MP Telework Program Guidance

Our flexible work style in MP is a benefit to both us as individuals as well as to our organization, as a whole, and its mission.  This MP way of working can only benefit from adequate coordination with our associates, team leaders and supervisors.  Our telework program will be successful to the extent that we achieve a successful balance between the personal benefits of telework and the interpersonal and other expectations for successful performance of our jobs in MP.  The following guidance is intended to help us achieve this goal.
1. Planning Ahead.  As with most activities, planning ahead (work, schedules, resources needed, meetings, other contingencies, etc.) is a constructive habit.  This is especially true for teleworking and/or managing telework.

2. Establishing an Adequate Work Environment.  Teleworkers, especially home-based teleworkers, should identify and establish a suitable work location and station at their alternate worksites.  In work-at-home arrangements and, to some extent at other alternate worksites, it is the teleworker’s responsibility to ensure that the work environment is conducive to productivity, comfort, safety, and health.

3. Imposing on Co-Workers.  Sometimes situations arise, usually unexpectedly, in which the teleworker cannot perform an assigned task at the main worksite because the teleworker is working remotely.  It is universally acknowledged that when this occurs, the teleworker should avoid imposing such tasks on coworkers who happen to be working at the main worksite.  Prevention is the key here and adequate planning ahead should minimize such occurrences.

4. Management by results (MBR).  MBR is a key theme in telework and, in some cases, may require some adjustment for the manager and/or the teleworker.  Neither should underestimate the importance of MBR and both should strive for an effective focus on results in the telework arrangement.

5. Face-to-Face Meetings.  Teleworkers should not underestimate the need for face-to-face meetings.  There are occasions when it is important to meet face-to-face with customers, coworkers, managers, etc.  Teleworkers should be flexible and responsive in scheduling and attending such meetings when needed.

On the other hand, managers of teleworkers should not require face-to-face meetings with teleworkers unless reasonably needed.

6. More on Face-to Face Meetings.  Teleworkers are encouraged to utilize teleconferencing to attend any meetings occurring during a teleworking schedule.  Teleworkers, however, should be sensitive to the fact that some meetings and/or other office business require their physical presence and that teleworking does not relieve them of their responsibility for physical attendance.  Thus, teleworkers should maintain flexibility regarding their telework schedules so that they can respond to such physical attendance requirements occurring during those schedules.  Teleworkers should resolve any questions/issues about such physical attendance requirements with their managers, team leaders, and/or telework program policies.

7. Work Expectations.  Managers of teleworkers should not expect, assign, or demand teleworker workloads that differ from that which is normally expected when working at the main worksite.

8. Work Assignments.  Unless based on reasonable and fair considerations, managers of teleworkers should not assign teleworker duties to non-teleworkers, simply because of telework.

9. Teleworker Availability.  Teleworkers should ensure that their availability to customers, coworkers, managers, etc. is not diminished by telework.  Telework should be transparent so that a teleworker’s normal expected availability is the same regardless of work location.  Example: If a home-based teleworker has a single phone line used for both voice and data, then that teleworker should take steps (such as forwarding calls to a cell phone) to ensure that phone access is not cut off for long periods of time while the teleworker is working online.

10. Ad-hoc Or Unexpected Telework Days.  Occasions may arise when teleworkers would like to telework at a time outside of their regular telework schedule.  To the extent possible, on such occasions, the teleworkers should check in advance with their managers/team leaders.  Naturally, there will be occasions when any worker will need to deviate, unexpectedly and without advance notice, from the regular work schedule.  This includes unexpected needs to telework, an option that is available to both teleworkers and non-teleworkers alike.  It goes without saying that workers should handle such occasional options appropriately and utilize them only for reasonably necessary situations.

11. Shifting of Telework Days.  Teleworkers should not assume automatic shifting of their telework days to make up for occasions (such as holidays, emergency shutdowns, or official business) that preclude teleworking on a regularly scheduled telework day.  Such arrangements should be worked out in advance with managers/team leaders.

12. Time Sensitive Messages:  Managers and coworkers of teleworkers should not assume that teleworkers have access to instant pop-up email arrival alerts; nor should they assume that teleworkers are checking email every few minutes.  After all, one of the benefits of telework is the ability to work in an undistracted fashion.  Bottom line: When an individual has a time sensitive message for a teleworker, that individual should call the teleworker on the phone or cell phone.  Don’t email time sensitive messages!

13. Convenient Contacting of Teleworkers.  When needed, managers, program coordinators, team leaders and/or teleworkers should collaborate to identify and fine-tune mechanisms for the convenient locating, contacting, and accessing schedules of teleworkers.  It doesn’t have to be fancy or hi-tech, just whatever works for given situations.  A daily or weekly schedule in an email message to one’s Team or Division is an example of a simple, low-tech approach that may work.

14. Space Utilization.  In the long range, managers and teleworkers should try to avoid the trap of guarding/hoarding office space periodically vacated as a result of teleworking.  If office space is underutilized because of teleworking, consider sharing the space among teleworkers, reassigning it to others, or using it differently (for example, a touchdown station or team meeting space).  Thoughtful and efficient office space management can lead to cost savings, increased comfort, and/or space that is more conducive to productivity.

15. Technical Support.  Typically, when teleworking, access to technical support is much more limited than working at the main worksite.  As a teleworker, it is to your advantage as well as a benefit to your organization if you develop the necessary skills to be more independent than you would need to be at the main worksite.  You don’t need to become a ‘techie’ but you may want to increase your capability in handling technology if it is currently minimal.  At any rate, when contacting technical support, always identify yourself as a “remote worker.”

16. Key to successful teleworking.  Communicate, communicate, communicate.
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