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Teleworkers Selection Guide

How To Use This Guide 

The purpose of this selection guide is to help you to understand teleworking and to decide if teleworking is for you.

1. Read Sections 1 through 8.

2. If you decide that you want to apply for your teleworking program, fill out the questionnaire at the end of this guide and ask your supervisor to fill out the questionnaire in the supervisor’s selection guide.

3. Compare your responses with your supervisor’s responses (see Section 9).

4. If you and your supervisor agree that you can form an effective teleworking team, follow the next step in your organization’s selection process. If that process requires a teleworking justification, see Section 10 for items to include in the justification or follow any other instruction you’re given.
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Section 1 — Learning More About Teleworking
Today, telephones and computers enable employees to do some of their work from places other than the traditional workplace. When this is done as part of a strategy to avoid the commute, it’s called teleworking. Teleworkers work either from their home, or from a satellite office or telework center close to their home.

A Changing World

The last two centuries in American history represent an evolution from the agrarian age to the information age. This change has affected where we live, how we work, and how we travel between the two locations. When the industrial revolution arrived, millions of people left their rural homes to work in factories and live in large cities. As these cities filled up, pollution increased, and many people chose to separate their neighborhoods from their worksites. The resulting suburban communities of the 1950’s also relied upon a new transportation mode, with personal automobiles replacing the urban-style mass transit system. Today, commute patterns have evolved from these past influences; individuals drive their personal autos from their suburban neighborhood either to the city or, increasingly common, to a second suburban business center.

The thirty years between 1950 and 1980 represented the beginning of the information age. The majority of people in 1950 worked in the manufacturing or service sectors; only 17% of the work force generated and manipulated information. By 1980 this balance had shifted; 50% of employees worked with information. And by the year 2006, it is estimated that at least 75% of employees will join the information age (Teleworking: Moving the Work to the Workers, Commuter Transportation Service, Inc.). 

The development of technology during these years made it possible for computers to be common household items present in 33% of homes in 1996 (Dataquest). Similarly, modems, fax machines, and E-mail services are also becoming more available and affordable each year. These telecommunication tools now move information electronically instead of physically, enabling people to share documents instantly, independent of their physical proximity to one another. The Internet represents the essence of this information age: business and personal lives can be conducted via technology instead of in-person. People can exchange documents and letters, research personal interests and professional queries, buy and sell items, and meet and interact with others while at home. 

Challenges in the Information Age

The information age brings new challenges to business and employees. New technology links people into a competitive global economy and speeds the pace of business with innovations such as E-mail. Family life is also fast paced, and parents must work hard to balance the needs of their home and work lives.

Challenges For Businesses

The information age has created many new challenges for businesses to meet. One such challenge results from the change in industrial technology. Today’s manufacturing jobs often require two years technical training while the equivalent position in the 1950’s could have been accomplished with a high school diploma. For businesses dependent on the skills of their employees, the competition for qualified workers is significant. In this increasingly tight labor market, these businesses must find ways to recruit and retain the best employees and expand their ability to hire the disabled, part-time, and semi-retired. And in an increasingly competitive environment, businesses must find ways to improve the bottom line, possibly by enhancing employee job performance or by reducing business costs.

Challenges For Employees

This new age also requires workers to change to protect their quality of life. Both their home and their work lives are placing greater demands on them. At work, employees are under pressure to increase their productivity without sacrificing quality; yet many feel the traditional workplace with its noise and distractions greatly hampers their ability to do their best work. Their family time is also being reduced as a result of commuting long distances and the family work load has increased. For two-worker and single parent families, the full-time job of raising children and tending the household must be compressed into evenings and weekends.

Teleworking: A Tool for the Information Age

Teleworking is an information-age phenomenon. About 8.7 million people teleworked in 1996, which represents an average annual increase of almost 10% for each of the last five years. By 2006, a projected 11.4 million people will be teleworking at least 1 day a week (Emerging Technologies Research Group, FIND/SVP). Teleworking programs can reap benefits for everyone involved ( businesses, employees, and their supervisors (  while helping meet some of the challenges facing our communities. Realizing these benefits depends on your business and its degree of commitment to teleworking, the way your teleworking program is designed and implemented, which employees participate, and the level of trust and cooperation between teleworkers and their supervisors.

