help you create a 
listing that gets the best results and candidates. Job boards, professional organizations, and LinkedIn 
groups are great ways to get the word out once the job description is finalized. – There are still 
networking and recruiting events happening virtually. To find them all and delegate staff to attend is 
an added task with major pluses. However, there are educational agencies that can do all the work 
for you and bring you a top two or three candidates based on their evaluation of your needs. 

  

• Role-Specific Interview Materials – Though you may have questions already written, it may be time 
to add or edit that list. Even adding questions about a candidate’s remote work experience is a great 
addition to questions you ask certain roles. We find scenario-based questions particularly 
illuminating to help learn how a candidate treats situations in their specific role. Spend time looking 
for job-specific interview questions to help you find the best candidates and separate those who have 
the most valuable knowledge, skills, and abilities. Break down your role-specific processes and use 
questions related to your true needs. 

  

• Resume Review – It is no secret that resumes are subject documents from the writer and the 
reader’s perspectives. To choose the best candidate out of the bunch before the interview requires 
clarity on your part. Highlighting the most important aspects of your job description and pairing that 
with the unique competencies of a role helps you know what to look for in the resume. Use the job 
description to create a list of “must-haves” and “nice-to-haves”. Must-haves are experiences, skills, 
and competencies that candidates must have to be successful in the role on day one. Only resumes 
meeting the “must-haves” pass the resume screen. “Nice-to-haves” are differentiators as you consider 



different potential candidates. These could be extra skills, higher education degrees, or even skills 
needed beyond the first day of work and across the team.  

  

• Executing Interviews – Balance is important for you to have the right number of people who can be 
objective as an interviewer. Even the role and organizational level of the people conducting 
interviews matter to make the right candidate decision. Another aspect of interviews that brings 
success is the interview questions themselves. Determining which questions should be required by 
screeners could make a difference in the interview.  

  

• Scoring Rubric – One key element of the candidate selection process that can be daunting is the 
scoring rubric. WorkMonger has material to create an interview scorecard for the education 
sector here and we can help with personalization for scoring rubrics at each start of the selection 
process. Our scorecard helps remove bias, boosts accuracy, focuses on strengths, and keeps 
screeners on track. 

  

• Task Design and Evaluation – If a performance task is a good way to further investigate the 
candidate, think of what you need them to be able to do immediately and then teach on other things 
at a later time. Determine the key elements of the job where they can demonstrate their experience 
and capabilities then center the task around that. A best practice is for the performance task to take 
no longer than 90 minutes to two hours to complete and to provide several days in which to do so. 
Adding this extra step can help you more successfully evaluate your candidates’ skills and expertise.   

  

WorkMonger can assist with your candidate search process. We know taking the hiring process seriously 
is important at this time. We want to create space for schools and organizations in transition as we know 
the steps can be overwhelming. WorkMonger can lean in and out of selection design. If you need support 
with a design but not execution or if you want us to audit and adjust your current materials for a remote 
environment, just reach out here. 

 
Onboarding Remotely 
 
Bringing on a new hire during a remote situation need not worry you because onboarding can happen 
remotely. There are modules, videos, and e-learning tools to utilize to teach people about the school, 
organization, or district upfront. Websites like Notion will even allow you to upload onboarding 
documents for review and show progress towards completion. If your organization does not already have 
video training, build quick training that is relevant and can reach staff widely. Our recommendation is to 
use these remote tools to establish best practices with services and software. Large parts of onboarding 
are often done solo and can be also done in the home of your new hire. Setting up a check-in via phone or 
video is a great idea to allow space for questions and to check progress.  

https://workmonger.com/interview-scorecards/
https://workmonger.com/employers/#sectionone
https://www.notion.so/educators


 
Consider the technical equipment needed to provide a seamless onboarding process. Your new employee 
may not already have a reliable computer, tablet, or other devices. Make sure they have a device that is 
suitable for remote work, even if you have to provide it temporarily. It is very important to make sure 
that they have the software capabilities and are set up for success. Should they need to download 
anything on their own, be available to assist even though you probably won’t be needed. It is also a good 
idea to have someone who can troubleshoot and even walk them through technical issues. This is where 
you activate IT staff and human resources for best practices and assistance.  
 
