Talking Points for Supervisors on Telework Decisions
Denying telework due to position assessment:
1. Thank you for taking the time to meet to discuss this topic.
2. As you might already know, not every position is compatible for telework. 
3. For each telework request, a position assessment is completed.
4. After reviewing your assessment, we have identified the following:
· Share the questions and answers in role assessment for their role.
5. For these reasons, we are not able to approve your position for telework at this time.
6. I realize this is not what you might have been hoping to hear, but can I answer any questions you have?
7. Let’s discuss why you were interested in teleworking and perhaps we can address these concerns in another way?

Denying telework due to employee performance or skill gap:
1. Thank you for taking the time to meet to discuss this topic.
2. As you might know, telework may be permitted when doing so benefits both the department and the employee, but is not a university-wide benefit. 
3. For each telework request, we consider both the employee’s responsibilities and performance to determine position qualification.
4. In the performance assessment, we review the following:
· Share questions from the performance assessment and the facts listed for the employee’s performance. 
· Try to give specific performance examples for each answer. 
5. For these reasons, you are not yet eligible for telework. 
6. I realize this not what you were hoping to hear, but we can revisit this in the future when performance improves and is consistent over time. 
7. Can I answer any questions?

Granting telework:
1. Thank you for taking the time to meet to discuss this topic.
2. I wanted to share with you our assessment and the decision for your telework request.
3. Based on both the position and performance assessments, we are pleased to inform you that your request for telework is approved.
4. Teleworking is a privilege granted to qualifying employees and positions when circumstances and conditions allow for success.
5. Telework approvals may be revoked by the appropriate supervisor or department head when doing so is determined to be in the university’s best interests.
6. To make sure this a right fit, we will do a formal assessment together (90 days or other determined time frame selected by supervisor) after the implementation.
7. During that assessment, these are the questions we will review:
a. Share Telework 1:1 Questions template.
8. Do you have any questions about this assessment?
a. Review the Telework Agreement Form and sign.
· All teleworking employees must arrange an appropriate and safe workspace at their home or alternate location that ensures their productivity and the security of university information. For example, teleworking employees must be able to take telephone calls and participate in video conferencing with minimal distraction and while maintaining appropriate confidentiality. If you have questions of how to set up your workspace, take a look at the Teleworking Site Evaluation Checklist, and if needed consult with the Office of Environmental Health and Safety. 
b. Review Telework Site Checklist. 
9. University equipment located at alternative work locations is subject to all applicable rules and restrictions. While teleworking, you are responsible for any state-owned equipment and software used at their remote work site and are personally responsible for any such equipment that is lost, stolen, or damaged due to the employee's negligence, misuse, or abuse. Please be sure to read and understand the Telework policy. 
10. [bookmark: _GoBack]During agreed upon work hours, other than reasonable break periods, you must be productive in your workspace and accessible to your supervisor, team members, and other colleagues.
a. Review Telework Expectations (schedule, communication, and meetings).
11. You will remain subject to and comply with all university policies while working from remote locations, including those that pertain to information and device security.
a. Review Telework Policy
b. Other Policies of needed.
12. Telework may require additional skills or require us to think differently. Here are some training opportunities or support you may consider:
a. Review Employee Resources website section of the telework website.
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