
Design flexible work with your team - Tipsheet

Managing team cohesion 
when working flexibly 

Tipsheet 

These tips are useful for office-based teams 
where no one individual works more than 
2 days/week from elsewhere. If your team 
is permanently more dispersed, used the 
dispersed teams guide instead. For non-
office environments, these tips are generally 
helpful in any circumstance. 

1 Create a positive flexible working culture that supports 
the priority given to flexible working.  Celebrate those who 
actively support flexible working in their teams. i.e. share 
flexible working stories in team communications. 

2 Respect (and consider) each person’s flexible working 
arrangement i.e. when arranging team meetings and events.

3
Share responsibility across all team members for making 
flexibility work i.e. discuss as a standard part of team 
meetings and individual catch-ups

4 Use technology to enable your flexible team to stay in 
contact formally and informally during the work day i.e. MS 
Teams, Skype for Business, Whatsapp group. 

5 Agree on which face to face events will be face to face 
for team cohesion purposes.  i.e. team training days, team 
meetings, social events.

6 Trust each other to do your best work i.e. hold each other 
accountable for outputs and the outcomes achieved, not just 
time spent in the same place.

7 Duty of care as a manager: Consider how you will check in 
with your team to ensure wellbeing. i.e. software, catch-ups 
and calls.

8 Share ideas to increase/improve flexibility that will both 
maintain and enhance performance and well-being for 
individuals, teams, customers and the organisation.

9 Share experiences of flexible working with your team 
and leader in a way that enables the continued growth 
and learning for your team i.e. take the ‘I’/ ‘me’ out of the 
statement to de-personalise.

Being proactive and communicate regularly: Don’t wait to 
10 be asked, lead the conversation

https://www.psc.nsw.gov.au/workplace-culture---diversity/flexible-working/requesting-and-considering-flexible-work