Employers tend to use a checklist with deadlines to help the new staff get acclimated. Many timelines 
include a 30-60-90 day plan with milestones to meet. Revising the checklists and deadlines in light of the 
remote setting is important to account for the shift from in-person to remote. You may need to insert 
weekly or biweekly checkpoints to provide support as they onboard themselves. Deciding what they 
should focus on in the first 2 weeks, 4 weeks, and 6 weeks rather than 30, 60, or 90 days may make a 
huge impact.  
 
One of the first steps in the onboarding process is delivering the employee handbook. Sending a digital 
copy of this is good reading for the new hire. To support their adjustment, supervisors or administrators 
can host a digital Q&A or ‘Ask Me Anything’ type of session to check for understanding and answer 
questions. Even if they don’t have questions you can highlight norms to help them get acclimated. 
  

The Bottom Line 
You will feel better and more in control if you have a plan, your materials are in place, and you are 
prepared to move forward with hiring and onboarding an employee during COVID-19. Postponing hiring 
or the candidate search process can cause issues later in the year. Thus, our recommendation is to 
continue to move forward in hiring roles for which a) the need and b) the budget are not in doubt. You 
can prioritize these positions according to which have the greatest impact so that remote planning and 
execution can begin as staff capacity allows. 
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About 

The fast spread of Coronavirus or COVID-19 poses major questions for education 
organizations around health, closure, travel, remote work, equity, and distance education. This poses an 
unprecedented situation that requires a variety of responses that differ based on if you are a school or are 
currently in an office-based environment. Therefore, we have compiled templates, guidance, ideas, and 
resources from contributors at top organizations about what they're currently doing, along with research, 
recommendations, and resources from the CDC, WHO, Harvard Health Publishing, EdSurge, ISTE, 
AskAlmanac.com Editors and Contributors, and Johns Hopkins. 
 
This guide is designed to give you resources and specific, tactical actions you can take right now to mitigate 
the spread of the virus, provide answers to your team's frequently asked questions, and keep your education 
organization running to the extent possible and safe. 

Quick Key Resources: 

🎒  Talking to Children about COVID-19 

🚪   School Closure Planning Guide 

⚖ Legal Guide for School Leaders 
🌎   Access a Real-Time Map of School Closures 

♿  Providing Services to Children with Disabilities 

⚕  Guidance for Administrators of US K-12 Schools From the CDC 

🌡 Access the Global Dashboard with Real-Time Reporting of Cases 
🥄  Child Nutrition Program Meal Service during COVID-19 Outbreaks 
📥 Download a List of Free Resources Being Offered to Schools and Educators 
📚 Key Actions and Guiding Questions to Prepare for Continued Student Learning 

What You'll Find 

  This guidebook has templates, resources, and checklists you can customize for: 

      📝  Communicating with employees and constituencies about COVID-19 

            📝 Transitioning your education organization to remote work 

                     📝 Plan to close your school or office 

                            🛫 Changing your travel policies 

                                    🚌 Preparing for continued student learning 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/talking-with-children.html
https://docs.google.com/document/d/1qddylcmFRG3DJw890Q5cvHbDogEK_VbPaM7N-VsQFK0/edit#heading=h.uhwjbdc035qy
https://www.nsba.org/-/media/NSBA/File/legal-school-safety-addendum-coronavirus-march-3-2020.pdf?hash=1D72FA91F23169E07855464FC5D1434148FE3F78&la=en
https://edweek.carto.com/builder/ab05d8cb-c702-4317-8836-637b2b262be5/embed
https://drive.google.com/file/d/1qo3OU6AcN779kbuYiASLFIMbTQkIeXhO/view
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-schools.html?CDC_AA_refVal=https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/guidance-for-schools.html
https://www.arcgis.com/apps/opsdashboard/index.html#/bda7594740fd40299423467b48e9ecf6
https://www.k12.wa.us/sites/default/files/public/childnutrition/pubdocs/USDA-MealServiceDuringCOVID-19Outbreak.pdf
https://emojipedia.org/inbox-tray/
https://workmonger.com/freeresources/
https://workmonger.com/freeresources/
https://drive.google.com/file/d/1aaJebxX_d5upViwPb1uF0YCg_uRRx3Mn/view
E-Book.docx
https://workmonger.com/


