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Maximising the benefits of flexible work location





Telework Implementation
Telework guidelines template
The following template has been prepared to supplement the Better Practice Guidelines provided on the Telework Australia website (www.teleworkaustralia.net.au).  It provides an illustration of what an organisation’s telework guidelines may look like and what could be covered.  Replace the italic or blue text with information relevant to your organisation.

---------------------------------------------------------------------------------------------
Name of organisation Telework Guidelines
A.  Introduction

1. Teleworking is a voluntary and co-operative arrangement between an employee and his or her manager – a mutual partnership rather than a right, privilege or entitlement. Name of organisation understands that the implementation of telework could result in major changes for both the organisation and the individual. Teleworking arrangements will be phased in for all participants, only becoming a permanent arrangement following an agreed trial period.

2. Preliminary discussion and analysis of the objectives and motivations of both the teleworker and Name of organisation will be necessary to ensure that telework will be an appropriate solution and that work performance will not suffer.

B.  Approval and termination

1. Each individual employee must satisfy all eligibility requirements and discuss the proposed arrangement with his or her manager. Following approval, an agreement is to be signed between the employee and his or her manager. This agreement will set out the terms and conditions for continued approval of teleworking.

2. Each manager has the sole right to approve or reject any of his or her subordinates for teleworking. However, teleworking can only be denied if potential problems can be clearly stated. Such problems might include the demands and opportunities of the job, work group or organisation or the employee’s past and present levels of performance. A cost-benefit analysis (for both the organisation and the employee, including intangible costs and benefits) may also influence the manager’s decision. If this cost-benefit analysis later proves to be inaccurate, termination of the teleworking arrangement may be considered. (The analysis will be reviewed regularly.)

3. Approval for telework does not change the basic terms and conditions of an employee’s relationship to Name of organisation, nor does it change an employee’s salary, job responsibilities, fringe benefits, or other job-related perquisites. Remuneration, holiday and leave entitlements, and promotion prospects are not affected by the teleworking arrangement.

4. Teleworking may be terminated at any time, with one month’s notice, by either the employer or the employee. Such termination will have no prejudicial impact regarding future assignments, promotions, pay increases, or other employment matters.

C.  Work hours

1. Teleworkers will normally work off-site for a maximum of three days per week. (Fewer days could be teleworked during the pilot, if there is one. The arrangement could also be based around hours per week or month instead of days.) 
2. Teleworkers will not be permitted to work full time from off-site locations, except during relatively short periods of time for compelling reasons such as medical leave.  

3. Recognising that individuals need ritual, teleworkers will schedule and agree regular weekly working hours, including start and stop times (or ‘core time’), both in the office and off-site.

D.  Performance

A teleworker’s performance is measured by results, not by hours spent in a particular office. To this end, jobs suitable for teleworking generally contain clearly defined tasks, responsibilities, and products or outputs.  

Managing the performance of teleworkers should normally require only minor amendments to existing organisation processes. However, it may be necessary to spell out the management procedures within these guidelines. The following clauses provide one approach.

1. Teleworkers and their managers will establish clear measurement and communication procedures for their off-site hours. In conformance with results-oriented management, team based objectives will be incorporated and job expectation statements prepared.  

2. Targets and to-do lists will be agreed between the employee and his or her manager and set out in writing, as and when required (normally following review meetings). 

3. On-going performance of the requirements of the job as stated below, to the standards and criteria listed, shall be required:

Duties [as per current job description]
Standards/criteria
. . .
. . .
. . .
. . .
. . .
. . .

4. Should additional or excess tasks be required within an allocated time-frame, overtime allowances are to be credited in accordance with current organisation practice.
5. Review meetings will take place every week / fortnight / month / three months / six months / twelve months or as per existing organisation policy. All current goals and performance will be discussed and new goals and deadlines set as applicable.

The success of the telework initiative will also depend upon the development and use of satisfactory communication systems between teleworkers and related support staff.

6. On-going communication between the teleworker, the manager, team members, and other co-workers will take place as per the following substitution chart:

Management briefing and review meetings – scheduled meetings on days in office
Team discussions – scheduled meetings on days teleworker is in the office
Informal and as-and-when discussions – phone, fax, e-mail, instant Messaging, etc.
Company-wide notices – bulletin board in office, e-mail, broadcast fax
(Use of conference and video calling facilities is recognised as a viable substitute for many meetings.)

7. Where training needs are identified, for the teleworker or other involved staff, they are to be brought to the attention of management, discussed, and the necessary courses scheduled.

E.  Workspace and equipment issues

1. Teleworkers will establish and furnish a suitable off-site workspace—at home or in a suitable off-site office location—at their own expense.

2. The basic requirements of this workspace are as follows:

These requirements are up to the organisation and its occupational health and safety staff to specify.
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________

3. The workspace will be subject to manager visits (with two week’s notice) and approval is required to satisfy legal requirements relating to safe working conditions.  

4. If working in the home, the teleworker will arrange for any dependent care that may be required.

5. Equipment required by the teleworker will be provided, insured and maintained by Name of organisation and can only be used for work purposes. This includes computer, modem, business phone line and phone, mobile phone, and essential stationery.

6. All other costs, fees, etc. incurred by the teleworker or Name of organisation in connection with the teleworking arrangement will be (a) handled in accordance with existing organisation policy (if they could also affect on-site workers); or (b) discussed in advance and agreed between teleworker and manager, prior to their being incurred.

7. Recognising that variations to this sharing of costs may be necessary in some situations, these can be negotiated and included in the agreement between the employee and his or her manager.

8. Teleworkers are solely responsible for all proprietary information that they take off-site or access while working off-site. The security systems established by Name of the organisation will prevail at all times.

9. Resources and services of the on-site office will be available to the teleworker as per the following schedule:

Office space
non-personal open plan cubicle to be available on scheduled office days only?
Photocopier
as required
Computer support
as required
Other . . .
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