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PRIVATE 
"Commuting to office work is obsolete.  It is now infinitely easier, cheaper and faster to ... move information to where the people are."
1
PRIVATE 

Peter F. Drucker

futurist
2
Dear Telecommuters and Supervisors:

Congratulations and welcome to the training for the State of Arizona Telecommuting Program!  You have been selected to be on the leading edge of an exciting new trend in management and travel reduction programs.

In the next few hours, you will learn that seven and one-half million people nationwide telecommute to their jobs from their homes an average of two to four days a week.  These include many professions from engineers to administrative personnel, from computer programmers to telemarketers.

The material for this training has been taken from a number of sources and it is designed to make you the best telecommuter/supervisor team possible.  This course is designed for you to take an active role and includes a number of exercises that will alert you to the issues you must consider as a telecommuter or a supervisor of a telecommuter.  Please participate in each exercise and think it through carefully before answering the questions!

Finally, please do not just answer questions, ask them!  This is an interactive class, and it is meant to help answer all of your concerns about telecommuting.  

Thank you for your willingness to participate in this exciting new program.        
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Throughout your workbook, you will find this symbol.  Make sure you think carefully about your answers to these questions, because later in the training we will ask you to transfer them to your telecommuting agreement.




The True Cost of Commuting

Hours Per Year
	ONE WAY MINUTES
	ROUND TRIP MINUTES
	HOURS PER YEAR
	EQUIVALENT 40 HOUR WEEKS
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Figures adjusted for vacation, holidays and sick leave time normally taken during a year.  Source: Working From Home by Paul and Sarah Edwards

Cents Per Mile
	PRIVATE 

VEHICLE SIZE
	ORIGINAL VEHICLE COST DEPRECIATED
	MAINTENANCE ACCESSORIES, PARTS & TIRES
	GAS & OIL (INCLUDING TAXES)
	INSURANCE
	TOTAL COST

	Subcompact 
	8.6
	5.5
	4.8
	7.1
	26.0¢

	Compact
	8.7
	5.5
	5.4
	7.0
	26.6¢

	Intermediate
	10.7
	6.1
	6.3
	7.0
	30.1¢

	Full-Size 
	13.5
	6.6
	6.8
	7.2
	34.1¢

	Compact Pick-Up
	8.7
	5.9
	5.7
	7.2
	27.5¢

	Full-Size Pick-Up
	9.5
	6.4
	8.5
	7.2
	31.6¢

	Minivan
	11.8
	6.0
	7.0
	7.0
	31.8¢

	Full-Size Van
	14.2
	6.8
	11.1
	8.5
	40.6¢

	                                           X                         ¢       =   $                                X       21.5          =   $                        
       Daily Round Trip             Total Cost                          Daily Round Trip               # working              Monthly Round Trip

Commuting Distance            (from above for                   Commuting Cost               days/month           Commuting Cost

                                          your type of vehicle)
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            The Advantages of Telecommuting
	FOR THE COMMUNITY
	FOR THE EMPLOYER
	FOR THE EMPLOYEE

	Decreased rush hour traffic
	Increased productivity
	Decreased stress

	Decreased air Pollution
	Decreased absenteeism and sick leave usage
	decreased commuting time, cost and frustration

	Decreased gasoline consumption
	Decreased turnover
	Increased flexibility to work at personal peak times

	Decreased dependence on foreign oil
	Competitive advantage in recruitment
	Improved job satisfaction

	safer neighborhoods
	Increased labor pool
	Improved work environment with fewer distractions

	Ability to move employment to outlying areas where housing is more affordable
	Improved managerial techniques
	Increased safety in the home and community

	Ability to move job opportunities to areas of high unemployment
	Improved employee morale
	Closer bonds with the family and the community

	Increased employment opportunities for the homebound
	Compliance with Americans with Disabilities Act
	Decreased cost of dry cleaning and food
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State of Arizona Telecommuting Policies
The State of Arizona Telecommuting Program is designed to make working at home an effective alternative.  By understanding the following policies governing conditions of participation, equipment use and liability issues you will have a greater awareness of your obligations - - and the State's obligations - - about working at home. 