Of course, teleworking isn’t for every employee, or every job, or even every business. Some jobs demand a daily presence at the workplace; some people don’t work well away from office resources or co-workers; and some businesses don’t adapt well to employees working offsite. But, for those of you who try it, here are just a few of the benefits.

Benefits For Businesses

Businesses see teleworking as a good way to get work done while benefiting their communities and keeping valued employees. As Michael Crampton, Director of Telecommunications at The Travelers Companies, says, “Teleworking as an alternative work style can be a win-win situation for the corporation and the teleworker.”
Supervisors of teleworkers report that they are better at measuring performance because teleworking encourages them to focus on the results of their employees’ work. Much of management philosophy is still rooted in the idea that unless you can see employees, they aren’t producing. However, the productivity of many employees who work with information is apt to be measured by quality as much as quantity, and, to do their jobs well, they often need more autonomy and a quiet work environment. Teleworking can help provide these needs, and can result in enhanced job performance and increased job satisfaction. 

One financial benefit for businesses is the savings associated with increased productivity of teleworkers. The City of Los Angeles reports $1.4 million in savings due to the 12.5% productivity increase for its 235 teleworkers. Another financial benefit for businesses can result from reduced overhead costs like office space and parking.

Benefits For Employees

Employees believe teleworking enables them to produce high quality work while reducing commute time and increasing flexibility in their work day. Teleworkers often cite fewer interruptions and a comfortable work environment as key factors in increasing their productivity. The reduced commuting time can amount to an additional 2-3 hours per day, time freed up for personal interests and family. The flexibility of working at home can make childcare schedules and household chores and errands easier to accomplish. The cumulative results of these benefits are improved employee morale and employees who have one more tool to balance their work needs with their family needs.

Benefits for the Community

By supporting teleworking, businesses are not only increasing the vitality of their own economic health and the level of satisfaction and quality of life of their employees, but are also helping to solve greater problems faced by our communities. 

Teleworking is an available, cost effective, strategy that can reduce the number of commute trips or the distance of those trips. These are important ways to protect our communities against ever increasing traffic congestion, highway costs, and air pollution. Even though we spend tens of billions of dollars per year on our roadways, the increase in traffic stays one step ahead of the increase in capacity. In fact, current traffic congestion is projected to increase 400% over the next 20 years on the nation’s freeways (Federal Highway Administration). Congested roadways not only add time to commutes, but impact our economic health, slowing the efficient movement of goods.

Teleworking, through reducing commute trips, enhances our quality of life. It results in less traffic noise, gasoline consumption, and air pollution. Auto emissions alone create smog and acid rain which lead to ozone layer damage, global warming, and health-threatening living conditions. Teleworking complements other trip reduction approaches such as carpooling, vanpooling, mass transit, biking, walking, and flexible work schedules.

Benefits from Teleworking
Businesses

· Enhanced employee job performance (productivity and work quality)

· Increased ability to attract and keep valued employees

· Improved employee morale and job satisfaction

· Increased access to new labor markets (disabled, part-time, semi-retired)

· Reduced office and parking space requirements

· Less sick leave and absenteeism

· Better corporate image

· Increased ability to meet air quality or transportation demand management requirements

Employees

· Improved work environment

· Enhanced job performance (productivity and work quality)

· Improved morale and job satisfaction

· Greater degree of responsibility

· Greater lifestyle flexibility

· Less commuting time and stress

· Reduced transportation costs

Communities

· Less traffic congestion

· Less gasoline consumption

· Fewer vehicle emissions

· More job opportunities for disabled, part-time, and semi-retired people

· Increased number of jobs in rural areas

Section 2 — Teleworking from Your Home

“I am extremely productive in the quiet and comfort of my home where I can relax, concentrate, write, plan—always in my sweats! In addition, I have bad allergies that are less severe at home, so I have health reasons for liking working at home too.”

