
Return to Campus Group Planning Worksheet 
 

Instructions: 

 

Groups have been asked to collaboratively decide how your team will accomplish three goals, 

and submit a plan to HR. The following worksheet may be useful to groups; take what is useful, 

ignore what is not. 

 

Suggestion: Before the team meets to discuss these topics, ask each team member to respond 

to the relevant questions below. A little pre-work can help get the conversation flowing. 

 

Step 0: Remember the three goals and our key priorities: 
Let’s ask ourselves how our decisions and actions might enable each of our shared goals and 

priorities: 

 

Goals: 

• We successfully meet our team goals and accomplish our work well 

• We engage with each other and our whole community 

• We respect each other as whole people who have agency and flexibility 

 

Priorities: 

One key priority is learning. We believe that transformative learning happens through 

collaboration with others, hands-on experience, and learning by doing. It requires and creates 

deep personal relationships between and among learners and educators. And our focus on 

learning extends beyond students: we aspire to be a place where everyone is a learner and 

everyone is an educator. This must be one of our highest priorities moving forward. It is the 

foundation on which all of our work will rest.  

 

Second, we are a community that thrives on being together. We aspire to be a place where 

people feel that they are part of something, that what they are doing serves a greater purpose.  

 

We also value trust. We want to be a place where employees have agency, where they are 

trusted to make decisions about how best to get their work done. 

 

And we value all of our community members as whole people who have meaningful lives 

outside of Olin. 

 

 



Step 1: Have a conversation about successfully 

meeting team goals and accomplishing work well.  

 

1. What is the work each individual is doing? What is the work of the group?  

 

2. What does each individual need to be able to get their work done? What does the team need 

to be able to get their work done? 

 

3. Where might there be conflict between individual needs and group needs? What can the 

group do to address that? 

 

4. Where is there alignment between individual needs and group needs? What can the group do 

to keep the alignment working, and make it even better? 

 

 

 

 

Step 2: Have a conversation about engaging with each 

other and the whole community. 

 

1. What does each individual value about the Olin community (staff, faculty, students)? What 

past examples of feeling connected to the community have people experienced? Feeling 

disconnected? 

 

2. What experiences have team members had with the value of “everyone’s a learner, 

everyone’s an educator”? What has worked well?  

 

3. What can this group create to foster more engagement with the community values? What 

have people in this group tried before? What has worked? What has not? What should this 

group do? When? What? How often? What will it take to really do this? Who is leading this? 

What resources do we need? 

 

 

Step 3: Have a conversation about respecting each other 

as whole people with agency and flexibility 

 



1. What lessons from the pandemic work-life flexibility would each individual like to retain? What 

worked well? What didn’t?  

 

2. As individuals and as a group, we need to get work done. What kind of work is best done 

face-to-face? Consider the following functions in a group: which can be done in a remote 

context, which require face-to-face? Coordination, Discussion, Collaboration, Team building, 

Content development, Information exchange. 

 

3. Does the group need to have times when everyone is working in the same place, face-to-

face? Why? For what work? For what other purposes besides “getting the work done?” 

 

4. How will the group organize their work? Consider the impact of different tools on feeling 

connected, keeping track of work, understanding what others are working on, getting immediate 

response. Consider the experiences you have each had with different 

communication/collaboration mediums and what works and what doesn’t work. What 

commitments will you make as a group? Possible tools to use: Face-to-face, Video call, Phone 

call, Teams, Zoom chat, Text, Email, Communication on documents, Slack, other. 

 

5. What schedule of work on campus and work from home is each individual hoping to have? 

How do those schedules align across the group? How do those schedules retain the values and 

commitments needed across the group? Fill out a table like the following: 

 

 

Team 
Member 

Monday Tuesday Wednesday Thursday Friday 

Example @Olin 8:30-
5:30 

@Olin 8:30-
2:00 
@Home 
2:30-5:30 

@Home 
7:00-3:30 

@Home 
7:00-3:30 

@Olin 8:30-
5:30 

xxx      

xxx      

xxx      

xxx      

xxx      

xxx      

xxx      

xxx      

 



 

Step 4: Review the plan for equity. 

Ask yourselves the following questions and make sure you can honestly answer yes: 

● Are the various plans for flexibility set up to enable the work of our team?  

● Do our plans allow an equitable distribution of flexibility based on individual roles and 

responsibilities?  

● Are we equitably caring for one another as we accomplish our mission? 

 

If you can’t honestly answer yes to all of these questions, make adjustments to your plans until 

you can. 

Step 5: Make a plan for occasional check-ins about how 

the plan is going. 

 

How often will the group check-in on how well you are achieving the three goals? Who will be 

responsible for making sure those check-ins happen? When will the first check-in be 

scheduled? 

 

 

Step 6: Write up a plan and submit it to HR. 

 

There is no required format. The plan can be as simple as a summary of answers to the 

questions above, a specific plan on engaging the community, and a table of schedules. 

 

 

 

 

 

Note: Some of the ideas in this worksheet come from a new book by Dr. Tsedal Neeley 
(professor at Harvard Business School): Remote Work 

Revolution  https://www.tsedal.com/book/remote-work-revolution/    
This book is available in paper, e-book, and audio book from the Olin library. 
 

https://www.tsedal.com/book/remote-work-revolution/
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