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Employee Report


	Name
	[bookmark: Text1]     
	Classification
	[bookmark: Text2]     

	
	
	
	

	Date
	[bookmark: Text3]     
	Report Period:  From
	[bookmark: Text4]     
	To
	[bookmark: Text5]     

	
	
	
	

	Department
	[bookmark: Text6]     
	Division
	[bookmark: Text7]     

	
	
	
	

	Commuting Miles Per Day (Round Trip)
	[bookmark: Text8]     
	Supervisor
	[bookmark: Text9]     

	
	
	
	

	Telephone
	[bookmark: Text10]     
	Email
	[bookmark: Text11]     



1. [bookmark: Text12]How many days did you telework during this reporting period? 	     	

2. [bookmark: Check1][bookmark: Check2][bookmark: Text13]Did you have to make any trips in your car (ex: meals, appointments, shopping, etc.), because of telework?  Explain briefly:  Yes |_| No |_|   # miles 	     	 

3. [bookmark: Check3][bookmark: Check4][bookmark: Text14]Did you eliminate any trips in your car as a result of telework, (ex: meals, daycare, field visits, etc.)?  Explain briefly: Yes |_|  No |_|   # miles 	     	 

4. [bookmark: Text15]How many total miles of driving did you save by teleworking? 	     	 

5. Check the days you teleworked.  On these days only what hours in the day did you work? 

	[bookmark: Check234]|_|
	Day 1
	[bookmark: Text16]     
	
	[bookmark: Check239]|_|
	Day 6
	[bookmark: Text17]     

	[bookmark: Check235]|_|
	Day 2
	[bookmark: Text18]     
	
	[bookmark: Check240]|_|
	Day 7
	[bookmark: Text19]     

	[bookmark: Check236]|_|
	Day 3
	[bookmark: Text20]     
	
	[bookmark: Check241]|_|
	Day 8
	[bookmark: Text21]     

	[bookmark: Check237]|_|
	Day 4
	[bookmark: Text22]     
	
	[bookmark: Check242]|_|
	Day 9
	[bookmark: Text23]     

	[bookmark: Check238]|_|
	Day 5
	[bookmark: Text24]     
	
	[bookmark: Check243]|_|
	Day 10
	[bookmark: Text25]     



6. What kind of work did you do while teleworking?  (Check all that apply)

	
	
	
	Percent

	[bookmark: Check15]|_|
	a.
	Writing 
	[bookmark: Text26]     

	[bookmark: Check16]|_|
	b.
	Word processing
	[bookmark: Text27]     

	[bookmark: Check17]|_|
	c.
	Computer programming/data management
	[bookmark: Text28]     

	[bookmark: Check18]|_|
	d.
	Sending/receiving electronic mail
	[bookmark: Text29]     

	[bookmark: Check19]|_|
	e.
	Reading
	[bookmark: Text30]     

	[bookmark: Check20]|_|
	f.
	Research
	[bookmark: Text31]     

	[bookmark: Check21]|_|
	g.
	Talking on phone
	[bookmark: Text32]     

	[bookmark: Check22]|_|
	h.
	Thinking/planning
	[bookmark: Text33]     

	[bookmark: Check23]|_|
	i.
	Problem solving
	[bookmark: Text34]     

	[bookmark: Check24]|_|
	j.
	Training or supervising
	[bookmark: Text35]     

	[bookmark: Check25]|_|
	k.
	Other (list)
	[bookmark: Text36]     






7. Did you have any problems while teleworking?  (Check all that apply)  

	
	
	
	RATE

	
	
	
	Minor
Problem
	
	Major
Problem

	
	
	
	1
	2
	3
	4
	5

	[bookmark: Check5]|_|
	a.
	Equipment failed to work or was slow.
	[bookmark: Check92]|_|
	[bookmark: Check93]|_|
	[bookmark: Check94]|_|
	[bookmark: Check95]|_|
	[bookmark: Check96]|_|

	[bookmark: Check6]|_|
	b.
	Communications with supervisors were difficult.
	[bookmark: Check97]|_|
	[bookmark: Check98]|_|
	[bookmark: Check99]|_|
	[bookmark: Check100]|_|
	[bookmark: Check101]|_|