Teleworker
“Where I work there are absolutely no windows. And that has made such a difference in my attitude on those (teleworking) days because I can have sunshine and light. It just makes you feel a lot better.”

 Teleworker
If you’re considering working from your home, here are a few things to consider.

Establishing New Household Patterns

Other household members may have to work around your schedule. You’ll have to respect each other’s need for space and privacy. Discussing teleworking and its potential impacts with your family members is a good first step if you’re considering working out of the home. This discussion could include the following topics: 

· Teleworking hours

· Family access to you during work hours

· Location of the home office

· Telephone use

· Personal use of computers, voice mail, and answering machines

· Changes in household responsibilities due to teleworking
Changes in household responsibilities may result from the extra time gained by teleworking. For example, you may decide to cook the family dinner on your teleworking days.



Having Your Own Room 

Teleworking from home works best when you have a physical separation between your home office and home environment. Many people choose to devote a room of the house for this purpose. Then files, books, and materials can remain in the home office without being in the way or being disturbed. Having a separate room also allows you to shut the door for privacy during work hours, thus reducing visual and audible distractions. From the perspective of other family members, a separate office keeps the rest of the house free of work influence and places fewer constraints on using the house during the day.

Sharing a Room 

If you don’t have space to devote an entire room to a home office, you may try devoting a section of a room. The workspace usually includes a work surface, space for storage of supplies and files, telephone access, and possibly space for computer equipment. If you’re alone in the house during working hours, then using part of a room should present few disadvantages. 

Working in part of a room while other people are in the house requires cooperation between you and other household members. A part of a room that’s out of the way of traffic flow and that’s visually screened works the best. Don’t plan on using the kitchen table or other vital home areas. You should contain your work materials within your work area so that your home doesn’t become overrun with business. 

Using Home Equipment

Telephones

You should first assess your telephone needs and explore your organization’s policies regarding telephone lines. If you’re working at home alone, then using the family line may be an option. But if you’re sharing the home during the day, others may not agree to your use of the family line. You may simply need guidelines for sharing a single line on teleworking days or you may need a second line. 

You may also need an answering machine or voice mail. One common approach to sharing an answering machine is to have two separate message tapes, one with a business message and the second with a family message. Similarly, recording a new voice mail message at the beginning and end of each teleworking day works well. During your teleworking day, play the business message. After work hours, play the family message. Computer modems may require a second telephone line if you want to have telephone conversations while the modem is engaged.

Computers

Many home-based teleworkers assume they will use their personal computers for work purposes. Before volunteering the use of personal computer equipment, find out what other equipment options are available and what liability issues are involved. Check the equipment section of your organization’s teleworking policies. 

Many modems have the ability to send and receive faxes, adding another communication option for staying in touch with the central office.

Caring for Dependents 

“One of our programmers who is teleworking has an infant, and it has worked out real nice for her because she doesn’t take the child to daycare at 5:30 in the morning. She takes it when the child wakes up at 9:00 a.m. and then works her 8 hours. In the meantime, her husband picks up the baby on his way home, so their daycare costs have been cut in half.”

Teleworker
Having a dependent in your home while teleworking may or may not affect your ability to work. A young child or elder who requires constant attention creates a second full-time job for you. On the other hand, an older child may need little supervision. Parents of school-age children often divide their time so that the 8 hours of work can fit around the times when children are absent or when a second adult is present.

Most organizations have a policy stating that teleworking is not a substitute for dependent care. If an individual needs care, a full-time caregiver should be present. But some policies also stipulate that the teleworker and supervisor can design the work arrangement. That way, creative solutions may be worked out for resolving conflicts between teleworking and dependent care.

Section 3 — Teleworking From a Satellite Office or Telework Center 

 “Working at the telework center allows me to keep the job I enjoy and allows my agency to accommodate my personal needs.”

Teleworker
 “My first choice is to work away from home just because I like to have the separation between work and home. I have some of the equipment at home, but not all of  it.”

