
	Telework Communication Expectations Plan

	Use this table to determine a communication plan with your team and customers when teleworking. 

	Topic
	Plan

	Regular communication with the team about projects, work, and other topics.
	

	Regular communication with the supervisor about projects, work and other topics.
	

	Regular communication with people that we serve.
	

	Regular social interaction with team for team building or rapport. When? How? (e.g., Slack, Zoom, video conferencing, in person)
	


	Availability for communication by phone, instant messaging (e.g., Slack), video conferencing, and email. 
	


	Meetings that require in-person participation.
	




	Use this table to determine a communication plan with your team and customers when teleworking. 

	Topic
	Plan

	Meetings that allow Zoom participation.
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	Additional meetings needed?
	

	Any schedule changes?
	


	What needs to be posted on Outlook calendar?
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