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A STEP-BY-STEP GUIDE FOR
THE TRANSITION TO HYBRID
WORK

YOUR COMPANY ISN'T THE ONLY ONE
MAKING THE SWITCH TO HYBRID WORK.
THERE IS A WAY TO MAKE THIS CHANGE
EFFECTIVELY, AND SEAMLESSLY - SEATTI IS
HERE TO HELP YOU.
A leader is someone who makes people work
together towards a common goal; someone whom
people follow; someone who presides over a group,
community or organisation.
A leader should be resilient, passionate, visionary.
They should be able to head a company into an
innovative, successful and stable direction. But a
leader is also someone who people look towards in
times of change and crisis.
And there has been no bigger challenge or change
than adapting to a global pandemic. No leader was
able to foresee the difficulties of entirely changing
the way their company works, is structured and
functions. Many soon came to find that a leader also
needed to be extremely flexible, empathic and
creative. They had to lead their entire team and
organisation towards a completely new way of living
and working during a long pandemic.

HYBRID

WORK

And although we have all gotten used to remotely
working from our homes, and many leaders were
able to adapt to this first challenge of the pandemic,
now comes the next step.
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A STEP-BY-STEP GUIDE FOR
THE TRANSITION TO HYBRID
WORK

As bit by bit restrictions and regulations are
loosened, many leaders are left with the question of
how to proceed:
Do

they

stay

remote

and

risk

less

collaboration? Do they come back to the office
and dissatisfy workers who got used to remote
working? Do they reduce their office size and
lower costs?
Many found the answer to be hybrid work. A simple
and effective solution to transforming the way your
company works, while maintaining the best benefits
from remote and in-office work.
But how can you ensure that the transition to hybrid
work runs smoothly and does not affect employees,
the company or management? We've set out some
best practices for you, a leader, a manager, an
executive, to guarantee that your change will not

HYBRID

WORK

only be seamless, but successful.

STEP 1
DRAFT A CLEAR TRANSITION PLAN
AND COMMUNICATE IT WELL
Every transition can be difficult. But it becomes just
a little easier when it's done in a structured and
organised way - as un-spontaneous and boring as
that sounds. Therefore, we recommend to draft a
clear and concise transition plan to ensure that your
change to hybrid work is smooth and seamless.

1.

ASK YOUR
EMPLOYEES

2.

CREATE A
STRATEGY

3.

COMMUNICATE
IT WELL

4.

ACTUALLY
STICK TO IT

5.

BE FLEXIBLE
FOR CHANGES

Firstly, that means creating a hybrid work policy that
works for you and your company. Think about what
you would like your hybrid work place to look like.
Should employees be obliged to work certain days
from the office? Do you have employees that are not
in the country and will only work remotely? Do you
want to offer possibilities of half days in the office?
If you have reduced the size of your office, think
about how you are going to work on letting
employees come on a rotational basis. How are you
going

to

structure

collaborations?
allowed

in

Should

on

meetings
certain

certain

and

continue

departments

days?

Should

be

other

departments have access every day?
It is definitely important to have a policy in place to
ensure you know what is going on in your office and
within the team. You should also think about
constructing a plan for how you are going to track
who is in the office and who is at home. If you are
still looking for a hybrid work office management
tool, Seatti knows a pretty good way to help.

PAGE | 04

PAGE | 05

Working from home can become pretty isolating after a while especially if you're not in calls or meetings all day. It is important to
keep up the collaborative aspect no matter where your employees
are working from. And especially as a leader, a manager, a boss, you
have to remember to keep up that aspect with your employees and
your team members.

