


7.  Be sure to include teleworkers in day-to-day 
acvies.  Use technology for staying in touch with 
teleworkers.  Keep an eye out for teleworkers who 
feel isolated.  

8.  Mai8.  Maintain a sense of control even when employees 
are out-of-site.  Develop locaon-independent ways 
to measure employee performance and results.  Use 
telework agreements as an opportunity to opmize 
your management skills.

9.  Plan meengs and other team acvies further in 
advance.

10.  When you have the opportunit10.  When you have the opportunity, telework 
yourself to get insight as to the benefits and 
challenges of teleworking.

Introducon

When used properly, telework can be a powerful 
tool to promote employee sasfacon and 
engagement.  

This brochure serves as a guide to assist manage-
ment in effecvely using this valuable tool.

Telework - An Effecve Employee 
Sasfacon and Engagement Tool

1.  1.  Take a strategic approach to implemenng 
telework.  Consider the needs and work of the 
organizaon, rather than granng or denying 
telework requests one by one.  A reacve approach 
could raise the issue of fairness.

2.  2.  Trust your employees.  Ask them to assist in 
assessing the needs of the work group and devel-
oping soluons for barriers to telework.  

3.  Work with the employee to create a wrien 
telework agreement.  Evaluate the arrangement 
periodically; make changes in the agreement, when 
necessary.  When a telework agreement is termi-
nated, ensure the decision is based on business 
reasons, e.g., an employee’s poor performance or a 
change in the nature of the work.

4.  Ensure assignments are delegated fairly among 
teleworker and among non-teleworkers.   

5.  Encourage communicaon within teams to 
promote teamwork and ensure teleworkers are 
kept informed.  Transion teamwork toward more 
electronic-based collaboraon. 

6.  Communi6.  Communicate expectaons to employees 
regarding their roles and responsibilies and the 
products and deliverables that will be used to 
measure producvity.  Focus objecves and 
expectaons on short-term, project-based goals.  


