
First, check in with
yourself. Are you okay?
What do you need right
now? Your team needs
you to stay calm and 

In closing, please know that we’re here to help you
and your team be successful. Reach out as needed!
 

Eugene Whitlock | Chief People & Culture Officer
Angela Stopper | Chief Learning Officer, People &
Culture

Are you getting enough sleep?
Are you taking enough breaks through the
day? Are you moving your body? Are you
getting outside?
Is there anything you need from your
manager to feel more supported?

Taking Care of Yourself

grounded. Self-care looks different for
everyone. Things for consideration:

Taking Care of Your Team
As a leader, it is important to ask your direct reports
how you can best support them. Get started here:

How are you doing / feeling right now?

What is one thing I could do to help you? (Check-out pg. 6
Step 2 - Establish Clear Expectations section for more ideas)

 

If you ask the above questions and don’t receive a
response, you may need to dig deeper:

Offer a time to discuss, one-on-one, how the current
situation is affecting them.

Provide strategies for maintaining productivity. Before
providing solutions here, ask them if they would like you to
help them think through this questions and what helps
THEM stay productive.

Remind your direct reports of why we are doing the work
we do; highlight some of the work they are doing, and that
UC Berkeley is doing, to make a difference for people
during COVID-19.

Discuss personal and professional barriers or challenges
that may make it difficult to perform at their best. Again,
before providing solutions here, ask them if they would like
you to help them think through this questions and make
the suggestions about them, not you.

 

 

 

Wellness
Your priorities around self-care, exercise,
work, and family have likely shifted. The
same is probably true for members of your
team. Help them refocus on self-care or
find support while caring for others by:

Becoming familiar with the wellness resources
available on campus. A curated list of
resources can be found on the People &
Culture COVID-19 website.

Encouraging mental health days using the
COVID-19 Paid Administrative Leave available
to all UC Berkeley employees.

Communicating with your team that working
from home on a prolonged basis, especially
under quarantine, can be a very isolating
experience. Check in with your team members
regularly to ensure they are doing ok, and
when they are not, connect them to available
COVID-19 Wellbeing Resources for Faculty and
Staff. 

Remind them (and yourself) to work in a way
that is kind to their body. In other words, don’t
spend all day hunched over a stool at the
kitchen counter, take regular breaks, and make
sure to stretch!

 

 

 

UC Berkeley Guide to People
Management During COVID-
19: Quick-Reference

This section takes your action plan to the next level.
Use the in-depth, though quick reference guides for
planning next steps, and for revising to refine your
approach. 
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UC Berkeley Guide to People Management During
COVID-19: Quick Reference 

Team Bonding
Use this time as an opportunity to build or rebuild relationships. Here are some
ideas you might consider, but start by asking your team what they might like:

As appropriate, allow the first few minutes of individual and team meetings for small talk,
jokes, and catching up on each other’s lives before jumping into business. This is not a
requirement; as the leader, create space for those to easily opt-out without drawing
attention to them.

Create informal and optional opportunities to connect: schedule a weekly virtual happy
hour, coffee break, or lunch; make clear that the purpose is to catch-up / visit / chat or
something else, not to work. Find a way to LAUGH with your team.

 

 
 

Be Flexible and Show Empathy
Remember that people are not machines

Many of us are feeling anxious and distracted. Many of us are scared and worried about our well-being or the well-being of our
loved ones. Expect a decline in productivity and focus. Gently remind people that a decline in productivity is normal during a
time of crisis and encourage them to practice compassion with themselves and each other.

Discuss flexible work schedules
Discuss work schedules with each of your direct reports. Making room for this discussion shows them that you care for their
time. Be mindful that their work schedule might be different than it normally is, and may change as needs require. Be
especially mindful of people who are balancing work and providing care for others at the same time.
Managers of non-exempt / hourly employees should give them clear direction on when / when not to work, and remind and
encourage them to take their regular breaks.
For represented employees, be sure to make changes within the parameters of the contracts and collective bargaining
agreements which apply. In many cases, the union must approve proposed scheduling changes before they can occur. Reach
out early and often to your HR Partner with questions.

Support caretakers

Celebrate successes, no matter how small: Working from home doesn’t mean you should forgo opportunities to celebrate the
completion of a deliverable or project, wish someone a Happy Birthday, or generally find ways to celebrate the positives
together.

Consider hosting a recurring, ongoing Zoom meeting that people can dip in and out of, for example: a Zoom room that your
team members can jump in and out of to create a “water cooler” spot for the team to have a break.

Allow space to conduct deeper check-in meetings with your team members so that you can hold space for their concerns and
needs.

 

 

 
 

Especially during uncertain times, encourage you employees to take sick time, COVID-19 Paid Administrative Leave, and/or
family leave instead of taking vacation days when they need to care for themselves or their families, communities, and/or
networks.

Be present
Prepare for meetings by creating and reviewing materials, documents, and agendas ahead of time.
Don’t multitask; give your direct reports the same level of respect and attention when remote that you would in a face-to-face
meeting. It’s difficult to create empathy and trust with your team if you are not fully present.
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In closing, please know that we’re here to help you
and your team be successful. Reach out as needed!
 

Eugene Whitlock | Chief People & Culture Officer
Angela Stopper | Chief Learning Officer, People &
Culture

UC Berkeley Guide to People Management During
COVID-19: Quick Reference 

Exchanging Feedback

Actively make more space for feedback. It’s important that you
don’t assume that your direct reports will feel comfortable
sharing. Ask what more you could be doing to support them.

What could help you to meet your current commitments
and responsibilities?
What roadblocks are you facing?
What remains unclear on expected outcomes, and how
might you get there?
What help do you need prioritizing work and/or
deliverables?

Actively solicit feedback

Actively give feedback

Provide feedback often, in quick soundbites to help your team members course correct quickly. As much as
possible, feedback should be delivered over Zoom, not over email, to ensure understanding and the
opportunity for members of your team to ask for clarification as needed.

Your Role as a Leader

Being clear with your team will keep everyone focused and
working towards the same goals. Set clear expectations for:
work hours, availability, communication, timely meetings, key
projects and deadlines, scheduled meetings, responding to
email, and boundaries.

Ask direct reports...

For many employees, this will be their first time working remotely. Their current home environments might not
be conducive for remote work. As a result, during team meetings and one-on-ones there may be children
playing or crying, and/or noises, dogs barking in the background, etc.

Set expectations early and clearly
What concrete directions do you need to move
forward on your current projects?
How do you feel about your capacity and workload?
What clarity do you need on your priorities for this
week?

Be flexible

Have an agenda
When scheduling team meetings and individual check-ins, be sure to put together an agenda or context
verbiage and add it to the meeting invite in the notes section. This helps to ensure preparation and clarity for
everyone.At the beginning of the meeting, quickly review the agenda and check to see if any pressing matters
have come up that need to be addressed; adjust accordingly.

Create and honor boundaries
Set work schedules and boundaries together to support work-life balance and avoid burnout. Show your team
that you care, trust their work ethic, and remind them on a regular basis that remote doesn't mean that they
need to be online or available 24/7. Encourage your direct reports to take breaks. When working from home, it
can be difficult to create space to stop working. Model this behavior by taking breaks yourself.

14


