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TELEWORK CHECKLIST

Employee Checklist

· Sign and submit the [COMPANY NAME] Telework Agreement and follow policies outlined in the Employee Manual. 
· Read and review the [COMPANY NAME]’s Teleworking Policy. 
· Place signs on your door or computer that notify other [COMPANY NAME] employees that you are teleworking, and that you are checking emails and available by phone (list cell phone if call forwarding is not enabled).
· Update your [Outlook] calendar so that coworkers know you are teleworking.
· Forward your phone, or if that option is unavailable, call your office phone to check voicemail every 90 minutes.
· Sign in and be available online during core business hours, except for individual cases approved by your supervisor in advance.  
· Email your supervisor when signing on and off for the day. Notify your supervisor if you’re logging off to work on projects offline. 
· Complete timesheets no later than COB of the [Friday] that ends a pay period.
· Request approval from your supervisor if you would like to swap telework days.
· Commute to the office or other locations for meetings, presentations, etc. when required although it may be a telework day.

Supervisor Checklist 

· Sign and submit the [COMPANY NAME] Telework Agreement and follow policies outlined in the Employee Manual.
· Communicate the [COMPANY NAME]’s Teleworking Policy with the employee.
· Ensure that the employee has the appropriate supplies to telework and that they are in proper condition. 
· Discuss the rules of use of company equipment for telework with the employee.
· Maintain a list of the supplies and equipment provided to the employee.
· Ensure that a contingency plan is in place if/when technical issues arise while the employee is teleworking. 
· Discuss expectations around how often the employee and you will check in with each other and which tools you will use to stay in contact. 
· Inform the employee of performance expectations for the role verbally and in writing. 
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