Quick Guide: Managing Teleworkers

Managing or Supervising Teleworkers

Remember that telework assignments do not change the conditions of employment or required
compliance with policies. Wherever they are located, employees who telework still receive the
same compensation and benefits; still work the same designated number of hours; and still
have to comply with state policies. Requirements and approvals to work overtime, make
schedule adjustments, and use leave are the same as for non-telework employees

Before an employee can start teleworking, you and the employee must complete a telework
agreement. This work agreement is a written document between the you and employee that
detailstheterms aQG FRQGLWLRQV R Iwdrkaday fRoB @drn tertifiMvorkplace.
Work agreements are required for telework, check with your human resources (HR) department
for support and guidance on completing \R X U D J Hé)wofvagreement.

Managing or supervising teleworkers means
focusing on results!

Establish clear work expectations. Be clear and
specific about your expectations in terms of the
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