 

  

📝 How to communicate about COVID-19 

Immediate communication checklist 

Send an all organization email notifying your organization that you're working on an action plan, and note 
any immediate precautions. See the examples below. Most organizations state: 

          ○ "Please begin the transition to remote work unless you have been informed that you perform a   
              critical function that must be done in person." 

Send an email to all managers and leadership, notifying them to maintain calm. 

Create a Slack, chat channel, or listserv dedicated to Coronavirus communications. 

          ○ Craig Battin at Earnest says: "I would suggest that companies create a dedicated Slack (or chat)   
              channel for critical updates related to actions employees should be aware of related to   
              precautionary measures, etc. We use #announcements and have made it clear that this is solely for   
              broadcasting important updates to our distributed teams and offices." 

Put together a task force. Identify employees who will be key point people and make up the crisis 
management and communication team. Part of this should be dedicated to forming a hierarchy outlining 
how information should be shared within the organization. 

Recommended wording in communications: Use neutral or positive words (avoid “urgency language” that 
may cause fear).  

DO USE: Precautions, health, safety, calm, preparation, abundance of caution, proactive, thoughtful, smart 
action, cautious policies, we want people to feel safe, we’re in this together.  

Set expectations about changing policies: Good words to use: “Iterative,” “evolving,” “adaptive,” 
“responsive,” and “co-creating.”  

DO NOT USE: Emergency, Deadly, Fatal, Panic, Scary 

✍ Great email templates 

  ●  All-organization email template by Lifelabs 

      ●  All-organization email template by Eden Health 

            ●  All management email template by Lifelabs 

                    ●  All-organization status update email template by DuoLingo 

                           ●   WorkMonger's pick: All-organization status update email template by         
                                   Coinbase 

                                         ●  Communication approaches and recommended verbiage by   
                                                  Lifelabs 

                                                      ●   WorkMonger's pick: Letter to Families by the Northshore   
                                                             School District. 

https://drive.google.com/file/d/1pr4OkwJqi2kQIkYEusKfArCE-7NzY37O/view
https://askalmanac.com/articles/11054/almanac-core-s-doc-2020-03-11?request_read=true
https://askalmanac.com/articles/10873/coronavirus-playbook-employee-email-update-by-eden-health?request_read=true
https://askalmanac.com/articles/11132/corona-virfirst-email-to-send-to-all-management-by-lifelabs
https://askalmanac.com/articles/11133/almanac-core-s-doc-2020-03-11?request_read=true
https://askalmanac.com/articles/11134/corona-virus-all-company-status-update-email-by-coinbase?request_read=true
https://askalmanac.com/articles/11135/communication-approaches-and-recommended-verbiage-by-lifelabs?request_read=true
https://www.nsd.org/blog/~board/superintendent-blog/post/letter-to-families-all-schools-closed-march-5?fbclid=IwAR1rZIp0_eORc34_5BNGYio0vb5gWnkrSqSBWUl-OyjBR9ASqQPV9CDIIX8
https://workmonger.com/


 

  

🌎 Transition to Remote Work Now 
Create a remote work transition team. Make sure to include senior leadership, and people who 
represent both teams that have the most distributed process as well as those with the least 
experience. Take this Remote Readiness Questionnaire and review the recommendations. 
Document your processes and culture. Develop a mentality that "if it's not documented, it's not 
actionable" to help your team transition from co-located norms to all-remote norms. 
Communicate how remote work is different. Share your vision and highlight key changes to 
communications infrastructure from "business as usual" – things like pair-working, remote "coffee 
chats," and when to use what tools in your communication/technology stack. 
Create and enforce rules to improve your remote work culture. These can include things like 
requiring everyone to reject meetings without an agenda 

