ANNEX 2.4 – MANAGER’S GUIDELINES 

Recommended Telecommuter Qualifications

· A telecommuter must be a self-starter and have the demonstrated ability to work with little direct supervision;

· A telecommuter must be fully proficient in all necessary software applications and have a high degree of comfort with web utilization and e-mail functions;

· Telecommuters require strong verbal and written communication skills.

· A satisfactory performance record is a highly desirable consideration for approving telecommuting.

· A telecommuter must be able to provide an appropriate telecommuting work environment, sign-off on the UNDP Telecommuting Compact and agree to a specified telecommuting work assessment plan.

Below is a sample matrix of straightforward telecommuting tasks. Certain technical, logistical and managerial requirements will ultimately determine the nature of each telecommuting environment.

	Acceptable
	Challenging

	Technical writing
	Tasks requiring face-to-face negotiations

	Software development
	Interviewing and performance reviews

	Administrative tasks (budgets, status reports, correspondence etc)
	Teaching courses

	Programme/project design/evaluation
	Clerical support (i.e. receptionist, file clerk)

	Web development
	Hardware related services

	Research tasks
	Contract discussions

	Course development
	Large meetings

	Graphic design
	Staff meetings

	Developing workplans
	


Recommended Practices for the Telecommuting Supervisor

The supervisor must establish meaningful and appropriate work plans for the telecommuting environment including realistic tasks, measurable expectations (both quantitative and qualitative) and mutually understood work monitoring practices.

The telecommuter’s performance should be based on the established work plan, employee’s deliverables and not necessarily on direct observation.

Work Planning, Supervision and Assessment

Telecommuting work plans follow the same logic and principles as on-site work plans. The primary difference is that telecommuting plans are expected to capture a greater degree of specificity, especially in terms of deadlines and measurable deliverables. Supervision of telecommuters is geared towards the tracking of tangible outputs rather than direct observation. The standard UNDP performance plan may be used to establish overall annual performance goals coupled with a brief progress worksheet that will allow the manager and telecommuter to track outputs.

Sample of a Telecommuter Progress Worksheet

Task ______________________________

	Key Activities
	Target Date
	Assessment criteria
	Resources needed
	External collaboration

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


This format, replicated for each major task, allows both telecommuter and manager to track outputs against established assessment criteria while documenting any additional resources required.

Supervisor and telecommuter should consider scheduling performance reviews unofficially every month until both are confident that work expectations may be met within the given telecommuting environment. Thereafter, quarterly tracking through the above worksheet should suffice. However, it is up to manager and telecommuter to work out an appropriate schedule of work monitoring. Collectively, these reviews and all completed work, form the basis for the final performance appraisal, which follows established RCA procedures.

The criteria for evaluating a telecommuter’s performance are the same for on-site employees.

Managing multiple telecommuters. If there are jobs in your department suitable for telecommuting, more than one staff member is likely to be eligible. Be aware of how many telecommuters can be managed at a given time.

