telework va

Many teleworkers and managers
want to knowhow effective
teleworking is on productivity.

Organizations need to establish a baseline for effectiveness. Once they’ve done so,
managers and teleworkers can compare work results against the baseline for evaluat-

ing a teleworker’s progress.

You will know you’re working effectively if specific expectations for work quantity, quality andtimeliness are established in
a work plan prior to starting telework. You and your manager can use the following factors or develop some on your own.

These factors will rate changes in your effectiveness as a teleworker.

Effectiveness Greatly Slightly Slightly Greatly
Criteria increased increased decreased decreased

1. Task Performance
e Work planning

e Work quality

* Work quantity

* Work completed

* Time spent working

2. Communications

* With manager

* With team or colleagues

* With other key relationships
* Availability for meetings

3. Motivation

e Self discipline

* Seeks additional work
* Work accountability
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(source: NWF)
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