	[bookmark: Check7]|_|
	c.
	Communications with others were difficult.
	[bookmark: Check102]|_|
	[bookmark: Check103]|_|
	[bookmark: Check104]|_|
	[bookmark: Check106]|_|
	[bookmark: Check105]|_|

	[bookmark: Check8]|_|
	d.
	I missed having my colleagues nearby.
	[bookmark: Check107]|_|
	[bookmark: Check108]|_|
	[bookmark: Check109]|_|
	[bookmark: Check110]|_|
	[bookmark: Check111]|_|

	[bookmark: Check9]|_|
	e.
	I didn’t have all the information I needed with me.
	[bookmark: Check112]|_|
	[bookmark: Check113]|_|
	[bookmark: Check114]|_|
	[bookmark: Check115]|_|
	[bookmark: Check116]|_|

	[bookmark: Check10]|_|
	f.
	Interruptions from family/household members.
	[bookmark: Check117]|_|
	[bookmark: Check118]|_|
	[bookmark: Check119]|_|
	[bookmark: Check120]|_|
	[bookmark: Check121]|_|

	[bookmark: Check11]|_|
	g.
	Care of children or other dependents caused problems.
	[bookmark: Check122]|_|
	[bookmark: Check123]|_|
	[bookmark: Check124]|_|
	[bookmark: Check125]|_|
	[bookmark: Check126]|_|

	[bookmark: Check12]|_|
	h.
	Self-discipline to complete work.
	[bookmark: Check127]|_|
	[bookmark: Check128]|_|
	[bookmark: Check129]|_|
	[bookmark: Check130]|_|
	[bookmark: Check131]|_|

	[bookmark: Check13]|_|
	i.
	Self-discipline to stop working at the end of the day.
	[bookmark: Check132]|_|
	[bookmark: Check133]|_|
	[bookmark: Check134]|_|
	[bookmark: Check135]|_|
	[bookmark: Check136]|_|

	[bookmark: Check14]|_|
	j.
	Other (please specify) 
	[bookmark: Check137]|_|
	[bookmark: Check138]|_|
	[bookmark: Check139]|_|
	[bookmark: Check140]|_|
	[bookmark: Check141]|_|

	
	
	[bookmark: Text38]     
	
	
	
	
	



Comments (optional):

[bookmark: Text37]     



8. Did you notice any of the following advantages while teleworking? (Check all that apply)

	
	
	
	RATE

	
	
	
	Minor Advantage
	
	Major
Advantage

	
	
	
	1
	2
	3
	4
	5

	[bookmark: Check62]|_|
	a.
	I had fewer interruptions.
	[bookmark: Check27]|_|
	[bookmark: Check28]|_|
	[bookmark: Check29]|_|
	[bookmark: Check30]|_|
	[bookmark: Check31]|_|

	[bookmark: Check63]|_|
	b.
	I drove fewer miles in my car.
	[bookmark: Check32]|_|
	[bookmark: Check33]|_|
	[bookmark: Check34]|_|
	[bookmark: Check35]|_|
	[bookmark: Check36]|_|

	[bookmark: Check64]|_|
	c.
	I was able to get more work done than usual.
	[bookmark: Check37]|_|
	[bookmark: Check38]|_|
	[bookmark: Check39]|_|
	[bookmark: Check40]|_|
	[bookmark: Check41]|_|

	[bookmark: Check65]|_|
	d.
	I could run errands and make appointments more conveniently.
	[bookmark: Check42]|_|
	[bookmark: Check43]|_|
	[bookmark: Check44]|_|
	[bookmark: Check45]|_|
	[bookmark: Check46]|_|

	[bookmark: Check66]|_|
	e.
	I could work around my family’s schedule.
	[bookmark: Check47]|_|
	[bookmark: Check48]|_|
	[bookmark: Check49]|_|
	[bookmark: Check50]|_|
	[bookmark: Check51]|_|

	[bookmark: Check67]|_|
	f.
	I could work during the hours I’m at my best.
	[bookmark: Check52]|_|
	[bookmark: Check53]|_|
	[bookmark: Check54]|_|
	[bookmark: Check55]|_|
	[bookmark: Check56]|_|