Additional Resources 

● Transitioning to Remote Checklist by GitLab – 6 Steps to migrate your team to all-remote 

● How to improve your operations to be remote first by GitLab – 10 actionable tactics 
   GitLab uses to improve remote work (e.g. "Decline all meetings that lack an agenda") 

● 🏆 WorkMonger's pick: Transitioning from Offices to Distributed Teams during a Crisis by John O’Duinn –   
    Author “Distributed Teams” lays out his transition plan 

● Remote working when you’re not a remote team by Kiana Sharifi – Succinct overview of remote transition   
    for organizations. 

● Slack on Slack: Adapting the Way We Work When Offices Need to Close by Slack – all the features you   
    need to know about to manage your remote transition 

● Amid Coronavirus Fears, How to Support a Shift to Remote Work by Exaqueo – 6 tips for the remote  
   transition 

                 ● How to manage a remote team with no prior experience by Freddie Laker 

                         ● 🏆 WorkMonger's pick: Learn more about remote work in the education sector . Explore   
                                   common misconceptions of remote work, workforce stats concerning remote               
                                        roles, and five proven benefits of remote work for education sector employers. 

                                             ● 🏆 WorkMonger's pick: Tools for Remote Work. Access a comprehensive and curated 
                                                   database of remote work tools across a variety of organizational functions. 

                                                         ● How to Set Up Remote During Coronavirus by Marten Mickos – CEO of     
                                                             HackerOne shares his tips for managing remote during COVID-19. 

                                                                     ● Working Together When We’re Not Together by Veronica Gilrane – Tips       
                                                                          from Google 

https://soapboxhq.com/remote-readiness
https://about.gitlab.com/company/culture/all-remote/transition/
https://about.gitlab.com/company/culture/all-remote/how-to-work-remote-first/
https://oduinn.com/2020/03/03/transitioning-from-offices-to-distributed-teams/
https://medium.com/@kianas/remote-working-when-youre-not-a-remote-team-d9e3ce1eac0f
https://slackhq.com/managing-remote-work-in-slack
https://www.exaqueo.com/blog/amid-coronavirus-fears-how-to-support-new-remote-workers
https://chameleoncollective.com/company-work-remotely/
https://workmonger.com/remote-education-jobs/
https://workmonger.com/remotetools/
https://www.fastcompany.com/90475330/8-strategies-to-set-up-remote-work-during-the-coronavirus-outbreak?utm_campaign=eem524%3A524%3As00%3A20200311_fc&utm_medium=Compass&utm_source=newsletter
https://www.blog.google/inside-google/working-google/working-together-when-were-not-together/amp/
https://workmonger.com/


 

  

✍ Policy templates and best practice tips 

● FAQ: Remote work FAQ by Coinbase 

● Work From Home (WFH) survey: Remote work capabilities survey for employees by LifeLabs 

● For managers: Guide to managing a remote team by Megan Berry, VP Product 

● For remote teams: Tips for All Remote Teams by Darren Murph, Head of Remote 

● Remote meetings: All-Remote Meetings by Darren Murph, Head of Remote 

● Best practices: How to make remote work awesome by John Starmer, Dir of Education 

● Policy: Remote work policy by Hubspot 

● Policy: Work from Home organization Policy by Sajari 

● 🍼For parents: Support employees with young children by GitLab 

● 🐕 For pets: Tips if you have pets by Ollie Pets 

● 🏆 WorkMonger's pick: Work from Home Manual - A huge collection of some of the best tips/hacks, 

resources and best practices shared by pro #WFH workers around the Internet. 

  Checklist to help employees transition to remote 

❏ Encourage employees to make clear arrangements with their manager around what would happen   

     in a remote situation. 

