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HYBRID WORK PROGRAM 
GUIDE FOR LEADERS 

STEP 1: Review Hybrid Work Framework and resources 

STEP 2: Assign Work Personas to each position 

STEP 3: Discuss with your employee(s) and collect forms 

STEP 4: Operationalize your hybrid work plan and set expectations 

STEP 5: Check in, review and adjust as needed 

/content/dam/sfu/human-resources/hwa/Hybrid%20Work%20Framework.pdf
/human-resources/hybrid-work.html
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*By exception only. Please connect with your HR Strategic Business Partner and complete a business case to obtain approval 

from the Vice-President of your faculty or department. 

 

STEP 3: DISCUSS WITH EMPLOYEE(S) AND COLLECT FORMS 

Meet with your employee(s) to discuss the Persona assigned to their position and their hybrid work schedule. Following the 

discussion, ensure the employee reviews and submits the following documents: 

1. Hybrid Work Program Framework 

/content/dam/sfu/human-resources/hwa/Hybrid%20Work%20Framework.pdf
/content/dam/sfu/human-resources/hwa/Hybrid%20Work%20Agreement%20Form.pdf
/content/dam/sfu/human-resources/hwa/Alternate%20Workplace%20Environment%20Checklist.pdf
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¶ Will standard collaboration tools be used for consistency across teams and departments? 

¶ Does home infrastructure meet requirements for the role (e.g., bandwidth)? 

Team Connectedness, Collaboration and Meetings 

Be intentional: Discuss collaboration needs with your teams and identify ways to stay connected when everyone isn’t 

working from the same location. A team that is split between on-campus and working remotely brings unique challenges. 

How will you build and maintain a strong team that is distributed across multiple locations? 

Some ideas include: 

¶ Set ground rules with the team. Are there certain meetings that need to be in person to help build a strong collaborative 

team culture?  

¶ Can meetings be 50 minutes long instead of 1 hour to allow for travel between buildings or a quick stretch break? 

¶ Are there certain day(s) that the team will all come together on campus? 

¶ Will 1:1 meetings with the manager be held in person? 

¶ Are certain meetings best held virtually to enable collaboration across campuses and other work locations? 

¶ Are hybrid meetings an option and is AV equipment sufficient to enable effective hybrid meetings? 

¶ Bring teams together in person regularly, particularly for topics/discussions that may be sensitive or would benefit from 

creative problem solving. 

¶ Find opportunities for your team to collaborate with employees outside of your unit to build relationships that may not 

happen as organically for people working remotely. 

¶
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/human-resources/BusinessPartnershipsTeam.html
/content/dam/sfu/human-resources/hwa/Setting%20Expectations%20for%20Hybrid%20Employees.pdf
/content/dam/sfu/human-resources/hwa/Hybrid%20Work%20Framework.pdf
/content/dam/sfu/human-resources/hwa/Hybrid%20Work%20Agreement%20Form.pdf

