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Work Planning Exercise for Managers
Contact worksucceeding@mit.edu for an accessible version of these materials.

Note: Managers may not ask team members if they have been vaccinated. 

Complete this exercise to help support your understanding of the various work models for your team. It is recommended that all team members review MIT’s Flexible Work Arrangements policy (EPM 3.1).

Step 1: Understand the roles
First, break down the work performed on your team into individual job functions. In the first table below, list the name and role of each employee on your team. 

Step 2: Understand the activities undertaken for each role
To understand where each person will be most productive, each role should be broken down into activities. List the major role activities for each employee on your team.

Roles and major activities
Add more rows as needed
	#
	Name
	Role
	Major Role Activities

	Example
	John Smith
	Human Resources Analyst
	Data Analysis, Legal Compliance, Communication

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	



Step 3: Perform productivity analysis
Next, analyze each role to determine the most productive location. Factors include the nature of each activity (work, work frequency, collaboration needs); location-specific implications for productivity (efficiency, effectiveness, and employee wellness); and workplace requirements (tools and environmental considerations). The Toolkit for Managers includes sample personas and work models for reference (Section 1, Work Decisions and Design). 
For the purposes of this activity, on-site activities are those most effectively completed in an in-person environment; remote activities are those most effectively completed in a virtual environment.


Major role activities assigned to most productive locations
	#
	Name
	Role
	On-Site Activities
	Remote Activities

	Example
	John Smith
	Human Resources Analyst
	Legal Compliance
	Data Analysis, Communication

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Step 4: Determine when and where to work
After each major role activity is categorized into the most productive location, each role can be looked at holistically to establish guidelines for where, physically, the individual should work in order to be the most productive. 
Major role assigned to most productive locations
	#
	Name
	Role
	On-Site Days
	Remote Days
	Work Model

	Example
	John Smith
	Human Resources Analyst
	Monday, Wednesday
	Tuesday, Thursday, Friday
	Hybrid

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



[Optional] Are there any additional notes that you would like to capture? If so, describe below.
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