[image: ]
Telework Checklist

Employee/Supervisor Checklist 
This checklist is designed to ensure that the participant and the immediate supervisor/employee understand Telework policies and procedures. 
1.  The employee has been provided with a schedule for hours/days at the remote work site.  Choose an item. 
[bookmark: _GoBack]2.  Policies and procedures for care of equipment issued by the agency have been explained and are clearly understood. Choose an item.
3.  Policies and procedures covering classified, secure, or privacy act data have been discussed and are clearly understood. Choose an item.
4.  Requirements for an adequate and safe office space and/or area have been discussed, and the employee certifies those requirements are met. Choose an item.
5.  Performance expectations have been discussed and are clearly understood. Choose an item.
6.  The employee understands that the supervisor may terminate employee participation at any time, in accordance with negotiated agreement, if applicable.  Choose an item.

Employee's signature:                                                                      Date:                                             

Supervisor's signature:                                                                    Date:                                            
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