 1.
These telecommuting policies provide a general framework for telecommuters in all state agencies and do not attempt to address the special conditions and needs of all individuals.  More specific conditions relating to the employee working at home are detailed in the Telecommuting Agreement, which must be negotiated by the employee and his/her supervisor subject to manager's approval.

 2.
All telecommuters and their supervisors will attend a training session and must comply with the State's Telecommuting Policies.

 3.
Offering the opportunity to work at home is a management option; telecommuting is not a universal employee benefit.  An employee's participation in the State's telecommuting program is entirely voluntary.  The employee, supervisor or manager may terminate telecommuting without cause.

 4.
The telecommuter's conditions of employment with the State remain the same as for non-telecommuting state employees.

 5.
Employee salary, benefits and employer-sponsored insurance coverage will not change as a result of telecommuting.

 6.
Since the employee's home work space is an extension of the agency work space, the State's liability for job-related accidents will continue to exist during the approved work schedule and in the employee's designated work location.  To ensure that safe working conditions exist, the State will retain the right to make on-site inspections at mutually agreed-upon times.

 7.
Any changes to the above-mentioned schedule or work space must be reviewed and approved by the supervisor and manager in advance.

 8.
In some instances, the telecommuter will provide his/her own equipment.  State equipment in the home office may not be used for personal purposes.

 9.
Unless otherwise agreed to in writing prior to any loss, damage or wear, the State does not assume liability for loss, damage or wear of employee-owned equipment.

10.
Office supplies will be provided by the State and should be obtained during the telecommuter's in-office work period.  Out-of-pocket expenses for supplies normally available in the office will not be reimbursed.  The State will not provide office furniture.

11.
State-owned software shall not be duplicated.
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12.
To insure hardware and software security, all software used for telecommuting must be approved by the supervisor and manager before installation and only approved websites may be contacted.

13.
Restricted-access materials shall not be taken out of the office or accessed through the computer unless approved in advance by supervisor and manager.

14.
Telecommuting is not a substitute for child care.  Telecommuters with small children shall make arrangements for child care during the agreed-upon work hours.

15.
While telecommuting, employee should be reachable via telephone, within reason, during agreed-upon work hours.  Telecommuters must notify the office if they leave their telecommuting location, much like they would inform the receptionist when leaving the traditional office during the work day.                                                       

16.
All telecommuters and their supervisors will participate in studies when necessary to evaluate the State's telecommuting program.
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Telecommutable and Non-Telecommutable Tasks
	PRIVATE 

Typical Tasks, or Work Requiring:
	Total # of hours per week normally spent on task
	# of hours per week which could be done at home

	(  Auditing reports
	
	

	(  Conducting business by phone
	
	

	(  Analyzing data
	
	

	(  Conceptualizing, reading and writing
	
	

	(  Planning or scheduling
	
	

	(  Meetings that must be face-to-face


	
	

	(  Meetings that are currently face-to-face but            which can be conducted by phone


	
	

	(  Computer


	
	

	(  Copier/Fax


	
	

	(  Stationary or bulky files or reference materials


	
	

	(  Other non-movable office equipment


	
	

	(  Other
	
	

	(  
	
	

	(  
	
	

	(  
	
	

	(
	
	


	PRIVATE 
(
Tasks for Your Telecommuting Day
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The Telecommuter's Schedule
(
Place meetings that are always the same day and time on the calendar.  

(
Place other commitments during the week that are "day specific" (for example, list if you must be in the office every Wednesday to deliver a weekly report).

(
Note other commitments that are "day specific" once or twice a month.  For example, write "Professional Organization meeting the third Thursday of every month" under Thursday.

(
If you have regular "panic days," like the fifteenth or first of the month, note that under "Other Commitments." 

(
Choose the day that best fits your schedule to be your usual telecommuting day.  Put a "T" in the box below your selected day.