❏ Clarify communication platforms to use (e.g., Zoom or Google Hangouts) 

❏ Create a cameras-on norm for video calls 

❏ Have a designated tech support person or team 

       ❏  Plan remote work activities. For example, you could host a remote lunch and learn professional   

              development session. This could feature training on how to work remotely or how to manage   

                  remote teams. You could also offer peer-to-peer sessions on a variety of topics. 

                      ❏  Create fun cultural opportunities. You could host a "show and tell" where each of your   

                              remote team workers brings an item to the video call, which could be an item with        

                                  strong sentimental value or a personal story. They then tell a 5-minute short story   

                                       about the item and respond to questions. Here are some more great ideas for team  

                                             building activities for remote teams. 

https://askalmanac.com/articles/10856/wfh-faqs-by-coinbase
https://askalmanac.com/articles/10856/wfh-faqs-by-coinbase
https://askalmanac.com/articles/11138/remote-work-capabilities-survey-by-lifelabs?request_read=true
https://askalmanac.com/articles/11138/remote-work-capabilities-survey-by-lifelabs?request_read=true
https://askalmanac.com/articles/1382/guide-to-managing-a-remote-team
https://askalmanac.com/articles/1382/guide-to-managing-a-remote-team
https://askalmanac.com/articles/2437/tips-for-all-remote-teams
https://askalmanac.com/articles/2437/tips-for-all-remote-teams
https://askalmanac.com/articles/2435/all-remote-meetings
https://askalmanac.com/articles/2435/all-remote-meetings
https://askalmanac.com/articles/453/how-to-make-remote-work-awesome
https://askalmanac.com/articles/453/how-to-make-remote-work-awesome
https://askalmanac.com/articles/10864/remote-work-policy-by-hubspot
https://askalmanac.com/articles/10864/remote-work-policy-by-hubspot
https://askalmanac.com/articles/6349/work-from-home-company-policy
https://askalmanac.com/articles/6349/work-from-home-company-policy
https://about.gitlab.com/blog/2019/08/01/working-remotely-with-children-at-home/
https://about.gitlab.com/blog/2019/08/01/working-remotely-with-children-at-home/
https://blog.myollie.com/coronavirus-in-dogs/
https://blog.myollie.com/coronavirus-in-dogs/
https://medium.com/@tomaspueyo/coronavirus-act-today-or-people-will-die-f4d3d9cd99ca
https://wfhmanual.com/
https://cityhunt.com/18-easy-virtual-team-building-activities-for-remote-teams/
https://cityhunt.com/18-easy-virtual-team-building-activities-for-remote-teams/
https://workmonger.com/


 

  

👷 How to address concerns of “not working enough.” 

●  Clarify necessary outcomes (e.g., goals, “definitions of done”), so the focus is on what needs to get done vs. 

how many hours someone works. 

●  Encourage managers to have 1-1 conversations to provide support, reassurance, and ask how they can set 

up employees for success. 

●  Hold daily or weekly stand-ups/status check-ins for shared accountability (bonus: gives a sense of 

connection, certainty, and progress). 

●  Consider the use of time tracking tools if you experience productivity problems. 

●  Consider setting-up a virtual office using free tools like Wurkr 

●  ALSO: Don’t worry about it too much right now – prioritize public health concerns. 

●  Craig Battin at Earnest says, "My observation so far is that people are working harder than they 

might if they had to make the typical morning commute. My team and colleagues seem 

invigorated and eager to talk with one another, keep busy, and stay productive in these interesting 

times. It's too early to say for certain, but I suspect that doing great work may turn out to be a nice 

distraction from everything that's happening right now. Personally, I have gotten more work done in 

two WFH days than I would in 4 days at the office." 

💻 Decision criteria around when to switch to WFH 

When to switch to WFH for individuals: 

○  WFH if sick (or just take sick days off) - very common 

○  If you traveled to an at-risk region in past 14 days - very common 

            ○  If someone you are in close contact with is sick or traveled - very common 

                  ○  Encourage all to work from home regardless -  very common (required in many locations). 

