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Common Telework Questions & Answers 
	Getting started

	Q: 	How do I get started?

	A: Teleworking is a voluntary option for interested employees in eligible positions. A Telework Self-Assessment tool helps you decide if telework is a good fit for you. If you believe you are a good telework candidate, talk to your supervisor and make a formal request by completing the Telework Application and submitting it to your supervisor.


	Q: How do I prepare to discuss telework with my supervisor? 

	A: Identify how a telework arrangement will be good for (employer name) and your team. Remember that a telework arrangement must be made on a voluntary basis by both supervisor and employee. For it to be successful, both parties must feel comfortable with it.


	Q: What is a Telework Participant Agreement and do I need one?
	A:  Yes. You and your supervisor must first discuss the telework application and, if the application is approved, work together to complete the Telework Agreement form. The Telework Participant Agreement clearly establishes the roles and responsibilities between a telework employee and their supervisor. Some organizations may require the delegated authority to have the final approval.  


	Q: How long does the telework agreement last?


	A:  The Telework Agreement lasts one year or until any of the following conditions occurs:
· The employee requests in writing that the telework agreement be withdrawn. 
· The supervisor informs the employee in writing that the telework agreement will be withdrawn. 
	The agreement can be renewed after one year.


	Q: 	How does my supervisor monitor my work?
	A:  As a teleworker you are required to report the work you plan to accomplish and what you actually accomplish for each telework day, using a form provided. Send the form to your supervisor via email each day you telework. Your work will also be monitored based on current performance measures that your supervisor uses in your performance evaluation. Supervisors will manage by results.


	Teleworking from home

	Q: 	Do I need a dedicated area to work?
	A: 	Telework employees must maintain at least one dedicated, out-of-office work site that is safe and ergonomic.


	[bookmark: _Toc323726710]Q: 	 Do I need child/dependent care to work from home?

	A: 	Yes. If you have a child or dependent at your home that needs supervision, family responsibilities must be arranged so as not to interfere with work time.

	Q: 	How do I track my hours for my supervisor?
	A: 	The rules around positive reporting of hours for overtime eligible employees do not change with Telework. Continue to follow the existing polices.


	[bookmark: _Toc208202090][bookmark: _Toc299967511]Q: 	Am I required to be available at any time during my work hours? 
	A: 	Yes. You must be available during your scheduled work hours defined by your work schedule. This includes being available for supervision as well as coworkers. Contact information should be provided to your supervisor, coworkers and customers for your telework day(s).


	Q: 	When teleworking can my supervisor call me back to my duty station?


	A: 	Yes. Your supervisor can request (within reason) for you to return to your duty station on your telework day at any time for any reason. You can also be asked in advance to report to your duty station instead of your telework location. It is up to your supervisor if you can change your telework day to accommodate the request.  


	Q: 	If I am requested to 	report to my duty 	station during my 	telework day is travel 	considered work 	time?

	A: 	No, if the request is made in advance of your telework day travel to the duty station is considered commute time. 
	Yes, if the request is made during your telework day, travel to the duty station would be considered work time (like travel to a meeting) but the return trip to your home is considered commute time.


	Q: 	How do I handle (employer name) or customer information when I’m working at home?

	A: 	Just like in the office, the teleworker is responsible for maintaining confidentiality and security at the dedicated telework place. Information Technology policy and Internet and technology use policies apply to teleworking, as they would in the primary work place.  In addition, (employer name) has determined that storage of (employer name) data on non-(employer name) owned or leased computing devices is prohibited.


	Q:  Is my personal equipment subject to review during a public disclosure request?
	A: 	Using (employer name)  remote access tools like Citrix or Outlook webmail from your personal equipment will eliminate this risk. If you save (employer name)-related work files on your personal equipment and/or use your personal email for work-related communications, your personal equipment could be reviewed in an E-discovery records request.


	Q: 	If I fall or have an accident teleworking, who is liable?

	A: 	Each employee’s telework space is an extension of their agency workspace only when used for work. Employees may therefore be covered for workers compensation if they are injured while performing work on behalf of the employer in the employee’s home workspace during teleworking hours.
	The (employer name) is not responsible for injuries to family members, visitors or others at the employee’s home workspace.


	Q: 	One of the forms is a safety assessment. Does my home have to meet those requirements?
	A: 	Yes. Telework employees must verify that home facilities used for telework purposes are safe and suitable for their work. Managers should not approve telework if the alternate worksite is not suited for productive work.
		

	[bookmark: _Toc208202096][bookmark: _Toc299967518]Q: 	Are there any ergonomic considerations for a home workspace? 
	A: 	Work spaces are expected to meet the ergonomic needs of the telework employee. If the work site does not meet those needs, then that site may not be available for telework. The safety checklist will contain some basic ergonomic questions to raise 


	Technology

	Q: 	Do I have to provide my own computing equipment, or will the state provide it?

	A: 	You can use your own equipment or use (employer name)-owned computing assets (when available) to conduct (employer name) business. The employee assumes all of the costs for teleworking other than those defined in the telework agreement.

	[bookmark: _Toc299967531]Q: 	How do I request computing equipment for Teleworking?

	A: 	Telework employee should discuss their equipment needs with their supervisor. The employer may not be able to provide or to purchase all of the needed equipment. 


	[bookmark: _Toc299967540]Q: 	How do I connect to the network and to the applications I use most frequently?
	A: 	There are a variety of methods for connecting to the (employer name) network to gain access to your shared drives, as well as gaining access to the computer programs used in the execution of job duties. The three tools available are Outlook webmail; Citrix; and virtual personal network. Details on these tools can be found at www....


	[bookmark: _Toc299967534]Q: 	Will someone assist me in setting up my computer?

	A: 	A Remote Access User Guidance is available to assist in setting up your computer. If you have trouble, contact the IT helpdesk or visit the Network Remote Access Options page on the intranet.


	[bookmark: _Toc208202112][bookmark: _Toc299967537]Q: 	What type of Internet connection do I need?

	A: 	If the majority of your job requires needing an Internet connection to perform your duties efficiently, then high speed internet access is recommended. To be productive at home, you must be able to access information quickly. Job duties that require use of large applications and data transfers may need a 5.0 mbps or more speed. 


	[bookmark: _Toc208202106][bookmark: _Toc299967532]Q: 	Can I have dual monitors if I work at home?
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Q: Can my work phone be forwarded?


	A: 	Telework employees will need to work with their supervisor and IT staff to determine the availability of monitors or if employee owned monitors can be hooked into a state computer or used with the remote access tools. 
A: Yes. Your office phone can be forwarded to a different phone if both numbers are in the same local area. See the Telework Handbook for directions. 

  

	[bookmark: _Toc208202107][bookmark: _Toc299967533]Q: 	Who do I call if I have computing problems?

	A: 	Contact the IT helpdesk, (phone/email), for technical assistance. If the problem can’t be solved in a reasonable time, inform your supervisor. If your remaining daily tasks are computer dependent, you will need to report to your duty station for the remainder of the day or use annual leave.


	[bookmark: _Toc208202111][bookmark: _Toc299967536]Q: 	If I need to upgrade my home Internet connection, who pays for it?

	A: 	The employee assumes all of the costs for teleworking, except those defined in the telework agreement. 

	Q: Can I work from a different (employer name) office?

	A: 	Yes. In some situations an alternate site may be more convenient because of reduced commute time or availability of public transportation. This would be pending availability of space, equipment, and business needs.
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