Calendar
	PRIVATE 
Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Other Commitments

	
	   
	
	
	
	

	
	   
	
	
	
	

	
	   
	
	
	
	

	
	   
	
	
	
	

	
	   
	
	
	
	

	
	   
	
	
	
	


	PRIVATE 
(
Determine what your telecommuting day(s) and hours will be:


________________________________________________________________ 
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Getting Your Home Organized for a Day of Work
(
Decide when and for what reasons family members and others may interrupt your work, and work with your family to set the rules.

(
Make sure your neighbors know that you are not at home to socialize, you are at home to work.

(
Set rules about the use of your office supplies.

(
Don't telecommute on days when there might be friction at home, like family quarrels or problems.

(
Make sure you have made appropriate child care arrangements (please write arrangements below if you have small children).


________________________________________________________________


________________________________________________________________

(
Set a work schedule

(
Follow your "To-Do List"

(
Set the right number of breaks

(
Watch out for:


snacking too often


sleeping late


talking on the phone for long periods


watching TV


wearing your pajamas all day


paying your neighbors too many visits


getting so wrapped up in your work that you forget to call in


procrastinating

(
Beginning of Work Day Routine

(
End of Day Routine 
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Setting Up Your Designated Area for Telecommuting
(
Your Desk


A commonly recommended height for desks with computers is approximately 26 inches.  If you will be working without a computer, you might find a slightly taller desk more comfortable.  If you're going to be using a computer, make sure the depth of the desk is at least 24 inches, which is sufficient for most computer units and monitors.  


Comments:_______________________________________________________

(
Your Chair

This is probably the most important piece of furniture in your home office.  The seat should be adjustable and the height of the top of the seat to the floor should be 15-21 inches.  The chair should give complete lumbar support; adjustable secretarial (or so-called ergonomic) chairs are desirable.


Comments:_______________________________________________________

(
Lighting

Lighting can affect your comfort and performance.  Whether you are using natural or artificial lighting, it should be directed toward the side or behind your line of vision, not in front or above it. Bright light sources can bounce off of working surfaces or computer screens and diminish your sense of contrast.  Northern daylight is the best light for your home office and for operating a computer as well.


Comments:_______________________________________________________

(
Noise

A totally noise-free environment can be stressful.  Psychologically, some background sound (like music) can be beneficial to maintaining a level of productivity and reducing boredom.  But your professional image may be affected if callers hear crying children, lawn mowers, vacuum cleaners or barking dogs.  If others are in the house, it may be necessary to work behind a closed door.


Comments:_______________________________________________________
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(
Children

If you have pre-school children or an elderly person at home who requires constant attention, arrange for them to be taken care of while you telecommute.  Perhaps take them to child or adult day care or have a sitter or relative with you at your home.  If you have school age children, and you are still on your agreed-upon work time when they get home, make sure they understand the importance of not disturbing you while you are still "at work."


Comments:_______________________________________________________

(
Security

Determine a place, possibly locked, to store office materials where they will be safe from children, pets, etc.


Comments:_______________________________________________________

(
Temperature 


Make sure you have selected a room the temperature of which will be comfortable during working hours.


Comments:_______________________________________________________

(
Safety Needs



If necessary for a computer or other equipment, make sure the electrical outlets are grounded (that is, they take a three-prong plug).  Are the cords correctly placed so there is no danger of tripping over them?


Comments:_______________________________________________________
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Equipment Considerations
	(
  Equipment you already have at home that you will be using
 
You will be using your home telephone.  Is it placed so it can be safely and quickly answered from the chair you will be working in?  What other home equipment will you be using?  An adding machine?  An answering machine or voice mail system?  A pocket calculator?  A typewriter?  A computer?  Something else?  Are they each placed in convenient locations?

 
_____________________________________________________________

 
_____________________________________________________________

 (
  Equipment you will be taking home from work
 
Will you be taking home a portable computer?  An adding machine?  A pocket calculator?  A typewriter?  Something else?  Will they be placed in convenient locations?  Will they be out of reach and safe from children, pets and spills?

 
_____________________________________________________________

 
_____________________________________________________________
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The Telecommuter's Floor Plan
	PRIVATE 
(
                       I have chosen to work at

 
_____________________________________________________(address) 

   in ______________________________________________ (specific area).