Teleworker
Satellite offices and telework centers can offer opportunities to reduce work commutes for people who prefer not to work at home or who have supervisors who prefer a conventional office environment for their staff. Satellite offices of your organization may provide ideal work sites. Also, a small but growing number of multi-employer telework centers are becoming available. Satellite offices and telework centers provide the benefits of an office environment without the distractions that may occur at home or at the central office. 
Section 4 — Traveling to Work

 “My husband doesn’t seem to mind (my teleworking), but it does create an extra task for him in taking our child to daycare, getting him up earlier, and getting him ready and going. When he takes our 4-year-old he goes to daycare 2 hours earlier that morning because my husband leaves around 6:00 a.m.; whereas, I usually leave the house at 8:00 a.m.”

Teleworker
Many teleworkers who work from home or close to home enjoy the benefit of a reduced commute, but if you are dropping off and picking up children as part of the commute or are carpooling or vanpooling to work, this may not be true.

If you drive children to and from daycare you may have to make that trip regardless of where you work. This may actually increase commuting time on teleworking days at home if, for example, daycare is across the street from work. Then you would be driving the distance to and from work twice each day. Having a quieter work environment may compensate for this increased travel time.  But, if the distance is far between home and day care teleworking may not be appropriate. Sometimes it makes sense for a spouse to take over transportation duties on teleworking days, but the timing or location may not be a good fit.

If you’re in a carpool or vanpool, consider the effects of teleworking on your current commute pattern. Some ride-share groups require full-time participation, or there may be disadvantages to participating on an intermittent basis.

Section 5 — Changing Your Work Habits To Accommodate Teleworking 

While teleworking does not change your workload, salary, or benefits, it may change how you organize your work, how you communicate, and how you use your free time. 

Organizing Your Activities 

“Dick and I meet. I tell him what I plan to do at home. We prioritize my projects; sometimes he gives me additional work. I keep things in mind for my teleworking day, such as reading, research, and typing, and set them aside. I can now judge how much work I can do in 7 hours at home.”

Teleworker
“My teleworker is a supervisor, so he has lots of people who need to talk to him. He can go off and hide out in Seattle and get organized so he can free up the time he has available in the office. And he is more accessible and better organized to deal with issues

Supervisor

Many teleworkers find the way they organize their work activities evolves as they settle into a teleworking routine. Some teleworkers divide their days by activity type, saving certain activities for particular days. For instance, teleworkers whose jobs include using drafting boards may do all their drafting on days they are in the central office. These same individuals may find that writing, analysis, and research activities are ideally suited to the quieter, less distracting environments of the home or telework center. For other teleworkers, work activities are accomplished in the same manner no matter where they’re located. For example, every day might include some telephoning, some letter writing, and some budget work.

You should not ask co-workers to do your work or cover for you unless you in turn help them with their workload. If teleworking requires some switching of job duties, have all affected parties participate in designing the new job duties.

Communicating With Clients and Co-Workers 

“I think our communications have improved, even though my two employees are gone 1 day a week. We instituted weekly staff meetings. We were doing them once a month, but now we talk every week, no matter what...talk about the challenges of teleworking, but then we also talk about a lot of other things. We use E-mail and voice mail. We realize that we are going to be out of the office...so we don’t put things off to speak with each other about, and we make sure we cover things when they come up.”.

Supervisor

“The day before I telework, I let my supervisor and my lead know what I plan to work on. In addition, I make sure they and our section secretary know what hours I’ll be working and available by phone. My phone is switched so that calls transfer to my home phone number automatically. Sometime during the day, I ask our secretary to switch my phone back so that I can have some uninterrupted time. I then call back for messages toward the end of the day.”

Teleworker
Teleworking may change how you communicate with your co-workers and clients. Some work groups communicate much of their information informally, stopping by each other’s office to pass on information as it comes up. When teleworkers leave the work environment, additional telephone conversations and weekly meetings may play a role in replacing these impromptu visits. Some work groups may also rely on E-mail to fill the gap. 

