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In addition to position responsibilities, managers and employees should assess the professional traits and performance characteristics of the individual to understand if telework is an arrangement in which they will be successful. This document is intended to be a tool to support this decision-making process and the degree to which an employee may telework if practicable.
Note: This tool does not replace annual formal performance evaluations.
	Eligibility Factor 
	Always 
	Sometimes 
	Never 

	The employee’s position permits:

	· portable work activities that can be performed successfully outside the Central Workplace
	
	
	

	· limited need for face-to-face contact with coworkers or partners beyond virtual meetings
	
	
	

	· predictable customer interaction that can be scheduled in a way that the does not require daily Central Workplace presence
	
	
	

	· access to the appropriate equipment, records and resources at the Alternate Work Location
	
	
	

	· work from Alternate Work Location without unnecessary risk to the security of data, networks, or client confidentiality
	
	
	

	The employee demonstrates the following:

	· effective at working independently for extended periods
	
	
	

	· self-motivated
	
	
	

	· good time-management by completing assignments on time
	
	
	

	· ability to meet the organization’s quality standards 
	
	
	

	· ability to ask for assistance when needed
	
	
	

	· ability to communicate information fully and timely with leadership, coworkers, and/or customers
	
	
	

	· ability to set appropriate priorities and change priorities when needed
	
	
	

	· dependability and responsibility by meeting attendance standards
	
	
	

	· ability to maintain connections with work group or team while teleworking
	
	
	

	· computer skills sufficient to work independently at an Alternate Work Location
	
	
	

	· ability to consistently abide by Milwaukee County policies, rules, regulations and standards including department work rules 
	
	
	

	The employee can successfully establish and maintain an Alternate Work Location that:

	· provides adequate workspace (Appendix D) and furnishing to perform daily work
	
	
	

	· is relatively free of interruptions and distractions that would affect work performance
	
	
	

	· has appropriate internet access to perform daily work
	
	
	

	· has the same or greater privacy and confidentiality measures in place as the Central Workplace, including designated file storage space that is not accessible to others (if applicable)
	
	
	

	· is free of recognized hazards prior to and while performing telework duties
	
	
	

	· has proper and operational smoke and carbon monoxide detectors
	
	
	


 
If the answer to any of the above factors is “sometimes” or “never,” managers and employees are encouraged to discuss the degree to which telework options may be considered, if any. The Telework Agreement Template should then be used to articulate the arrangement made if the employee will have the option to telework on a regular or occasional basis.
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