[image: image2.wmf]
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Getting Your Work Organized for a Day at Home
(    Make a periodic list of objectives with the guidance of your supervisor.

(
Divide this list into discrete duties and make a "To-Do List."

(
Designate a place to collect materials for your telecommuting day.  Always take home more than you think you can accomplish.  Double check that you have everything before you leave the office!

(
Try to schedule your work so you don't need assistance from others on a telecommuting day.  Remember, you may not have access to a fax machine, a copier, or even a computer, so plan accordingly.

(
The people you work with should know your home phone number.  Make sure you have told the support staff how to handle your phone calls.  And make sure the office understands that you are available during designated hours.

(
Be sure you call in your agreed-upon number of times a day!

(
Follow the same rules for deadlines as in the office.  If you need to deliver work to the office on a scheduled telecommuting day, it might be wise to self-impose an earlier deadline or postpone working at home until the following day.

(
Make sure that your supervisor is well informed of the status of your work.  You may want to establish a method of periodic reporting, perhaps on a weekly basis.  Find ways to assure an uninterrupted flow of information.

(
Try not to miss meetings at the office.  Be sure to schedule your days at home around office meetings.
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Communication Considerations
Does the telecommuter's state office have:

(
Call forwarding

(
Voice mail

(
Call conferencing

(
Fax machine

Does the telecommuter's home have:


(
Call waiting


(
    Answering machine or voice mail system

(
Computer with modem and second line



How should the telecommuter's phone calls be answered when he/she is telecommuting (take into account when your receptionist is at lunch, etc., and feel free to check more than one)?

(
"Ms. Jones is away from her office.  May I take your name and phone number (or transfer you to  her voice mail)?"

 
Situation:________________________________________________________

(
"Ms. Jones is not available at this time, but she will be checking for messages shortly.  May I tell  her that you called (or transfer you to her voice mail)?"  


Situation_________________________________________________________

(
"Ms. Jones is working from another location today.  She may be reached at 555-4321."


Situation_________________________________________________________

(    (if your office has call forwarding) "Just a moment.  I will transfer you."


Situation_________________________________________________________

(
Other:___________________________________________________________

	( The telecommuter will call in at least _____ times a day to receive messages.





-13-


Financial Considerations
	(
  1.
Is a call from the employee's home to the office a long distance call?

  
(yes  (no  (if yes) Will the employee be reimbursed for those calls?

  
_____________________________________________________________

  2.
Will the employee be reimbursed for any work-related voice long distance calls, or    should he or she reserve those for days he or she is in the office?

  
_____________________________________________________________

  3.
Will the employee be reimbursed for any data calls made from home with a      personal computer?

  
_____________________________________________________________

  4.
Will the employee be reimbursed for the installation of a second telephone line for a computer modem?

  
_____________________________________________________________

  5.
Will the employee be reimbursed for approved faxes to and from public fax machines?

  
_____________________________________________________________

  6.
Will the employee be reimbursed for any wear and tear or potential damage to personal equipment?

  
_____________________________________________________________

  7.
Will the employee be reimbursed for any other expenses?

  
_____________________________________________________________
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Do's for the Telecommuter
Have a work space or work station at home.

Establish a morning routine like taking a walk around the block before you start.

Keep a consistent schedule on telecommuting days.

Take breaks throughout the day.

Keep your work organized so you know what paperwork is at home and what's at the office.

Plan your telecommuting work a day ahead of time.

Let family members and neighbors know when and how often you can be interrupted.

Call the office and keep in touch as often as possible.

Stick to all deadlines.

Maintain or increase your level of performance.

Take telecommuting seriously.

Attend all department and group meetings.

Keep your supervisor informed of your progress.

Have some type of routine to end your day.

If telecommuting is not working for you, talk to your supervisor.
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Don'ts for the Telecommuter
Don't sit in bed or on the living room couch when working.

Don't procrastinate or develop bad work habits.

Don't change your work schedule every time you telecommute.

Don't let the radio or TV distract you or impair your professional image.

