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 Be prepared. Be clear. Be consistent.  
   
  As a supervisor, these traits are even more important to enact: 

• Adaptable 
• Flexible 
• Inclusive 

• Patient 
• Trusting 
• Understanding 

 
 

Do not assume that just because students have had remote school and/or remote 
work, they will not have any questions or challenges working remotely with your office. 
 
 
Recognize any concerns you might have about supervising remote student workers: 
If you feel your concerns are reasonable, then intentionally put in place methods, 
procedures, etc. that will help relieve those worries and help the student worker 
succeed in their job role. 

 
 

Confirm that working remotely is even feasible: 
� Do they have a dedicated workspace (e.g., at home, on campus)?  

With privacy if needed? 
� What resources will they need to work remotely and effectively? Do they have 

good connection to Wi-Fi?  Ensure IT supports are in place to access data and 
resources remotely and securely? 

 
 

Give clear expectations and guidance: 
� Develop a work schedule with agreed upon days and times. Be mindful of time 

zones if the student (or you) are different. 
 

� Provide specific work activities, timelines, and expected productivity/ deliverables. 
 

� Agree on how completed tasks and work activities are to be documented and 
shared. 

 
� If possible, categorize work activities by timelines. Student workers may find that 

working remotely has less immediate or busy work. Such as: 
 

• Activities that need to be done during each shift and/or week 
• Activities or projects that can be done over a finite span of time, such as two months 

 
 
 
 
 

Supervising  
Remote 
Student 
Workers 
 

 



 

2021-2022       

Structure communication: 
� Agree to a frequency and means of technology for communication  

 
� Set an agreed upon communication plan for  

• Checking-in  
• Planning   
• Feedback 
• Joining staff/ department virtual meetings/ get-togethers 

 
 

Get feedback and make any adjustments: 
� After a few work shifts or weeks, ask your student worker specific questions that will 

give you helpful information about what practices and systems are helping them 
(and you) with working remotely. 

 
- How are things going?  Asking a general, non-specific question will not elicit 

helpful insight; and in some cultures, speaking about one’s personal feelings is 
not encouraged. 

 
- Instead, try some of these types of questions that you can tailor to your voice 

and work context: 
 

 What features of Microsoft Teams do you find most helpful with this project? 
 What steps with our work request system, if any, do you think are unnecessary 

or repetitive? 
 Which parts of this project are quick for you to do and what other parts are 

you finding take longer? 
 What kind of phone calls are easier to handle (customer service)? 

 
 

Be supportive  
 Maintaining contact and interactions can be helpful not only for productivity, but 

for social support and morale. Let the student know how to contact you during 
their scheduled work hours.  
 

 Respect any potential challenges for your student workers that have been added 
or magnified from this pandemic. Such as, students may be at home with families, 
children, partners, roommates, or pets who also need support. 
 

 Familiarize yourself with the different University student support services and 
resources. 

 
 


