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Telework Implementation

Telework policy template

The following telework policy template has been prepared to supplement the guide to Better Telework Practice provided on the Telework Australia website (www.teleworkaustralia.net.au).  It provides an illustration of what a telework policy may look like and what it could cover.  Replace the italic or blue text with information relevant to your organisation.

---------------------------------------------------------------------------------------------
Name of Organisation Telework Policy
Name of Organisation understands that telework can be an important management strategy. It enables, supports and promotes the performance of an employee’s job responsibilities at a desk other than the traditional office on a regular and scheduled basis.
Having considered and discussed the possible benefits and challenges of telework, Name of Organisation will implement a telework policy in accordance with the established telework guidelines (see the template for telework program guidelines available on the Telework Australia website), in order to:

a) Objective 1 
b) Objective 2

c) Objective 3

The form of telework Name of Organisation intends to use involves: 

Describe how the telework initiative will operate, once it is mature, i.e. after any trial period.

There are as many forms of telework as there are organisations implementing the practice. For example, some telework policies might allow all staff to work off-site whenever they feel like it. Others might allow half their staff teleworking at home up to three days every week. Some might allow only five staff to work in a small telecentre two days a week. Others might be more restrictive.

When deciding what your organisation’s telework initiative will look like, you will need to consider how to attract employees to take up the telework option and include: 

· The number of staff involved

· The frequency that they will telework and for how long each week or day

· Whether home offices or a telecentre (or other location) will be used
· The technology that will be involved
· Whether the initiative will be supplemented with desk-sharing (‘hot-desking’) in the main office

If a trial is to be involved, the following paragraph could be added.
During an initial period of three months, teleworking will be implemented on a trial basis, involving up to ten staff.  After an assessment of the telework trial has been completed and, if required, modifications introduced, telework will then be made a ‘normal’ work option for all qualifying staff.
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