                       ○  It is strongly recommended that you immediately transition to a Work from Home      

                             environment if you have not already. 

https://www.business.com/articles/11-tools-for-tracking-your-remote-staffs-productivity/
https://wurkr.io/
https://workmonger.com/


 

  

😷 Plan to close your school or office 

★  Close your office to non-essential staff and all visitors and plan for a school closure. 

★  Determine who can work from home and for whom it is absolutely necessary to be at the office or on-site 

(commonly referred to as an essential employee) 

★  Adapt your office to accommodate distance between staff for proper social distancing. 

★  Consider applying for the Paycheck Protection Program if you qualify. 

Immediate hygiene checklist 

Adopt a no handshake policy. Download and print this sign by Beeswax. 

Put hand sanitizer at all major entrances/exits, and gathering areas..  

Share the symptoms list from the CDC in employee communications. 

Place flyers and signs with hygiene tips in bathrooms and around the office and school. 

Wash hands often with soap and water for at least 20 seconds, especially after going to the bathroom; 

before eating; and after blowing your nose, coughing, or sneezing. 

Clean and disinfect frequently touched objects and surfaces using a regular household cleaning 

spray or wipe. 

Twice or more daily cleaning of bathrooms and kitchens. 

Stock up on face masks and provide to employees. 

Notify employees that you are assessing sick leave and PTO policies. 

○  FMLA leave info for COVID-19 for US employers 

○  Occupation safety updates and policies on COVID from OSHA 

Review Fictiv's deck on what their organization is doing & what individuals can do. 

                     Review additional office and personal hygiene safety tips by Surbhi Gupta. 

                           🏆 WorkMonger's pick: Review the guidance from the CDC regarding school sanitation. 

 

                                        📜 Checklist for essential employees that remain on-site: 

                                              ❏  Avoid travelling with public transportation, especially during peak times.  

                                                   ❏  Wash your hands immediately after arriving at the office for at least 20     

                                                               seconds with soap. 

                                                                ❏  Avoid touching your face, mouth or eyes. 

                                                                      ❏  Do not shake hands and maintain a distance of 6 feet between 

                                                                                  co-workers. 

                                                                                  ❏  If you are feeling unwell, please leave immediately. 

https://docs.google.com/document/d/1qddylcmFRG3DJw890Q5cvHbDogEK_VbPaM7N-VsQFK0/edit#heading=h.uhwjbdc035qy
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.sba.gov/funding-programs/loans/coronavirus-relief-options/paycheck-protection-program-ppp
https://drive.google.com/file/d/1MrFuR0q3w7viMBj16bByu3I-KPIc40Ny/view
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.dol.gov/agencies/whd/fmla/pandemic
https://www.osha.gov/SLTC/covid-19/
https://docs.google.com/presentation/d/14cjNVmoYjXh-adLob6d3fSCLr3qg81G1FRN6Clr1rJM/edit#slide=id.g6febcb13ca_0_19
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/Essential-Critical-Workers_Dos-and-Donts.pdf
https://workmonger.com/


 

  

🛫 How to adjust your travel policy 

Immediate travel practices checklist 

Suspend all domestic organizational travel immediately. Assure employees it is okay to cancel travel to any 
areas with reported cases even if you lose money. 

Prohibit travel to all international destinations. The State Department has raised all international locations to 
Level 4 Global Status which is the top-tier warning. 

Encourage employees to return to the United States if abroad or prepare to shelter-in-place.  

Implement a mandatory 14-day work from home period for any employee returning from any international 
location. 

Restrict office visitations for people who may have traveled to any international location. 

Close any offices if it becomes suspected that an infected person entered the building or came into contact 
with any employees. 

Switch events to a virtual format if applicable. 

Switch all candidate interviews and meetings to a virtual format. WorkMonger can provide you with a 
platform to conduct remote interviews via our Remote-IQ Services. 