When teleworking is introduced, it’s common for work groups to compensate for the person’s absence by increasing the frequency of communication. This increase usually levels off after new routines and patterns are established. Eventually work group members may start saving their ideas and messages and contacting the teleworker on a single occasion instead of multiple times throughout the same day or week. This method has been cited as a benefit of teleworking because it decreases the interruptions in the work day for both parties, and many people find the self-imposed delay enables them to organize their thoughts more thoroughly before sharing them with others. You may look forward to fewer interruptions, but also make sure you aren’t interrupting your co-workers too often with your needs. Frequent calls to in-office co-workers and support staff for telephone numbers or other information will quickly wear out your welcome. 

Using Your Free Time

By avoiding a long-distance commute, many home-based teleworkers report a gain of up to 3 hours in their day for leisure or home-oriented activities. To take advantage of the extra time, many home-based teleworkers divide their teleworking days much differently than their days spent in the central office. A common approach is to split the 8-hour work day, taking breaks or running errands during the middle of the day. Teleworkers may spend time during the day gardening, exercising, walking the dog, working on home projects, or cooking. 
Section 6 — Attributes of a Successful Teleworking Job

 “I have a lot of reading that I need to do, publications that I need to keep up with and some legal decisions I need to understand, and I am getting that done because I can do that at home without interruptions. It was just impossible in the office.”

Teleworker
“Since much of my work is researching, writing, and editing, I felt my job was ideal for teleworking.”


Teleworker
The following discussion will help you assess whether you can accomplish your job at an alternate site. Many people’s jobs adapt well to teleworking. This often requires scheduling certain tasks for certain days. If you can arrange 1 or 2 days that are free from face-to-face meetings and the use of specific equipment and files that can’t leave the central office, then you can most likely telework. If your job depends mainly on stationary equipment (lift operator or line worker) or consistent face-to-face interaction, then it will be difficult to telework. 

Be open minded and don’t exclude your job because it doesn’t at first appear to be a perfect fit. By keeping an open mind, new teleworking opportunities may appear. For instance, you may not usually think of a parking enforcement officer’s job as one that can be done at an alternate site. Parking officers in the City of Redmond, Washington, do just that, spending 1 day each week entering data into computers. The city provides them with a pool of available portable computers so they can do the data entry from home. Ask yourself, “How can I create at least 1 work day at home or at an alternate site?” 

In reading through the following attributes, see which ones fit your situation. You may be able to identify additional attributes in your own job that would lend themselves to teleworking.

· Schedule Face-to-Face Interactions on Specified Days of the Week. If your face-to-face interactions can be saved for 2 or 3 days per week, then your remaining days can be free for teleworking.

· Use Telecommunications Technology to Substitute for Face-to-Face Interactions. Remember that audio and video conference calls can replace many in-person meetings. Any necessary documents to be reviewed or exchanged during the meeting can be sent ahead of time by fax or E-mail.

· Meet Internal and External Client Needs While Teleworking. Some jobs require you to be in the central office every day, or require your presence at unpredictable times. There may be little flexibility if your clients have rigid schedules or they drop by your office without notice. There may be more flexibility in meeting co-workers’ needs. Your absence may motivate co-workers to solve their own problems, or sometimes problems may be resolved with a telephone call.

· Schedule the Use of Resources That Stay in the Central Office. These resources might include drafting boards, large resource books and materials, and files with security requirements. If you need access to special resources only 3 days a week, then perhaps you can telework 2 days a week. 

· Set Clear Work Objectives. A successful way to assess job performance of a teleworking position, as well as a non-teleworking position, is to develop goals and objectives, with time lines and clearly stated expectations.

· Control Your Own Work Flow. Do you have the ability to schedule your work flow? Jobs that require immediate feedback or comment may not be suited to teleworking unless you can effectively provide or receive this feedback by telephone, E-mail, or fax.

· Benefit From Quiet or Uninterrupted Time. For some jobs, having uninterrupted time improves concentration, production, and quality of work. Teleworkers linked to the computer at the central office can increase productivity by accessing the mainframe during off-peak hours.