Don't work at home if you are not getting along with family members.

Don't work at home if you have a small child or elderly person who requires your constant care and attention.

Don't take work home that requires group decisions or constant input from coworkers.

Don't snack too much!

Don't start sleeping late on telecommuting days.

Don't stay in bed clothes all day.

Don't continue to telecommute if it's not working for you.

Don't run errands just because you're home.  Try to plan errand runs for on the way home from the office on the days you do commute.

Don't visit your neighbors too often. 
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Do's for Supervisors of Telecommuters
Trust your telecommuter.

Encourage good organizational skills.

Require telecommuters to participate in program evaluations.

Encourage goal setting.

Give appropriate and timely feedback.

Take the time to plan.

Manage by measuring results.  Ask for a weekly status report.

Communicate regularly with telecommuters and their coworkers.

Use telecommuting as an opportunity to strengthen your management skills.

Be flexible and creative; this is a learning experience.

Expect changes.

Take telecommuting seriously.

Delegate assignments equitably among your telecommuters and non-telecommuters.

Plan meetings when your telecommuters can participate.

Include your telecommuters in day-to-day activities.

Be prepared if telecommuting works well to allow the employee greater frequency of telecommuting.

Be prepared to terminate an employee's participation if telecommuting is not working.
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Don'ts for Supervisors of Telecommuters
Don't conduct curfew checks.

Don't call your telecommuter every hour to check on progress.

Don't ignore your telecommuter.

Don't neglect problems.  Deal with problems the same way you do for employees who work on-site.

Don't set unattainable goals.

Don't manage by overbearing supervision.

Don't expect perfection.  Recognize there will be adjustments.

Don't give telecommuting a bad name.

Don't expect everyone to be a successful telecommuter.
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Supervising Telecommuters 
(
Focus on results, not appearance.  Be flexible, trusting and supportive of your telecommuter.

(
Prepare a periodic list of objectives for your telecommuter or help him or her prepare it.  Communicate work expectations, due dates, anticipated quality and any other criteria that might affect the successful completion of tasks.  Clearly define what the telecommuter needs to accomplish to be rated as unsatisfactory, satisfactory or excellent.  

(
Help the telecommuter take his/her objectives and divide them into some discrete tasks for his/her first telecommuting day.  Make sure you both agree on what is to be accomplished that day.  Assist telecommuters in organizing their work.  

(
Establish definite times to review the progress of tasks.  Make the most of the limited time with your remote employees.  Quickly reinforce positive behavior and bring unsatisfactory performance to the employee's attention.  Provide your employees with timely and ongoing feedback either in person, by telephone, or through a note.

(
If you are establishing weekly objectives, schedule a weekly meeting to review the telecommuter's accomplishments.  Maintain a copy of the objectives in the employee's personnel file and make a copy for the employee.

	(


Usually this isn't the case; but, clearly explain to the employee if telecommuting will in any way affect the evaluation process and always make sure he or she is aware of what is expected!  Note here if evaluation will change: 

    
_____________________________________________________________


Supervising Non-Telecommuters
(
Prepare in advance the necessary documentation to support your decision of who was chosen to telecommute.  

(
Begin a program to assist employees who have been excluded from the program because of poor job performance to raise their job performance level.

(
Do not assign non-telecommuters extra work in the office while telecommuters are working at home.  Make sure you're consistent in making assignments and in providing support to your employees.
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State of Arizona Telecommuting Agreement
These conditions for telecommuting are agreed upon by the employee, the supervisor and approved by the manager.

1.
The employee's telecommuting day(s) and work hours will be (Refer to Page 6):


_________________________________________________________________


_________________________________________________________________

2.  
The following are typical assignments to be worked on by the employee at the remote work location (Refer to Page 5):


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

3.
Employee will be reimbursed for business telephone calls made from the home as follows (Refer to Questions 1-2 on Page 14):


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

4.
Employee will be reimbursed for data calls made from the home with a personal computer as follows (Refer to Question 3 on Page 14):


________________________________________________________________________________________________________________________________________________________________________________________________________________________
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5.
The decision whether to install a telephone line to the home for a personal computer will be made between the supervisor and the employee.  If such a line is installed, the expenses will be handled as follows (Refer to Question 4, Page 14):


________________________________________________________________________________________________________________________________

6.
Employee agrees to call the office to obtain messages at least _________ times a day while working at home (Refer to Page 13).