Best practice templates  

●  Pandemic response travel guide: geographic areas by the level of infection from LifeLabs 

●  WorkMonger's pick:  📈Tracker: COVID-19 reported cases and deaths by Johns Hopkins 

●  Stay up to date on all current travel warnings by the CDC here 

●  Stay up to date on all organization level travel restrictions here 

https://askalmanac.com/articles/10902/corona-virus-pandemic-response-travel-guide
https://www.arcgis.com/apps/opsdashboard/index.html#/bda7594740fd40299423467b48e9ecf6
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://stayinghome.club/
https://workmonger.com/


 

  

🚌 Preparing for Continued Student Learning 
Many schools are trying to figure out if they should transition to online/distance learning during a shutdown. 
The real question should be around transitioning to remote education vs. closing and reallocating days to a 
future time or waiving days. A key factor in this decision is accessibility to technology. Many students lack 
access to the internet and/or the technology necessary to access online content; thus, moving to a distance 
learning model can create serious educational equity concerns if not properly addressed. Access a school 
closure plan here. 

Many students do worse online than in face-to-face classes, and the most vulnerable students are the 
most negatively affected, so educational equity becomes a concern. While all types of students in a study 
conducted by a Washington State Community College suffered decrements in performance in online 
courses, those with the strongest declines were males, younger students, Black students, and students with 
lower grade point averages. There is also strong evidence that online courses harm the students who need 
the most help, as Susan Dynarski explores in her New York Times article. 

Nevertheless, these are challenging times, and hard decisions have to be made. Remote education may 
easily be the only safe, plausible option available for your community. If your school does decide to deploy a 
distance learning model, your first question should not be, “What technology stack should we use?” The first 
question must be, “How do we support our most vulnerable students and ensure educational equity.” 
This includes how your school would support students who rely on their school for food and shelter and how 
you plan to provide equal access to students with special needs. Additionally, how might you address 
students’ access to devices, technologies, and a reliable internet connection in a world where census data 
shows an estimated 17% of U.S. students do not have access to computers at home, and 18% do not 
have home access to broadband Internet. Access a database of free and low cost internet access 
options here. 

 

For further guidance and support, Access the Instruction Partners Resource Hub, which provides 
guidance on planning your response, supporting student health, safety, and nutrition, determining your 
instructional model, communicating your plan, and supporting your team during the pandemic.  

ISTE strongly recommends that all schools have a digital learning plan and tools in place. 

https://docs.google.com/document/d/1qddylcmFRG3DJw890Q5cvHbDogEK_VbPaM7N-VsQFK0/edit#heading=h.uhwjbdc035qy
https://docs.google.com/document/d/1qddylcmFRG3DJw890Q5cvHbDogEK_VbPaM7N-VsQFK0/edit#heading=h.uhwjbdc035qy
https://sites.uci.edu/dixu/files/2018/11/Perf_online_f2f.pdf
https://www.nytimes.com/2018/01/19/business/online-courses-are-harming-the-students-who-need-the-most-help.html
https://www.emersoncollective.com/articles/2020/03/covid19-resources-for-remote-learning/
https://s3-us-east-2.amazonaws.com/edtrustmain/wp-content/uploads/sites/5/2020/03/10171236/Educational-Equity-and-Coronavirus.pdf
https://learningenglish.voanews.com/a/three-million-us-students-lack-home-internet/4958210.html
https://learningenglish.voanews.com/a/three-million-us-students-lack-home-internet/4958210.html
https://learningenglish.voanews.com/a/three-million-us-students-lack-home-internet/4958210.html
https://instructionpartners.org/covid-19-resource-hub-overview
https://www.iste.org/explore/10-strategies-online-learning-during-coronavirus-outbreak
https://workmonger.com/


 

  

  Tools for Distance Education 

        Video Broadcasting Tools (System/School Level) 

