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HR Checklist: 
The Remote/
Hybrid 
Workplace
Actionable solutions at the 
remote/hybrid workplace for  
the new age HR
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Why you need this guide

While reorienting your workforce from an office-based 
arrangement to a hybrid or remote work setup, the 
question is more of a "how" and less of a "why" at  
this point.

You need to adjust your work processes to maintain 
the productivity and engagement of your workforce. 
And this can be challenging.

Here’s a handy checklist to help you. 
It covers: 

→ Common challenges with remote/ 
   hybrid ways of working

→ Ways to deal with the challenges

→ Maintaining good employee mental  
   health and wellbeing
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Challenges for the remote/ 
hybrid working model   →

Problem 1:  
Burnout and isolation 

Problem 2: 
Performance

Problem 3: 
Communication

Problem 4: 
Work culture

Problem 5:  
Mental health & wellbeing
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Problem 1  
Burnout and isolation

Solutions

Organize a virtual working session once a 
week. This way, employees feel like they’re 
working together.

Organize impromptu team video catch-ups to 
replicate that spontaneous ‘water cooler chat’.

Implement a login and log out time.  

Put a limit to the number of calls and 
meetings in a day.

Implement a weekend work tracker with a goal 
to reduce it by 30% every week.

Encourage complete consumption of annual 
leaves and vacation days in a year.

Out of the annual leaves, label a few as 
'mental health days' which employees can 
avail on short notice.

Set-up support system for individuals like a 
buddy system or someone to speak to during a 
time of need.

https://www.loophealth.com/post/buddy-system
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Problem 2  
Performance

Solutions

Invest in automating certain solutions  
to eliminate monotony & help with  
real-time information.

Use the software to assign tasks and keep 
track of progress.

Centralize important data. This makes it 
easier to find information & complete  
tasks quickly.

Encourage peer-to-peer recognition.

Create a solid and specific strategy to 
measure WFH results. 

Offer coaching, training courses, and other 
personal development courses to keep your 
talented staff engaged and motivated.
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Set expectations with your remote teams on 
their roles, responsibilities, goals, and KPIs.

Target training sessions at talented individuals.

Set learning goals within teams. Set targets for 
employees to learn a certain skill or a piece of 
technology every month.

Measure outcomes- the benefits that result 
from the work performed, rather than outputs.

Hold regular workshops and brainstorming 
sessions.
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Problem 3  
Communication

Solutions

Keep everyone in the loop by setting up 
regular catch-up calls between key teams.

Invest in tools for effective communication 
like Slack, Zoom, Trello, Google Meet, etc. 

Establish structured daily & weekly check-ins 
and schedule regular 1:1

Choose asynchronous communication.

Introduce initiatives like buddy programs and 
get-togethers where employees can interact 
and develop better rapport.

https://www.loophealth.com/post/buddy-system
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Problem 4  
Work culture 

Solutions

Reinforce and focus on the culture you  
want to develop.

Schedule regular all-hands meetings like 
townhalls to keep everyone up-to-date.

Create virtual team-building opportunities 
and fun activities like a virtual coffee  
through Donut.
  
Employ workforce who can adapt to new 
technologies and situations.
 
Have a defined holiday structure that keeps  
in mind employees' requirements.
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Provide opportunities for remote  
social interaction like leaving some time  
at the beginning of team calls just for  
non-work items.

Always have a back to work and contingency 
plan in place. 

Build a solid employee onboarding and 
training program.

Building a reward system of referrals to 
encourage employees to bring in people  
to the company.

Eliminate ‘silo’ thinking, i.e, enable 
information to flow freely throughout  
the organization.
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Problem 5  
Mental health & wellbeing 

Solutions

Don’t overlook health and wellbeing at  
the workplace.
 
Show empathy and be available.

Build a culture of connection through  
check-ins.

Communicate more than you think  
you need to.

Provide mental health resources like EAPs 
and coaching.

Set up policies & resources for mental  
health support.
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Train managers on what to do if they see 
signs of emotional distress.

Use communication to reduce stigma.

Organize wellness meetings on a  
fortnightly basis.

Promote well-being as part of the  
company culture.

Upgrade your group health insurance  
plans to ones that include mental health  
and wellbeing.  
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Leave your  
employees' 
health to us. 
 
 

We'll provide modern health benefits  
to your remote/hybrid teams while  
you take care of the rest.

Don’t forget to check out our other  
handy blogs, checklists & guides. 

https://www.loophealth.com/blog
https://www.loophealth.com/checklists
https://www.loophealth.com/hr-resources-loop-health
https://www.loophealth.com/
https://www.instagram.com/loophealthindia/
https://www.facebook.com/loophealthindia/
https://www.linkedin.com/company/loop-health/
https://twitter.com/loophealthHQ

