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Telework Implementation
A possible action plan

This action plan template has been prepared to supplement the guide to Better Telework Practice provided on the Telework Australia website (www.teleworkaustralia.net.au). It provides an illustration of the phases that can be involved in implementing a telework initiative however, is not the only action plan that could be followed.  You can edit or amend this template with information relevant to your organisation.

In this template, it has been assumed that the steering committee will meet fortnightly. It may be possible to undertake some of the suggested steps simultaneously. It should also be noted that the more research done before starting the implementation process, the faster you could move through the steps. Getting help from a knowledgeable professional can make progress faster.
---------------------------------------------------------------------------------------------
Telework Implementation Action Plan

	Step
	Time allowed
	Start
	Finish
	Notes
	Done


Project initiation


	Background research
	1 month
	
	
	
	

	Setting up Telework Steering Committee
	1 week
	
	
	
	

	First Steering Committee meeting 
	
	
	
	
	

	Developing a model for the telework initiative
	2 weeks
	
	
	
	

	Developing a budget
	2 weeks
	
	
	
	

	Discussion with senior management
	
	
	
	
	


Drafting key documents—phase 1
	Developing draft telework policy and guidelines
	2 weeks
	
	
	
	

	Preparing draft staff selection questionnaire
	2 weeks
	
	
	
	

	Staff consultation
	1 month
	
	
	
	


Drafting key documents—phase 2
	Finalising interim telework policy, guidelines, and staff questionnaire
	2 weeks
	
	
	
	

	Developing draft telework agreement forms
	2 weeks
	
	
	
	

	Management and staff consultation
	1 month
	
	
	
	

	Finalising interim documents
	
	
	
	
	


Initiating the telework initiative
	Call for volunteers to start
	
	
	
	
	

	Staff assessment
	2 weeks
	
	
	
	

	Obtaining the necessary technology
	
	
	
	
	

	Signing agreements for the first teleworkers
	
	
	
	
	

	Staff training
	
	
	
	
	

	Setting up off-site or home offices
	
	
	
	
	

	Telework starts, based on interim documents
	
	
	
	
	

	Party to celebrate
	
	
	
	
	


Evaluation period
	First evaluation 
	
	3 months after start
	
	

	Call for next group of volunteers
	
	
	
	
	

	Second evaluation
	
	6 months after start
	
	


Make the telework initiative ‘normal’
	Make interim telework documents ‘final’ and build into standard company practice.
	
	
	
	
	

	Distribute telework policy, guidelines and questionnaire to all staff
	
	
	
	
	

	Subsequent evaluations and amendments, if necessary
	
	Every 6 months
	
	


[image: image3.jpg]



www.teleworkaustralia.net.au

Action Plan: Page1
[image: image1.jpg]



www.teleworkaustralia.net.au

Action Plan: Page2

[image: image1.jpg][image: image2.jpg][image: image3.jpg]