
 

 

TALENT AND CULTURE 

 

A Leader’s Guide:  

Potential Work 

Assignments and 

Learning Opportunities 

for Remote Workers.  
 

____________________________ 

Interactive Document with Hyperlinks 

 

 

 

 Contact:  

/ Leadership and Organization Development  

lod@mail.wvu.edu  

 

 

 

SERVICE / CURIOSITY / RESPECT / ACCOUNTABILITY / APPRECIATION 

 

 

Revised 3.19.20 

mailto:lod@mail.wvu.edu


2 
 

 

 

 

 

Table of Contents 
 

Purpose ........................................................................................................................... 3 

Identifying Appropriate Assignments ............................................................................... 3 

Available Resources........................................................................................................ 3 

Accessing and Saving Data ............................................................................................ 4 

Tracking Work Progress .................................................................................................. 4 

Proof of Assignments ...................................................................................................... 4 

Tips to Keep Employees Engaged .................................................................................. 4 

Qualtrics – WVU Survey Tool .......................................................................................... 5 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

Purpose 
The purpose of this guide is to help you as a leader navigate through the unfamiliar    

territory of managing remote work. We understand the type of work varies among our 

employees at West Virginia University, and not everything is transferrable to a remote 

setting. This guide includes everything from identifying appropriate assignments for your 

team to effectively managing their work and supporting them from a remote location.  

 

Before jumping onto the content, consider the following:    

⁄ Does the employee have access to a computer/internet at home? Do I need to 

transfer items to a flash drive or send via email?  

⁄ Are my employees exempt or non-exempt? (Refer to Employee Relations with 

any questions)  

⁄ How and when will I check in with my team members?  

⁄ Are there any projects that have been lingering around as “nice to have”, but you 

haven’t had time to tackle them? 

Identifying Appropriate Assignments 
Suggestions of assignments and learning opportunities that may be valuable to be 

distributed for your employees while working at home is available Online. It is up to your 

discretion, as a leader, to select the types of assignments that will work best for your 

individual employees. 

Available Resources 
• Assignment Tools 

o Assignment Tracker (optional) 

o Customizable Proof of Assignment (optional) 

• Onboarding Resources for Customization 

• Online Learning Opportunities  

• Preparation for Employee Annual Review 

• Printable or Email Materials  

• Project Ideas 

• Recognition Resources 

• Tips for Leaders 

• Tips for Well-being 

• WVU Materials for Review 

 

Click on the type of resource above to be taken directly to the resource folder.   

CLICK HERE TO 

Access All 

Resource Folders 

https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584661116450&or=OWA%2DNT&cid=01b44b1a%2D6262%2Dadf8%2D2c33%2D0a5b9bcc7c9a&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9XzNROXBsN00xMGc&viewid=12602c34%2D7845%2D49d6%2D96d1%2Db29bc3327922&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FAssignment%20Tools
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FOnboarding%20Resources%20for%20Customization
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/Documents/00%20Remote%20Assignments/Online%20Learning%20Opportunities
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FPreparation%20for%20Employee%20Annual%20Review
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584662348279&or=OWA%2DNT&cid=3d7deb9c%2Df496%2D3057%2D3ac3%2De5cb64e52c73&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9S0ZjNGhHSE0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FPrintable%20or%20Email%20Materials
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FProject%20Ideas
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FRecognition%20Resources
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FTips%20for%20Leaders
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FTips%20for%20Well%2Dbeing
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FWVU%20Materials%20for%20Review
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments&ct=1584630440224&or=OWA-NT&cid=8a0cb386-967b-265b-18f1-0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE_cnRpbWU9enhqek9CZk0xMGc
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments&ct=1584630440224&or=OWA-NT&cid=8a0cb386-967b-265b-18f1-0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE_cnRpbWU9enhqek9CZk0xMGc
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Accessing and Saving Data 
If your employees will be working on a project, such as a policy revision or improving a 

process, you will want to think about how and where your team plans on accessing and 

saving those files. Going back to a question asked earlier:  

Do I need to transfer items to a flash drive or send via email? 

Content saved to a departmental Share Drive is not accessible on home computers. 

Employees should transfer their work to supervisors via email, copy to a flash drive, or 

utilize Microsoft Teams. It is up to the discretion of you as a Supervisor how and where 

you will be collecting the remote assignments.   

Tracking Work Progress  
The Assignment Tracker is an optional document you can distribute to employees as a 

way to help stay on track while working from home.  

It is important to set solid expectations for employees on what assignments you expect 

accomplished with a timeframe of when you expect to receive progress updates and 

completion of work.  

