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L O C A T I O N  I N C L U S I O N

It is about creating a foundation where everyone in your organization feels like
they belong and is included in activities no matter where they are located. 
It means creating equal access to information & people, equal access to roles &
responsibility regardless of time zone or zip code.
It means being aware of Distance Bias and putting plans into place to mitigate
that bias.
Having a location inclusive mindset is critical in a hybrid and remote workforce
model since people will be working in different locations on a regular basis.
Consider this as a component of your Diversity, Equity & Inclusion program.

Location Inclusion means valuing everyone regardless of where they live and work. 
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WHY IS LOCATION INCLUSION IMPORTANT?

Distance Bias* is our brain's natural tendency to put more importance on the
people and things that are closer to us than those that are farther away. We
must be aware of this and put plans into place to mitigate it. 

Also be aware of Recency Bias - putting more value on the people that you have
communicated with or seen more recently.

       *NeuroLeadership Institute

BE AWARE OF DISTANCE & RECENCY BIAS



L O C A T I O N  I N C L U S I O N

Asynchronous communication creates a level playing field across locations and
time zones as people can complete work and respond to communication when
and how it works best with their schedule, and still meet timeline needs and
business objectives. 

Before you schedule your next synchronous meeting, consider whether your
outcome can be achieved in an asynchronous way.  

Set your communication and responsiveness norms through the use of a Team
Working Agreement.
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  INCORPORATE ASYNCHRONOUS COMMUNICATION 1.

Ideas for Your Action Plan

Synchronous - communicating live with another person, expecting a real
time response. Typically phone or video meetings, instant messages or texts. 
Asynchronous - not expecting a real time response. Typically, email and
persistent chat (e.g. Microsoft Teams & Slack channel threads). 

Most organizations rely heavily on synchronous communication to get work
done.  Creating a better balance of sync & async communication can create
more location inclusion. 

Performance Management Process
Career Pathing - rotations, promotions, assignments
Rewards & Recognition programs
Mentoring programs
Hiring programs

Take a deep dive into your people processes to identify where Distance Bias
may exist so that there is equal access for people to advance their careers
regardless of where they live or work - so that it's based on performance,
potential, and growth opportunities, and not based on proximity.

Once areas of Distance Bias have been identified, then work on a mitigation
plan. Involve not only the decision makers, but also hear from other employee
stakeholders to provide input on those mitigation plans. This will take
experimentation and feedback.  Create a way to measure progress and be sure
to revisit your plans.

Examples of areas to review include:

2.  REVIEW YOUR PEOPLE PROCESSES



L O C A T I O N  I N C L U S I O N

3.  CREATE LOCATION INCLUSIVE MEETINGS
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Consider “Digital-First" Meetings – if even ONE teammate is participating in a
meeting virtually, everyone logs in from their own device and their own
workspace. This creates an even playing field where everyone is experiencing
the meeting in the same way no matter where they are located.

Be a Strong Facilitator - Facilitators of hybrid meetings should be: 
Aware of distance bias (putting more value on the people that are closer
than those that are farther away). 
Prepared with a plan in advance for how they will include all participants
regardless of location. 
Adept at shutting down side conversations in the physical meeting space. 

Assign a Producer - A "Producer" is separate from the Facilitator. The
Producer's responsibility is to manage the chat, to keep an eye on people
raising their virtual or physical hands, and to help with tech issues and issues
with cameras/equipment in the physical meeting space.

Buddy Up - Assign remote team members a buddy in the physical meeting
space to be responsible for making space for remote participants to interject.
Decide how remote participants should communicate their needs with the
buddy during the meeting (i.e. text message, instant message, etc.)

If you do decide to hold a Hybrid Meeting, with some participants on-site and
some participants joining virtually, here are some key tips to ensure an inclusive
meeting: 
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4. DON'T BE A MAGNET

Virtual Office Hours: Choose a standard time weekly or daily that those on
your team know that you will be accessible for virtual "pop-bys" on a first-
come, first-served basis. 

Virtual Coffee Chats: Schedule monthly or bi-monthly virtual sessions to
grab a virtual cup of coffee and connect personally, 1:1 with your team
members or in small groups.

Async Water Cooler Chats: Create a #watercooler channel in MS Teams,
Slack, etc. to create a virtual space for informal water cooler chat.

If you are a People Leader in the organization, understand that your behaviors
will impact the behaviors of the people on your team.

If you choose to come into an office site more often than you are expected to,
your team members may feel that they also need to come in more frequently,
and you may find that they also try to sync up their in-office days with yours to
get "face time".

Consider ways to provide your team members access to you that don't require,
in-person face time.  

Options to try:

 Use cloud-based tech tools to share information such as:
Microsoft Teams/Slack channels
Workflow tools like Tasks by Planner (in MS Teams) or Asana
Virtual Brainstorming tools like Mural & Miro
Document Collaboration tools like MS Teams, OneDrive, Google Drive

Create physical "leave-behinds" that can be posted in ALL locations, including
work-from-home locations.

For example: send a laminated card of your team's mission and values
for all team members to post in their corporate office or at-home office.

With in-office environments, some info can get stored and displayed on-site
which can disadvantage people that do not frequently come to the office, if at all. 

Options to consider:

5. PROVIDE VIRTUAL ACCESS TO INFO



V I R T U A L  L E A D E R S H I P  S K I L L S  T R A I N I N G  W O R K S H O P S

Contact Us: 
Sacha@virtualworkinsider.com

Be aware of the 4 must-know skill areas to be a successful virtual leader
of hybrid and remote teams 
Understand important virtual leadership concepts like Distance Bias and
Recency Bias 
Be armed with new virtual team rituals and communication norms to put
into place to combat meeting fatigue and email overload 

HYBRID WORK
KICKSTARTER

Become a Virtual shops Insider

Be armed with actionable steps for what to do before, during, and after
virtual meetings/presentations to be engaging, effective, efficient, and
inclusive (internal & with partners and customers) 
Know what tech tools to use and how to use them to be influential and
effective in the meeting/presentation 

Understand the importance of influencing from a distance to hit your
business objectives and advance your career goals, and how it’s different
from being in-person 
Be aware of concrete strategies and tactics to influence your key
stakeholders (internal & partners/customers) across any distance 
Complete a 5-step exercise to create your own personal virtual influence
plan to set into motion immediately. 

INFLUENCING
ACROSS

DISTANCE

Understand the 4 common need areas for a successful and trusting
remote reporting relationship to enable strong performance
Be aware of concrete strategies and tactics to improve the flow of
information, build trust, and solicit help and feedback when you need it 
Create an action list to review with your manager and/or direct reports in
your next 1:1 

SUCCESSFUL
REMOTE

REPORTING
RELATIONSHIPS

LEADING
EFFECTIVE
VIRTUAL

MEETINGS

Learn how to create a culture of inclusion, trust, and connection across
distance in hybrid and remote teams 
Understand the difference between culture-building and camaraderie-
building 
Complete a 3-step exercise to create your personalized virtual team culture
plan with tactics that ladder up to the biggest culture needs of your team 

DRIVING
CULTURE IN

VIRTUAL TEAMS

Contact us to learn more about our 60-90 minute customized workshops.
They can be chosen as stand-alone sessions or as part of a full series.
Email: sacha@virtualworkinsider.com


