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Quick Guide to virtual working 

Understand your requirements  

So, you ve got a working from home policy, what next?  

We advise all companies to review their virtual working requirements, access to faster 
and more reliable internet connections has driven change in the way we work.  

When did you last think consciously about what virtual working looks and feels like for 
your workplace?  

Build trust and think about presence   

Productivity is as important as collaboration, so how do we create better productivity in 
an on demand  workforce, is there an online presence expectation ?  

Agreeing the virtual team rules and rituals is important. These questions should help 
establish your virtual team requirements. 

• How do team members communicate physical and virtual availability?  

• What is the team expectation from a virtual workers availability?  

• When is best to use instant messaging vs email?  

• When is a meeting a meeting, when is it a discussion?  

• Do you want to create virtual rituals? We like virtual coffee breaks (GitLab have 
this in their handbook) and meeting icebreakers.  

Thinking about the culture and management of online presence is essential, building 
trust and making it okay for workers to mute notifications, appear busy or be 
consciously offline  during the working day to reduce distractions are conversations 
you should be having when reviewing your virtual working requirements.  

 

 

 

 



 

 

 

 

Challenges  Getting Started  

 
What are the options 
for conference 
calling? 

 
Our Virtual Working Healthcheck service includes a 
bespoke report with an action plan and recommendations 
based on your company size and the virtual space you want 
to create. Our getting started tips 
 

1. Know your Microsoft licencing, you may already have 
access to Teams (replacing Skype for business) as 
part of your subscription.  

2. Find a solution that will work for your people, and 
your external stakeholders. An alternative dial in 
telephone number  prominent on the invite is practical 
for attendees who are not on Wi-Fi or a network.  

3. There is a good offering of free to use  online 
meeting solutions, examples are Uberconference and 
Zoom. The free to use entry level generally limits 
control you have over members, the number of users 
or time available on the call, you upgrade to a paid 
service for more features, security and admin options. 

 
What else, aside from 
conference calling 
should we be thinking 
about?  

1. Virtual workspaces, Slack is marketed as an 
alternative to email, and the real benefit of this type of 
tool is dynamic and instant messaging, it replaces the 
workplace conversation, keeps your inbox at a 
manageable level and importantly supports debate 
which is essential for teams in the virtual workplace. 

2. Virtual Project tools, we like Trello and Scrum Do as 
they both offer free entry level solutions to trial. They 
help teams list, prioritise and build up detail around 
work, features and tasks. You don
managing an agile project to use agile tools.  

3. Sharepoint, One Drive, Shared Drives and online 
collaboration tools. Increasing productivity by working 
on documents as a team in real time is where the 
magic happens.  

4. Sharing screens, making use of conference facilities 
to share screens instead of faces is another practical 
way the demonstrations, training and quick 
collaboration can take place.  

 

Get the best from your virtual world and call 
us or email to discuss our Virtual Working 
Healthcheck Service 
info@aingeconsulting.co.uk 
07926 848012  
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