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PRE-WORK
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HELLO HYBRID
Pre-Work: Who’s part of this conversation?
Hello Hybrid is meant as a tool to help a group make decisions with respect to where their employees are 
working. This is not meant to be done alone!  So, before opening Hello Hybrid, start by choosing your team.

Step 1.
List 1-9 people, in addition to yourself, that should be a part of these conversations.

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9.  

Step 2.
Give each person a role. We’ve built these roles based on best practices for how organizations understand 
complex topics and in turn make big decisions. Try to make sure there is at least one person who fills each 
role, before duplicating. And, we know people are dynamic, so if you have someone who fits more than one, 
go ahead and assign them two.

Role: The final decision maker.

This isn’t a democracy in brainstorming. Make sure it’s clear who the final decision maker is. While having 
conversations, be sure to keep an open mind, but there will be a time when a final decision needs to be made, 
and you will need a person to do that.

Who fits this role?

Role: The good communicator.

This is not a game of telephone. When it seems like people are saying the same thing over and over 
and no one is getting it, that’s when the communicator can take over and see if there is a different way to 
communicate the same message. Sometimes that’s all it takes to move the conversation forward.

Who fits this role?
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Role: The one who keeps you on track.

Time is not endless here. As you start strategizing, your group will be tempted to talk about things ad 
nauseum. This will be your downfall. We’ve done our part in the playbook to time box things (more on that 
later) but dedicating one person in the group to keep you on track will prevent you from getting stuck at 
defining culture for a year.

Who fits this role?

Role: The one who sees the big picture.

Look to the future. Not everyone will know the organization’s overarching, long-term strategy, the things 
that take 1-3 years to plan. This is why it’s important to find the person who knows what’s going on 30,000 
feet in the air and bring them to your team. They will help ensure your plan for today works in the big plan for 
tomorrow.

Who fits this role?

Role: The one who knows all the little things.

The details matter. When talking about big picture strategy, it will be important to have someone keeping 
their mind on the small details. There’s always someone who knows a little about everything that’s going on. 
This is your person!

Who fits this role?

Role: The one who is creative enough to push your boundaries.

Play your wild card. You’re here, because your organization needs to plan for something new and you know 
the same old thing won’t work anymore. You need someone who has an eye for innovation and can look at 
things in a new way.

Who fits this role?

Role: The one who has done the research.

Be smart. You know the person who’s read article after article after article? Here’s their time to shine. There’s 
a million and one resources on the internet, and having someone who knows all about them will ensure your 
team doesn’t miss a beat.

Who fits this role?

Step 3.
The work in the playbook will likely take multiple sessions. You might be asking yourself, “can’t we get this 
done in an hour?,” and the truth is, maybe. However, the conversations surrounding a hybrid environment 
are complicated and important. They deserve a reasonable amount of time to get through. We recommend 
starting with 60-90 minutes for each section of this playbook and seeing how your team does within that 
timeframe as a start.