	[bookmark: Check68]|_|
	g.
	I didn’t have to dress for the office.
	[bookmark: Check57]|_|
	[bookmark: Check58]|_|
	[bookmark: Check59]|_|
	[bookmark: Check60]|_|
	[bookmark: Check61]|_|

	[bookmark: Check69]|_|
	h.
	My stress level was down.
	[bookmark: Check72]|_|
	[bookmark: Check73]|_|
	[bookmark: Check74]|_|
	[bookmark: Check75]|_|
	[bookmark: Check76]|_|

	[bookmark: Check70]|_|
	i.
	I could care for dependents at home more easily.
	[bookmark: Check77]|_|
	[bookmark: Check78]|_|
	[bookmark: Check79]|_|
	[bookmark: Check80]|_|
	[bookmark: Check81]|_|

	[bookmark: Check71]|_|
	j.
	Increased morale.
	[bookmark: Check82]|_|
	[bookmark: Check83]|_|
	[bookmark: Check84]|_|
	[bookmark: Check85]|_|
	[bookmark: Check86]|_|

	[bookmark: Check26]|_|
	k.
	Other (please specify) 
	[bookmark: Check87]|_|
	[bookmark: Check88]|_|
	[bookmark: Check89]|_|
	[bookmark: Check90]|_|
	[bookmark: Check91]|_|

	
	
	[bookmark: Text39]     
	
	
	
	
	



Comments (optional):

[bookmark: Text40]     


Supervisor Report


	Name
	[bookmark: Text41]     
	Classification
	[bookmark: Text42]     

	
	
	
	

	Date
	[bookmark: Text43]     
	Report Period:  From
	[bookmark: Text44]     
	To
	[bookmark: Text45]     

	
	
	
	

	Department
	[bookmark: Text46]     
	Division
	[bookmark: Text47]     

	
	
	
	

	Commuting Miles Per Day (Round Trip)
	[bookmark: Text48]     
	Telephone
	[bookmark: Text49]     

	
	
	
	

	Email
	[bookmark: Text50]     

	
	

	Name of Teleworker you supervise
	[bookmark: Text51]     



1. On the days your employee teleworked, did he/she communicate with you for assistance or direction?  If so, what were the reasons for the communication?  (check all that apply)

	
	
	
	# Calls
	
	Total Length of Calls 

	[bookmark: Check142]|_|
	a.
	General work direction or questions.
	[bookmark: Text52]     
	
	[bookmark: Text53]     

	[bookmark: Check143]|_|
	b.
	Employee needed information to do work.
	[bookmark: Text54]     
	
	[bookmark: Text55]     

	[bookmark: Check144]|_|
	c.
	Equipment problems.
	[bookmark: Text56]     
	
	[bookmark: Text57]     

	[bookmark: Check145]|_|
	d.
	Schedule problems or changes.
	[bookmark: Text58]     
	
	[bookmark: Text59]     

	[bookmark: Check146]|_|
	e.
	Requested leave for personal illness.
	[bookmark: Text60]     
	
	[bookmark: Text61]     

	[bookmark: Check147]|_|
	f.
	Requested enforced leave.
	[bookmark: Text62]     
	
	[bookmark: Text63]     

	[bookmark: Check148]|_|
	g.
	Requested vacation leave.
	[bookmark: Text64]     
	
	[bookmark: Text65]     

	[bookmark: Check149]|_|
	h.
	Teleconference with group.
	[bookmark: Text66]     
	
	[bookmark: Text67]     

	[bookmark: Check150]|_|
	i.
	Other (please specify)
	[bookmark: Text68]     
	
	[bookmark: Text69]     

	
	
	[bookmark: Text70]     
	
	[bookmark: Text71]     
	
	[bookmark: Text72]     




2. Did you notice any change in your employee's productivity during this report period?  If so, what was the nature of the change?  (check answer which applies)

	[bookmark: Check151]|_|
	a.
	No change.

	[bookmark: Check152]|_|
	b.
	Employee was more productive than usual.

	[bookmark: Check153]|_|
	c.
	Employee was less productive than usual.






