Sample Telework Suitability worksheet

1. Do you have quiet space in your house where you can work free of interruptions?

Yes____      No____

2. Do you feel there is a time of day when you are most productive?

Yes____      No____

If yes, what time of day is it? __________

3. How comfortable do you feel working on your own?

______  Very comfortable

______  Comfortable

______  somewhat comfortable

______  Not at all comfortable

______  Uneasy

4. Check below if you are more comfortable:

______ Meeting with people to solve problems

______ Solving problems on your own

5. Does your job require you to meet with other people often?

Yes____      No____

6. Do you feel you work best…

_______ ...in spurts of activity

_______ ...by pacing yourself?

7. Do you have a lot of short notice, turnaround assignments?

Yes____      No____

8. Do you prefer to…

_____ …concentrate intently on a project until it is done?

_____ …take the project a little at a time with breaks in between?

9. Do your job activities allow you to create milestones and other measurable criteria of completion?

Yes____      No____

10. How much do you feel you need the support a traditional office environment provides?

______  definitely don’t need it

______  like it, but don’t need it

______  would prefer to have it 

______  need it to be effective

______  cannot work without it

11. How likely are you to be a workaholic?

______ Very likely  _____ Not very likely

12. Do you consider yourself a well-organize work planner?

Yes____      No____

13. When planning your work schedule, which do you prefer?

______  consult with someone else

______  do it on your own

14. Are you part of a work team?

Yes____      No____

15. Does your office have regular staff meetings?

Yes____      No____

16. Do you and your manager communicate via e-mail on a regular basis?

Yes____      No____

17. Do you meet deadlines for the completion of your work?

______ Always

______ Sometimes

______ Frequently 

______ Almost never

______ Usually

3.2 Reviewing Job Function Suitability 

When you telework, you are responsible to ensure that the work arrangement is successful for you and your work team. There are some job functions that may require special equipment or access to resources available in the office only or some other functions that may be better conducted in a quiet spot away from a distracting office environment. 

Complete the following Job Function Task Suitability worksheet. This exercise will help you confirm whether you have tasks that are better suited for teleworking or working in the office.

	Job

Functions
	Task 1

__________
	Task 2

__________
	Task 3

_________

	· Tasks or functions are project orientated (independently performed)
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never

	· Work can be scheduled or time controlled
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never

	· Quantity and quality of performance are measurable
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never

	· Other employee functions are affected by telework arrangements
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never

	· Need for specialized material or equipment is critical
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never

	· Need for face-to-face interaction is significant
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
	· Yes, always

___ % of time

· No, never
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