	Possible Training Topics


	Who Would Benefit From This Training?

	
	Teleworkers
	All Employees
	Managers
	Everyone

	The organization’s telework goals
	(
	(
	(
	(

	Determining employee eligibility for telework
	(
	(
	(
	(

	Telework application & review
	(
	(
	(
	(

	Understanding the telework policy
	(
	(
	(
	(

	How to set up a home office
	(
	(
	(
	(

	Home office safety & responsibility
	(
	(
	(
	(

	How to plan your telework day
	(
	(
	(
	(

	Preventing distractions and interruptions when working from home
	(
	(
	(
	(

	Employee assignments and other forms
	(
	(
	(
	(

	Teleworker availability: core hours, answering phones, returning emails
	(
	(
	(
	(

	Manager & teleworker communications
	(
	(
	(
	(

	Managing by results, not by time
	(
	(
	(
	(

	Evaluating teleworkers
	(
	(
	(
	(

	Evaluating managers
	(
	(
	(
	(

	Understanding the equipment policy
	(
	(
	(
	(

	Understanding the security policy
	(
	(
	(
	(

	Home computer troubleshooting
	(
	(
	(
	(

	Accessing the organization’s network
	(
	(
	(
	(

	How to use conferencing tools
	(
	(
	(
	(

	Records management
	(
	(
	(
	(
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Training Topics Decision Checklist
Use this form to select topics for training and to select who can benefit from training on each topic. You can replace the existing topics with ones of your own.
