1:1 Telework Assessment Template
Supervisor Instructions: The following questions may be helpful during 1:1 session to review the telework progress and implementation. 
General
· Is teleworking going ok for you? Is your team responding well to your teleworking? What is working well? What is not working well?
· Are you comfortable working alone for the number of days you have requested to telework? 
· Do you feel satisfied with your social interaction from your coworkers? What would you like to see differently?
· How does your teleworking affect your coworkers? Is completion of their work being delayed because they must wait for you to be physically in the office to assist them? Are they doing extra work because of your teleworking?
Self-Management
· Do you find it harder or easier to prioritize your work with minimal direct supervision?
· Are you organized at work?
· Are you planning and managing your time effectively?
· Are you meeting schedules and deadlines?
Technology
· Do you feel comfortable with the current technologies?
· Is there additional equipment or software needed for effective telework?
· Do you have any WIFI connection issues during telework at your alternative location?
· Do you have access to all the folders and files you need to effectively complete your work?
Communication
· Do you feel you have the ability to ensure good communication with your manager, co-workers, and the people we serve? How has communication been with your manager, supervisor, co-workers, and customers while teleworking? What could use improvement? 
· [bookmark: _GoBack]Are you able to meet the expectations (previously discussed) in return emails, calls, and other messages in a timely manner? 
Appropriate Space
· Is your alternative telework office space conducive to getting your work done?
· Is your alternative telework office space safe?
· Is your alternative telework office space free of distractions?
· Does your alternative telework office equipment provide proper ergonomics? If not, please describe what is not working for you and what you would like to see as a solution. 