3. As a supervisor, did you have any problems as a result of teleworking?  (Check all that apply)

	
	
	
	RATE

	
	
	
	Minor
Problem
	
	Major
Problem

	
	
	
	1
	2
	3
	4
	5

	|_|
	a.
	Communication with teleworker was difficult.
	[bookmark: Check184]|_|
	[bookmark: Check185]|_|
	[bookmark: Check186]|_|
	[bookmark: Check187]|_|
	[bookmark: Check188]|_|

	|_|
	b.
	Scheduling meetings or conferences was difficult.
	[bookmark: Check189]|_|
	[bookmark: Check190]|_|
	[bookmark: Check191]|_|
	[bookmark: Check192]|_|
	[bookmark: Check193]|_|

	|_|
	c.
	Complaints from co-workers.
	[bookmark: Check194]|_|
	[bookmark: Check195]|_|
	[bookmark: Check196]|_|
	[bookmark: Check197]|_|
	[bookmark: Check198]|_|

	|_|
	d.
	Complaints from colleagues outside this work unit.
	[bookmark: Check199]|_|
	[bookmark: Check200]|_|
	[bookmark: Check201]|_|
	[bookmark: Check202]|_|
	[bookmark: Check203]|_|

	|_|
	e.
	Complaints from public or officials from other agencies.
	[bookmark: Check204]|_|
	[bookmark: Check205]|_|
	[bookmark: Check206]|_|
	[bookmark: Check207]|_|
	[bookmark: Check208]|_|

	|_|
	f.
	Employee didn’t work hours he/she was scheduled.
	[bookmark: Check209]|_|
	[bookmark: Check210]|_|
	[bookmark: Check211]|_|
	[bookmark: Check212]|_|
	[bookmark: Check213]|_|

	|_|
	g.
	Employee worked too long while teleworking.
	[bookmark: Check214]|_|
	[bookmark: Check215]|_|
	[bookmark: Check216]|_|
	[bookmark: Check217]|_|
	[bookmark: Check218]|_|

	|_|
	h.
	I’m not sure how much teleworker accomplished.
	[bookmark: Check219]|_|
	[bookmark: Check220]|_|
	[bookmark: Check221]|_|
	[bookmark: Check222]|_|
	[bookmark: Check223]|_|

	|_|
	i.
	Other (please specify)
	[bookmark: Check224]|_|
	[bookmark: Check225]|_|
	[bookmark: Check226]|_|
	[bookmark: Check227]|_|
	[bookmark: Check228]|_|

	
	
	[bookmark: Text73]     
	
	[bookmark: Check229]|_|
	[bookmark: Check230]|_|
	[bookmark: Check231]|_|
	[bookmark: Check232]|_|
	[bookmark: Check233]|_|




4. Did you notice any of the following advantages?  (Check all that apply)

	
	
	
	RATE

	
	
	
	Minor
Advantage
	
	Major
Advantage

	
	
	
	1
	2
	3
	4
	5

	|_|
	a.
	Other employees could use the teleworker’s space and equipment during the days he/she was not present.
	[bookmark: Check159]|_|
	[bookmark: Check160]|_|
	[bookmark: Check161]|_|
	[bookmark: Check162]|_|
	[bookmark: Check163]|_|

	|_|
	b.
	Teleworker’s attitude was, or became, very positive.
	[bookmark: Check164]|_|
	[bookmark: Check165]|_|
	[bookmark: Check166]|_|
	[bookmark: Check167]|_|
	[bookmark: Check168]|_|

	|_|
	c.
	Teleworker was able to work even though he/she was mildly ill.
	[bookmark: Check169]|_|
	[bookmark: Check170]|_|
	[bookmark: Check171]|_|
	[bookmark: Check172]|_|
	[bookmark: Check173]|_|

	|_|
	d.
	Teleworker used less vacation than might have been expected.
	[bookmark: Check174]|_|
	[bookmark: Check175]|_|
	[bookmark: Check176]|_|
	[bookmark: Check177]|_|
	[bookmark: Check178]|_|

	|_|
	e.
	Other (please specify)
	[bookmark: Check179]|_|
	[bookmark: Check180]|_|
	[bookmark: Check181]|_|
	[bookmark: Check182]|_|
	[bookmark: Check183]|_|

	
	
	[bookmark: Text74]     
	
	[bookmark: Check154]|_|
	[bookmark: Check155]|_|
	[bookmark: Check156]|_|
	[bookmark: Check157]|_|
	[bookmark: Check158]|_|




5. General comments (optional):

[bookmark: Text75]     
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