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Team Work Plan
Contact worksucceeding@mit.edu for an accessible version of these materials.

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

After meeting with all team members, managers can complete this form to evaluate possible work arrangements for each employee and to update for DLC leadership. The department head, as well as the direct supervisor, must approve all flexible work arrangements. It is recommended that all team members review MIT’s Flexible Work Arrangements policy (EPM 3.1).

Manager’s Name: 
Department/Unit: 
Total Direct Reports: 
Primary Work Responsibilities of Team (2-3 sentences):

List of Direct Reports and Activity/Work Model Details
Work model options include: on-site, hybrid-formal, hybrid-flex, remote
	Name
	Role
	On-Site Days
	Remote Days
	Work Model

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

	Example
Susan Jones
(expected days listed, may change each week)
	Human Resources Analyst
	Monday, Wednesday, Friday
	Tuesday, Thursday
	Hybrid-flex

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Example, Weekly Calendar View of Direct Report Work Model Details
Delete example content to re-use chart
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	On-Site
	John Smith
Susan Jones
	
	John Smith
Susan Jones
	
	Susan Jones

	Remote
	
	John Smith
Susan Jones
	
	John Smith
Susan Jones
	John Smith

	Total On-Site Employees
	2
	0
	2
	0
	1

	Total Remote Employees
	0
	2
	0
	2
	1



Rules of Engagement for Flexible Work Arrangements
Teams should align on rules of engagement (See Communication and Collaboration, section 5 in the Work Succeeding Toolkit for Managers) for their flexible work arrangements. These rules of engagement will be agreed upon by the team to set the working norms for a flexible environment.
	#
	Rule
	Reasoning

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
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