· Set Clearly Defined Tasks for Teleworking Days. By focusing expectations on the tasks to be completed and products to be delivered, you and your supervisor will share a sense of progress and success on both teleworking and non-teleworking work days. Here’s a list of tasks that can be done from an alternate work site:

analysis
maintaining data bases


auditing reports
meeting with clients

batch work
preparing budgets

calculating
preparing/monitoring contracts

computer programming
project management

conducting business by telephone
reading

data entry 
record keeping

design work
research

dictating
sending/receiving E-mail

editing
spreadsheet analysis

evaluations 
typing

field visits
word processing

graphics
writing

Section 7 — Attributes of a Successful Teleworker 

 “I was comfortable giving my employee a chance to telework because she is a very motivated, conscientious person. I don’t need to be concerned about her doing a good job on her own.”

Supervisor

If you’re finding that your job is well suited to teleworking, continue the exploration process by considering your own personality. Are you going to be content working in a new environment? Will you be able to get your job done? Review the following list of attributes that have been found to adapt well to teleworking. Remember that your personality traits won’t change just because you’re working offsite. As a matter of fact, they may become more apparent. For example, if you’re a workaholic, you may work even more as a teleworker because there will be even fewer cues to end the work day. On the other hand, if you need cues to settle down to work in the morning, the lack of structure while teleworking may make this even more difficult. Just as in the examples for job attributes, you may identify some other traits that will work for you. If a trait is the opposite of you, consider what affect this will have on teleworking. 

· Self-Motivated and Responsible. You should be able to accomplish your assignments and set a pace that is comfortable and productive. You need self-control so that you don’t work too little or, in the case of many teleworkers, too much. If you have a drinking, drug, or eating problem, you’re not a good candidate for teleworking. 

· Results Oriented. Successful teleworkers are comfortable setting priorities and deadlines. By focusing on the results of your work rather than on the process, it may be easier to adjust to teleworking.


· Can Work Independently. Successful teleworkers are competent workers who don’t need close supervision at all times. 

· Familiar and Comfortable With Your Job. If you already understand and have experience with your job responsibilities, you will probably have fewer questions and need less contact with the central office. 

· Knowledgeable About Your Organization’s Procedures. When you are offsite and problems arise, you need to know what resources are available to resolve them and how to access these resources. If you have established relationships with co-workers, you will know which co-workers to ask for assistance, feel comfortable asking, and better understand a co-worker’s needs or concerns. If you’re new to a work group or organization you may feel isolated and out of touch. Before starting to telework, you probably need to establish work, communication, and social patterns with co-workers.

· Successful in Current Position. Current job performance can be a very strong indicator for your performance as a teleworker. If you’re successful working in the office you probably have a clear understanding of your responsibilities and have developed successful work habits. 

· Effective Communicator. Successful teleworking requires effective communication. As a teleworker, you’re primarily responsible for keeping your supervisor, co-workers, support staff, and clients aware of your activities and schedule. You may have assistance with this, but other staff will expect you to take the initiative in both updating others on your activities and staying up to date on their activities. 

· Adaptable. Teleworking will change your daily routine, work environment, work flow, and personal interactions. If you’re capable of working with changing routines and environments you will adapt better to teleworking. If you prefer some distractions or personal interaction during the day, you may not adapt well to teleworking from an empty home. A telework center or satellite office may be more suitable. 

· Committed to Teleworking. Ensuring that teleworking succeeds requires you to plan ahead and establish effective communication and work flow patterns. For example, communication systems between you and your co-workers, supervisor, and clients should be worked out to ensure that these groups still have access to you while you’re offsite.

Section 8 — Attributes of a Successful Supervisor of Teleworkers 

 “Be involved with the teleworker in planning work to be done at home. It may only need to be a 5-minute meeting. I’m more results oriented now. Teleworking has shifted the way I look at non-teleworkers.” 

Supervisor

 “It helps to have an enthusiastic, encouraging boss. My supervisor has been supportive from the start. And I think a key to success in teleworking is maintaining good communication.”

Teleworker
For teleworking to work smoothly, your supervisor needs to be involved and committed to the process. Supervisors are the second half of the teleworking team. This section focuses on desirable characteristics in a supervisor of teleworkers. As you read through the list, try to assess how your supervisor’s management style will integrate with teleworking. 

