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What is Remote Work

Implementation Steps

Legal Liabilities

Communication

Landmines to Avoid

Best Practices
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Remote workforces provide flexibility, 
allowing employees to be productive outside 
the traditional office setting while also adding 
a critical component to Business Continuity 
Plans
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1. Explore
ſ What business functions can be performed remotely?
ſ What personnel are capable of working remotely?
ſ What unique work requirements must be addressed?
ſ What technology support do employees need?

2. Create Plan
ſ Complete a formal Telework Program.
ſ Guidelines for how work will be completed, hours 
ÔÒÁÃËÅÄȟ ÅÍÐÌÏÙÅÅȭÓ ÍÁÎÁÇÅÄȟ ÅØÐÅÎÓÅÓ ÃÏÖÅÒÅÄȟ ÁÎÄ 
performance expectations.
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3. Address Technology/Security 
ſ Explore ways for employees to complete work

Å Train Personnel
ſ Conduct a pilot with one department or select 

group of employees.

Å Refine
ſ Consistently revisit to ensure program is 

working effectively and efficiently.
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ÁSelection Criteria
ÁWho to select, how to select, tenure, performance

ÁApproved Worksites 
ÁHome office, Satellite office, Security expectations

ÁManagement Practices
ÁStandard Operating Procedures vs. Disaster Management

ÁJob Descriptions
ÁBreakdown of duties in/out of office, expectations

ÁPerformance Metrics
ÁManagement by objectives, time/performance tracking, 

general measurements

ÁLegal Liabilities
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Safeguarding Information
ÁData
ǐHow is company data accessed, stored, transmitted?

ÁHardware
ǐWhere is hardware stored, transported, rights of users?

ǐUse of personal hardware vs. company owned?

ÁSoftware
ǐWhat can be used and accessed remotely?

ÁTerms of Use
ǐAcceptable uses

ǐApproved personnel

ÁConfidentiality
ǐPersonal/Company Data
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ÁNon-Discriminatory Selection Process
ÁSexual Harassment Prevention
ÁFLSA, Pay, Tax Requirements
ÁFMLA, Medical Leaves, and ADA
ÁSafety/Ergonomics/Inspections
ÁIntellectual Property
ÁCyber Security Implications
ÁInsurance
ÁTermination 
ÁCollective Bargaining Agreements

© 2009 SuiteCommute



ÁExpectations ɬEmployees, Company
ÁMethods
ÁFrequency
ÁDurations
ÁInternal - Managers, Employees
ÁExternal ɬCustomers, Suppliers, Vendors, 

Press, Shareholders
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ÅEmployee Training

ɬHow do I work at home and remain 
productive?

ɬHow do I set up my home office?

ɬHow do I interact with my manager?

ɬHow do I get my work assignments?

ɬWhat do I do if I encounter a problem 
away from the office?

ɬHow do I track my work time?
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ÅManager Training

ɬHow do I manage remote workers?

ɬHow do I ensure my employees are 
remaining productive?

ɬHow do I interact with my employees?

ɬHow am I a good manager when I do 
not always see my employees?

ɬ'ÖÞɯËÖɯ(ɯÔÖÕÐÛÖÙɯÔàɯÌÔ×ÓÖàÌÌÚɀɯÞÖÙÒɯ
performance?
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ÁLack of Equipment/Supplies
ÁUntrained Personnel
ÁCommunication Breakdown
ÁLack of Metrics
ÁInaccessible Resources
ÁLack of Leadership Support
ÁInsufficient Execution of Program
ÁVague Termination Guidelines
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ÅDefine objectives and purpose for Telework 
ÅAssign responsible person(s) for managing 

program.
ÅDevelop solid program with policies, procedures, 

and guidelines.
ÅCommunicate program and purpose to 

everyone.
ÅPrior to launching the program, provide training 

for employees and managers to ensure program 
success.
ÅLaunch a pilot program to reduce risks 
ÅMonitor  success and modify as needed.
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SuiteCommute
87 Grasso Plaza #169
St. Louis, MO 63123

888-878-4832 ɀToll Free
www.SuiteCommute.com

Brandon Dempsey, President
Brandon@SuiteCommute.com
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