Teleworker Assessment –Manager
“Is Your Employee Ready for Telework?”

Sending an employee home to telework for the first time can be daunting. As a manager, how do you know if he or she will struggle or thrive working outside of the office? Will his/her productivity, attention to clients, or customer service suffer? Will your team become disjointed and divided? Although common concerns, these problems can all be easily avoided with advance planning, employee training, and of course, identifying the right type of position and person to telework. Review this questionnaire as an important step in the process of identifying whether your employee is ready for telework. 
	QUESTION
	YES
	NO

	1. Does the employee spend at least part of his/her time working at a desk/workstation?
	
	

	2. Does the employee’s job involve large blocks of time where he/she is working independently of others?
	
	

	3. Does the employee conduct the majority of his/her communication via phone and/or email?
	
	

	4. Does the employee’s job require minimal in-person communication and face-to-face meetings?  
	
	

	5. Is the employee able to work effectively without close supervision? 
	
	

	6. Are you comfortable managing without being able to visually see the person working? 
	
	

	7. Has the employee consistently met or exceeded expectations with regards to job performance?
	
	

	8. Is the employee comfortable and experienced with his/her current role and responsibilities?
	
	

	9. Does the employee have strong skills in planning, organizing, and prioritizing work?
	
	

	10. Does the employee have strong communication skills?
	
	

	11. Does the employee have strong skills in problem solving?
	
	

	12. Has the employee demonstrated the ability to manage his/her time effectively and consistently meet deadlines?
	
	

	13. Do the employee’s job duties include clearly defined tasks or can you create clearly defined tasks they can do teleworking?
	
	

	14. Does the employee have specific job performance measures or targets that you can assess their performance whether or not you see them face-to-face?
	
	

	15. Do you have a good working relationship with your employee?
	
	

	16. Does the employee have good working relationships with his/her colleagues?
	
	

	17. Can the employee attend meetings remotely through teleconferencing, video calls, or online meeting services?
	
	

	18. Do the employee’s job duties involve minimal information security risks or does the employee have a way to connect securely to your organization’s information? 
	
	

	19. Do the employee’s job duties involve minimal environmental, health, and safety risks?
	
	

	20. Will the employee have access to all the technology, equipment, and technical support he/she needs to do his/her job effectively while teleworking?
	
	

	21. Does the individual comply with all security, safety, and other company policies?
	
	


If you have answered “Yes” to 75% or more of these questions, your employee is most likely well suited to a teleworking arrangement. 