CREATE VIRTUAL
TEAMS ROOM

That means, checking in and following up much more closely and
much more regularly. For example, make a point to create daily
catch-up calls with certain employees - have a virtual coffee with
them every morning at 10AM. Organise bigger team calls two, three
times a week to just check in and see how everyone is doing and
what they have been up to.
Think about creating a "Virtual Room" - a daily Teams link that any
employee can click into and feel like they are in an office space. It

SET COMS
TIMES

means not loosing that random chatter, complaining about annoying
clients, laughing together that is so organic in an office space.
Try to find ways to always be available to your employees, or time
slots where they can call or ping you if they have questions. Set up
networking opportunities with virtual chats, or in-office events
specifically made for that. Career advancement opportunities have
become much less common since remote work began, as these tend

SCHEDULE
DAILY CALLS

to manifest much more naturally in person. Ensure your employees
do not miss out on that part of their job.

STEP 2
FOLLOW UP WITH EMPLOYEES MORE
CLOSELY - AND ACTUALLY STICK TO IT

STEP 3
CREATE ONBOARDING GUIDES

New employees will always have the most difficult time adjusting to hybrid work.
Working from home when you might not have met your team yet can feel
extremely weird.
Check that your new hires know what they are doing from the beginning and find
ways to integrate them into the team. Make a note that new employees should
come to the office more often at the beginning of their new contract - if they can.
Set up onboarding schedules in the office and refer back to Step 2 for when they
are at home.
If they are going to be working more from home, take your time to create clear
guides for these employees so they know what they are facing. For example, if you
are working in Sales, write up Sales guidelines, FAQs and pre-written texts.
And think about going even further to accommodate new hires and make them feel
welcome. Create a social event with the entire team at the office (or at a
bar/bowling parlour/go-karting ring) for everyone to meet the new hire. Sure, it
might feel intimidating to them, but they will appreciate meeting the whole team
and will feel much more secure and in place after having done so.
At Seatti, for example, we have been experimenting with having Team Outings once
a month in a certain city. First up we went to Berlin, then to Lisbon. Especially
when there are new hires, we made a point that they meet the entire team straight
away, have the entire onboarding process happen face-to-face and ensure some
social outings to have a laugh together.
We know this is a very "startup vibe" solution to onboarding new employees. But
there are always ways to incorporate this idea into bigger corporations - think of a
cocktail hour or fun team outing activity.
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STEP 4
OFFER TECH DIGITAL WORKSHOPS FOR LESS TECHSAVVY PEOPLE
Do not assume that everyone knows how to use new tech apps for hybrid work. Sure, most employees
have had to adapt by now, due to the pandemic and fully remote transition. But going back into the
office might mean integrating new digital tools to ease the transition.
Ensure that every employee is integrated. Especially since some might not voice their concerns or
insecurities about using such tools. Make sure they are not left behind. Give out tech workshops to
teach those employees the tools that you will be using. Ensure to do so without seeming
condescending or making them feel bad for not having these skills yet. It's a time to learn for everyone.

STEP 5
INVEST IN TECH TO OVERSEE CHANGES
Think about what type of tools you might need to facilitate the transition into hybrid work. Do not be
afraid to spend a little more money on tech tools if it means you are making the transition easier and
smoother. Plus - you are probably already saving on that expensive office space! Use office
management tools to facilitate an oversight of which employee will be in the office and who will be at
home. Use booking tools to introduce desk sharing and ensure that there will be no conflict about who
gets to sit where.
Invest in hybrid meeting tools for meetings - always have a link available to your Teams call, and actually
integrate those who are joining from home. Think about including the ability to simultaneously edit
documents no matter where you are working from, or the ability to ping someone to ask a question via
an effective communications tool. There are so many new companies and start ups (hint hint!) creating
amazing tools to facilitate hybrid work - have a look around and investigate what you want your new
working environment to look like.
Lastly, ensure that your remote workers have a comfortable, productive workspace at home. Not
everyone might have the necessary set-up to work from home. For example, designers might want a big
screen where they can oversee their work. Sales employees might want a proper headset to speak to
their clients without distractions. Even internet can be a problem and can be offered to be upgraded by
the employer.
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PROXIMITY BIAS:
THE UNCONSCIOUS FAVOURING OF THE THINGS
OR PEOPLE WHICH ARE CLOSER TO YOU
There is something called proximity bias - and you should avoid it at all costs.
Proximity bias is the unconscious favouring of the things or people which are closer to
you.
In hybrid work, some employees might coincide in being in the office with you on the
same day more than others. Or some might just turn up to the office more than
others - just because they prefer it. But just because they prefer it, should not mean
that they have more opportunities because of it.
You need to ensure that you are incorporating those who are working more from
home as much as those who are in the office - and therefore probably around you
more often. Make sure to plan some extra time for them, for example through virtual
meetings and check ins. Try to balance how you are going to see and communicate
with your entire team and not just those who are sitting close by to you on a given
day.
Always ensure to create hybrid meetings and send the link around for anyone to jump
in from home. Involve them and ask if they have any questions and let them join
whenever they want - instead of just saying you will send them meeting points.