                 ●  Zoom Video Webinars 

                     ●  BlueJeans Events 

                          ●  YouTube Live 

                                ●  LiveStream 

                                       ●  Twitch 

                                               ●  Facebook Live 

                                                      ●  Google Hangouts/Meet 

https://www.iste.org/explore/10-strategies-online-learning-during-coronavirus-outbreak
https://zoom.us/webinar
https://www.bluejeans.com/products/events
https://support.google.com/youtube/answer/2474026?hl=en
https://livestream.com/
https://www.twitch.tv/
https://www.facebook.com/facebookmedia/solutions/facebook-live
https://support.google.com/meet/answer/9308630?co=GENIE.Platform=Desktop&hl=en
https://workmonger.com/


 

  

Group Video Systems (Classroom Level) 

● Zoom 

● BlueJeans 

● Google Hangouts/Meet 

● Skype 

● Teams 

● Webex 

Small-Group Collaboration 

● GSuite (Docs, Slides, Sheets, etc.) 

● iWork for iCloud (Page, Keynote, Numbers) 

● Padlet 

● Explain Everything 

● FlipGrid 

● Office365 (Word, Excel, PowerPoint) 

Learning Management Systems / LMS 

● Canvas 

● Google Classroom 

● Schoology 

● Edmodo 

● Blackbaud 

Download a List of Free Services Being Offered to Schools and Educators 

   Guide for Teaching Online / Resource for Online Teaching Due to Closure 

       Instructional Design Emergency Response Network 

https://zoom.us/home?zcid=2478
https://www.bluejeans.com/products/events
https://meet.google.com/
http://www.skype.com/
https://teams.microsoft.com/start
https://www.webex.com/
https://gsuite.google.com/
https://www.icloud.com/
https://padlet.com/
http://www.explaineverything.com/
https://info.flipgrid.com/
https://www.office.com/
https://canvas.instructure.com/
https://classroom.google.com/
https://www.schoology.com/
https://www.edmodo.com/
https://www.blackbaud.com/solutions/organizational-and-program-management/learning-management
https://workmonger.com/freeresources/
https://docs.google.com/document/d/1kLP7iDrqJ2c2BPb4ESJzqCQol-R4TjYrdJOv9FHwwDM/edit?fbclid=IwAR38zjGoZJ5FzlnUM3O7rKrTZAk48XojIk11PoS4IphdG-_eq-hjPD7ljek
https://www.theedublogger.com/teaching-online-school-closures/?fbclid=IwAR0pts-Wequ1nP6nqsY9f_Bpz_x2T6HkQqbJwmMHnue7nULUJupzYahGgpY#checklist
https://sites.google.com/view/idernetwork/home?authuser=0


In support of our education sector colleagues and clients, WorkMonger is responding to the growing 
coronavirus pandemic with resources and services to help education organizations stay up-to-date, 
prepare, and address current and future challenges. 

We are here to help in any way that we can and we stand in solidarity with you as we all face this 
unprecedented situation that is so greatly impacting the education sector. 

If you are an education organization needing support of any kind related to hiring or retaining talent 
during these challenging times, please reach out directly to our CEO and Founder, John Troy, at  
jtroy@workmonger.com. We’d be honored to help in any way that we can. 

Disclaimer : We are trying to keep this guide as up-to-date as possible; however, the COVID-19 
situation is rapidly evolving on an hourly basis so we encourage you to consult the latest local, state, 
and federal guidance that is made available.  

This guide does not provide medical advice; it is intended for informational purposes only. It is not a 
substitute for professional medical advice, diagnosis or treatment. Never ignore professional medical 
advice in seeking treatment because of something you have read in this guide. If you think you may 
have a medical emergency, immediately call your doctor or dial 911.  

The information above is not the same as health or legal advice, where an attorney applies the law to 
your specific circumstances, so we insist that you consult an attorney if you’d like advice on your 
interpretation of this information or its accuracy. In a nutshell, you may not rely on this as legal advice, 
nor as a recommendation of any particular legal understanding. 

If you have any questions about this guide or have a resource you would like us to add, update, or 
remove please email: roger@workmonger.com 

Guide Updated on May 22nd, 2020 

https://workmonger.com/
jtroy@workmonger.com
mailto:roger@workmonger.com
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