· Trusts Employees. Your supervisor needs to trust that you’ll perform your duties while away from their direct contact.

· Has a Results-Oriented Management Style. Your supervisor won’t be able to monitor your work process when you telework. Therefore, he or she should focus on the results of your work. To successfully manage by results, supervisors should establish clear, measurable objectives and desired results.

· Applies a Flexible Management Approach. Teleworking can create unique situations that require new approaches and solutions. A supervisor needs to generate solutions and/or accept employee-generated solutions. 

· Keeps an Open, Positive Attitude Toward Teleworking. Your supervisor should understand the potential benefits and problems associated with implementing teleworking and be willing to try teleworking as a work option. 

· Tries To Accommodate Teleworking Schedules. In the early stages of teleworking there may be additional planning needs. Your supervisor should be willing to examine his or her own work schedule and possibly those of co-workers for their possible impact on you. Your supervisor should also be willing to work with you to establish workloads and meeting schedules so that you have appropriate tasks to do on teleworking days and can attend meetings on non-teleworking days. Where there are conflicts, the needs of the business will normally take precedence over the needs of the teleworker, but the successful supervisor will plan to minimize these conflicts.

· Provides Timely and Constructive Feedback. Your absence from the central office limits the opportunities for ongoing performance appraisal. Your supervisor should be willing to establish a system for providing timely feedback to you. Feedback should remain the same or increase when teleworking begins to ensure the successful implementation of this new work arrangement. 

· Facilitates Open Communication. Your supervisor should be honest and assertive when discussing difficulties he or she is having with your approach to teleworking. Communication should be encouraged among all who are affected by teleworking—the supervisor, the teleworker, co-workers, and support staff.

Section 9 — Comparing Questionnaire Responses

After you and your supervisor have completed the questionnaires located at the end of the selection guides, you can compare responses and honestly discuss differences of opinion. These questionnaires aren’t meant to be scored; they’re for comparison purposes only. 

If you and your supervisor agree with most of each other’s questionnaire responses and find no serious barriers, then you should feel confident committing to teleworking and following the next step of the application process. This doesn’t mean that you won’t still have a few questions to be answered about teleworking. The training session, a vital element to successful teleworking, provides a forum to have your questions answered and learn about smoothing the transition to teleworking. 

If you and your supervisor identify some areas of concern, honestly discuss these areas, brainstorm approaches, and be willing to compromise. Then decide whether you should try teleworking. If you decide to try it, make sure that the approaches you agreed on are included in the teleworking agreement that you’ll negotiate with your supervisor during the training session or other designated time.

Section 10 — Preparing a Teleworking Justification

After you and your supervisor decide to form a teleworking team, you may have to present your case to a review committee or other individuals who will select teleworking teams. Your organization may require a short proposal, or justification. Your teleworking justification could include the following statements:

· You meet the eligibility criteria

· You and your supervisor read and signed the teleworking policy document

· The reasons why you’d be an effective teleworker
· The reasons why your supervisor would be an effective teleworking supervisor

· The benefits that this teleworking arrangement provides for your organization

· The signatures of you and your supervisor

Section 11 — Completing the Selection Questionnaire

My Job

1.
I would like to telework:


 twice per month


 one day per week


 two days per week


 three days per week


 four days per week


 other (specify 

2.
I can schedule (or influence the schedule) of face-to-face meetings to free up the number of days checked in Question 1:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

3.
I can organize my work so that I do not need equipment, files, or other stationary resources located at the central office on the number of days checked in Question 1:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

4.
My job requires that I work with confidential information or materials:


 yes

 no


If yes, I can arrange my schedule to accomplish this confidential work on the days when I work in the office, or I can arrange to take this information with me on teleworking days:


 yes

 no

5.
My projects usually have discrete time lines and deadlines:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

6.
My co-workers, managers, clients, or customers call me with questions or requests that I can respond to only while at the central office:


 seldom


 twice per month


 one day per week


 two days per week


 three days per week


 four days per week


 daily

7.
Someone else at my central office could resolve, or be trained to resolve, the matters mentioned in Question 6:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