Be realistic and flexible about how much time employees may need and the level of 

support you may need to provide.  

Proof of Assignments 
The Customizable Proof of Assignments is an option document you can use to help 

guide you through discussions with your employees about the specific work they 

completed. It provides reflection and follow up questions you may want to ask 

employees about the task completed, with an area to map out exactly what you need to 

do to set those clear expectations with your employees.   

Tips to Keep Employees Engaged  
⁄ Utilize the Tips for Leaders folder to find a variety of resources.  

⁄ Continue group and individual 1-1 meetings via Microsoft Teams or by phone 

o It is easy to become consumed in work you are completing, and daily 

check-ins are important to stay informed with how your employees are 

doing and what support they need from you and others on the team.  

⁄ Ask employees for their input on what assignments are appealing to them 

⁄ Don’t forget to provide feedback and recognition while working remotely 

⁄ Use the Tips Before & After Training or Assignments for greater transfer of 

learning and application. 

 

 

 

https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584662419533&or=OWA%2DNT&cid=9af7da49%2D021d%2D0105%2D5104%2D07aafc7830d3&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9QjlTMHJtSE0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FAssignment%20Tools
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584662419533&or=OWA%2DNT&cid=9af7da49%2D021d%2D0105%2D5104%2D07aafc7830d3&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9QjlTMHJtSE0xMGc&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FAssignment%20Tools
https://westvirginiauniversity-my.sharepoint.com/personal/cmcoder_mail_wvu_edu/_layouts/15/onedrive.aspx?ct=1584630440224&or=OWA%2DNT&cid=8a0cb386%2D967b%2D265b%2D18f1%2D0ca8ef8b3467&originalPath=aHR0cHM6Ly93ZXN0dmlyZ2luaWF1bml2ZXJzaXR5LW15LnNoYXJlcG9pbnQuY29tLzpmOi9nL3BlcnNvbmFsL2NtY29kZXJfbWFpbF93dnVfZWR1L0VxeC0tWFdoX2N4TnZBQTBnZlJzMHI4QksydGJOMXJCVi1LR2Rma0ZKS2JYLUE%5FcnRpbWU9enhqek9CZk0xMGc&viewid=12602c34%2D7845%2D49d6%2D96d1%2Db29bc3327922&id=%2Fpersonal%2Fcmcoder%5Fmail%5Fwvu%5Fedu%2FDocuments%2F01%20Remote%20Assignments%2FTips%20for%20Leaders
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Qualtrics – WVU Survey Tool 
Qualtrics are provided solutions to WVU leaders to help organizations address COVID-

19 related issues.  Go to the ‘How to Get Started’ section to learn how to use the new 

Remote Work Pulse will help you to understand employee needs and well-being as they 

adapt to new work environments.   

Use your WVU access to utilize the Qualtrics online survey tool as a way to do a pulse 

check with employees.  Leaders can use this on their own through email, on the phone, 

or even from 6 ft away.  

During time of business disruption, it’s vital for organizations to actively listen to 

employee needs, diagnose areas of improvement, and take action on critical gaps to 

ensure the workforce has the clarity and support they need to adapt to the changing 

workplace experience.  

Whether your organization is temporarily moving to a remote work environment or 

adjusting to new health and safety practices – it’s imperative to understand the 

changing expectations of employees in order to promote and support their overall well-

being.  

Developed by Qualtrics EmployeeXM people scientists, the free Work Pulse is guided 

XM Solution offering two proven methods for organizations to check-in with their 

workforce: 

1. Quick Check-in:  Pulse employees with our simple mood barometer to get a 

holistic view of moral and understand trends associated with open-text feedback.  

2. Remote Work Readiness Evaluation:  Pulse survey employees to pinpoint 

gaps and take action by asking them about five key areas surrounding the 

remote work experience:  

• Well-being:  How has the changing workplace environment impacted 

morale – and what can organizations do to support employee well-being? 

• Communication:  Have policy amendments, health and safety practices, or 

other changes directly impacting the workforce been clearly 

communicated? 

• Collaboration:  How well are employees able to collaborate with their 

peers, managers, and other teams when face-to-face interaction is less 

available? 

• Enablement:  Do employees have access to the proper technology, tools 

and internal support services to perform in their roles – especially in 

remote work environments? 

• Customer Needs:  What impacts do new workplace environments have on 

employee ability to serve customers? 

https://www.qualtrics.com/community/discussion/8888/new-remote-work-pulse-xm-solution-for-organizations-managing-through-covid-19
https://wvu.ca1.qualtrics.com/Q/MyProjectsSection

