Appendix G

Telework Assessment Tool

The decision to telework should be based on the ability of an employee to work in a setting that may be in his or her home or in a telework center, without immediate supervision.  The following tool is an optional form that can be used by an employee and supervisor as a basis for discussing the option of telework and the appropriateness of this for a particular employee.  Both the employee and the supervisor should independently complete the assessment. 

Telework Assessment Tool

Please rate yourself or your employee, using the following scale:

5 (Always)
4 (Usually)
3 (Sometimes)         2 (Rarely)  
1 (Never)

1. Employee works without regular monitoring/supervision.                      

      _______

2. Employee independently identifies required work products. 

                  _______

3. Employee successfully plans work production schedule.                                           _______

4. Employee communicates roadblocks to successful completion of a task or project 

in sufficient time to allow for alterations that improve the opportunity for success. ________

5. Employee meets deadlines.






      _______

6. Employee is computer literate.

       



                  _______



  