STEP 6
ENSURE YOUR TEAM HAS EQUAL
OPPORTUNITIES, WHETHER THEY ARE
WORKING FROM HOME OR IN THE OFFICE

STEP 7
ASK YOUR TEAM FOR FEEDBACK
As a leader, you should know you are not always going to do everything right. There are always
ways to improve - but that does not mean you are doing everything wrong. First of all, if you are
making this transition, you are not making it alone. Your employees are right alongside you.
That means, before even making the transition, think about integrating their ideas too. How would
they like their set up to be? How would they feel most comfortable going into the office? How would
they like communications to move forward? And then incorporate their ideas and comments into
your hybrid work policy - instead of just dictating what you think is right. Because most certainly,
what you think is right is because it is what works best for you - but possibly not for others.
Also, do not be afraid to ask for feedback from your employees and hear their constructive
criticism. Everyone is experiencing this transition differently and everyone has different needs and
desires. Be open for change and hear out other people's comments. If they need more of your time
to feel properly integrated, try to find that time for them. If they think you are not communicating
properly, think about how you can fix that. Try to accommodate as much as possible for everyone and do not be afraid to listen, learn and change.

STEP 8
BE FLEXIBLE, EMPATHIC AND PATIENT
You will have to be flexible, empathic and patient above everything. People will have different needs
and demands and you will have to find a way to continue the transformation over time. Change
does not happen from one day to the next. Be flexible for anything that might come your way.
Maybe you have to integrate a tool you initially did not think you needed. Or completely
accommodate an unforeseen change. Either way, stay flexible with whatever may come your way.
Employees have different ways of working, feeling inspired or included. You will have to learn to be
empathic to their needs. Do not be annoyed at people's requests, if it means they will be able to
work better. Understand that this transition might take a toll on their mental health. Try to put
yourself in their shoes and trust that the process will be beneficial in the end.
The transition will take time. People take different amount of time to adjust to new change.
Employees will have complaints and requests. Tools will take a while to learn and to become
efficient. But we can ensure you that with some patience, hybrid work will bring all the benefits.
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CONTACT
US

CHRISTOPHER BIERI
Co-Founder & CEO

chris@seatti.co

We're always happy to tell you more about the
future of work or help you implement your new
hybrid working model.
We're just a click or a call away whenever you
need us. We'd also be very happy to share our
tool with you, which we believe is the simplest and
most efficient way to facilitate hybrid work.

JOHANNES EPPLER
Co-Founder & CPO

johannes@seatti.co

To find out more information about our fully integrated
Microsoft Office 365 Management tool, visit our website!

www.seatti.co

MORITZ HARTMANN
To keep up to date with everything from hybrid work to
flex office management, follow us on LinkedIn!

Co-Founder & CTO

moritz@seatti.co

@Seatti

To learn how our tool works, you can book a demo with
one of our team members and see for yourself!

https://calendly.com/paula-seatti/30min

PAULA KOLLER ALONSO
Growth Manager

paula@seatti.co
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