7.
The following equipment will be used by the employee in the remote work location:  Please specify ownership of equipment (Refer to Page 10).

_________________________________________________________________________________________________________________________________________________________________________________________________________

8.
The employee agrees to work at the following location.  Please specify designated work area within that location (Decided on Page 11):  


______________________________________________________________________________________________________________________________________

9.
Additional conditions agreed upon by the telecommuting employee and the supervisor are as follows (Possible responses can be found on Page 14 (Questions 5, 6 and 7), Page 19, and anywhere else where an answer is deemed important enough by the telecommuter and supervisor to be included in the Agreement):

_________________________________________________________________________________________________________________________________________________________________________________________________________
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This Agreement is subject to cancellation by the Governor under the conditions stated in A.R.S. 38-511, to arbitration to the extent required by A.R.S. 12-1518 and to the recordkeeping requirements of A.R.S. 35-214.

 I have read and understand the State's telecommuting policies and agree to the conditions detailed above.  

Date:                                                                                                               
Employee' signature:                                                                                          
Supervisor's signature:                                                                                      
Approved by manager:

Date:                                                                                                               
Signature:                                                                                                                                                                                                                                                                                                                                                                                                                                  
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AT&T, State of Arizona Telecommuting Pilot

Program Highlights 
•
In early 1990, AT&T and the State of Arizona joined forces to implement a pilot telecommuting program as part of their respective travel reduction plans.  The Arizona Department of Commerce Energy Office and the Public Relations Department of AT&T coordinated the pilot design, implementation and review. 

•
In April of 1990, 189 telecommuters and their supervisors from AT&T, and the Departments of Commerce, Environmental Quality, Game and Fish, and Water Resources were trained in the fundamentals of working at home.  

•
After six months of telecommuting, the telecommuters, their supervisors and a large group of non-telecommuters were surveyed to document the impacts of telecommuting.


The results revealed the following benefits:


•
Percentage of supervisors who indicated that telecommuting:



•
increased employee productivity



80%



•
increased employee morale
 



76%



•
increased the overall efficiency of the section


67%




86% of the supervisors felt the program should be expanded.


•
Percentage of telecommuters who indicated that telecommuting enabled them to:



•
meet work objectives




83%



•
work at personal peak times




82%



•
manage time more effectively




79%



•
become more organized                   



78%



•
improve job attitude




61%




98% of the telecommuters felt the program should be expanded.


•
Percentage of non-telecommuting coworkers who indicated that:



•
telecommuting did not impede office routine 


82%



•
they would telecommute if given opportunity


67%



•
the program should be expanded



77%

•
As a result of the pilot program, Governor Symington issued Executive Order 93-16, creating The State of Arizona Telecommuting Program and authorizing every agency, board and commission to participate in the program on a phased-in basis.  The program is being administered by the Department of Administration.
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Evaluation of Training


for Telecommuters and Supervisors
The Department of Administration developed these training materials and is interested in finding out if both the supervisors and telecommuters involved consider them valuable. Please fill out the questionnaire below (feel free to continue answers on the back) and return it to your trainer.

1. 
Are you a 


( Telecommuter     ( Supervisor of a telecommuter     ( Both

2.
Overall do you believe the training materials are:


( Excellent   ( Good   ( Fair   ( Poor

3.
What did you like the best about the materials?  What was most useful to you?


_________________________________________________________________


_________________________________________________________________

4.
What should be improved or should have been included in the workbook?


_________________________________________________________________


_________________________________________________________________

5.
Did the training successfully address all of your concerns about telecommuting? 


_________________________________________________________________


_________________________________________________________________

6.
Do you have any other suggestions for future training materials?


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

-27-

� EMBED MS_ClipArt_Gallery.5  ���














_1063693281