8.
My work group has discussed the potential impacts of teleworking and supports the teleworking program:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

9.  I could do the following tasks during my teleworking days:


 analysis



 maintaining data bases


 auditing reports



 meeting with clients


 batch work




 preparing budgets


 calculating




 preparing/monitoring contracts


 computer programming

 
 project management


 conducting business by telephone

 reading


 data entry




 record keeping


 design work planning



 research


 dictating



sending/receiving email


 editing




 
 spreadsheet analysis


 evaluations




 typing


 field visits




 word processing


 graphics




 writing


 other (please list)

10.
I am a supervisor:      yes          no


If yes, teleworking may affect my supervision of employees in the following ways:

	

	


11.
Teleworking will change the way I do my job in the following ways:

	

	


My Personality

12.
I would feel isolated on teleworking days without social interaction at the central office:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

13.
The following best describes my knowledge of my job:


 new to my job and still learning how to do it


 know much of what my job requires, but still need instruction in some areas


 know my job very well

14.
I fully understand the procedures and policies of my organization:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

15.
I am comfortable discussing problems with co-workers and supervisors:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

16.
I tend to overdo things, such as work, hobbies, or cravings:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

17.
I would be comfortable working at home:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

18.
I would be comfortable working at a telework center or satellite office:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly

My Home Environment

19.
My family (or household members) are supportive of my working at home:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly


 not applicable

20.
My working at home will have an impact on the activities of household members:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly


 not applicable

21.
If others will be home, I am concerned about potential distractions while I am working:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly


 not applicable

22.
I have a suitable room, or part of a room, for a home office:


 agree strongly


 agree somewhat


 disagree somewhat


 disagree strongly


 not applicable

23.
I need, and/or already have, the following equipment to work at home on my teleworking days:

	
	I Need
	I Already Have at Home


computer




software used at central office




(please list):

modem




second telephone (voice/modem)




call waiting




voice mail




answering machine




printer




fax machine




other (please list):

Telework Centers or Satellite Offices

24.
I have the option of using another work site that is closer to my home than the central office (such as a telework center or satellite office):


 yes

 no


If yes, this site will accommodate my needs:



 yes

 no

Traveling to Work

25.
I need to drop off and pick up others during my commute to or from work at the central office:


 never


 rarely


 twice per month


 one day per week


 two days per week


 three days per week


 four days per week


 five or more days per week

26.
I would continue to make these trips even if I teleworkd:


 yes

 no

27.
I am in a vanpool:


 yes

 no
 (skip to Question 29)

28.
Teleworking would affect my vanpool arrangements in the following way:



 I would drop out of my vanpool.



 I would continue to be in a vanpool, but would have to pay even on those days when I    telework.



 I would continue to be in a vanpool, but would pay only for the days I ride.



 Other (please explain 

29.
I am in a carpool:



 yes

 no 
(skip to Question 31)

30.
Teleworking would affect my carpool arrangements in the following way:



 I would drop out of my carpool.



 My carpool schedule could be arranged to fit my teleworking schedule.



 Other (please explain 

My Supervisor

31.
My supervisor manages by evaluating results rather than activity:



 agree strongly



 agree somewhat



 disagree somewhat



 disagree strongly

32.
I understand my supervisor’s expectations for project priorities, approaches, and expected time lines:



 agree strongly



 agree somewhat



 disagree somewhat



 disagree strongly

33.
I am comfortable with the ways my supervisor communicates with me (planned or impromptu meetings, telephone, E-mail, voice mail):



 agree strongly



 agree somewhat



 disagree somewhat



 disagree strongly

34.
I am comfortable with the frequency of communication and feedback between me and my supervisor:



 agree strongly



 agree somewhat



 disagree somewhat



 disagree strongly

35.
My supervisor seems comfortable with discussing problems with me:



 agree strongly



 agree somewhat



 disagree somewhat



 disagree strongly

36.
My supervisor is willing to try teleworking in our work group:



 agree strongly



 agree somewhat



 disagree somewhat



 disagree strongly

37.
I have the following specific concerns about teleworking that I want to discuss with my supervisor or co-workers:
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