
Trial Period (Check-In Questions for Managers)
If you are reluctant to make a long-term commitment to a workflex plan, you may want to begin with a three- or six-month trial period. Agree to a specific time frame as well as the metrics you will use to evaluate the success of the arrangement. Build in an ongoing review process so that you can make changes to the arrangement as problems arise. It’s important to understand that no one—neither the Member, Chief of Staff, nor staffer—is signing on to a “forever” situation, because organizational and personal needs change over time. It’s also important to accept that the staffer or the office (or both) may need to make adjustments as you try to find an arrangement that works for all parties involved. Following are some questions that can help managers assess how the office is handling workflex:
1. How is the arrangement working overall? Are we experiencing any problems with communication, collaboration, or scheduling?

2. Are we meeting our office goals or on track to meet our goals? 

3. How is the staffer performing thus far? Are they getting enough facetime with and feedback from their supervisor(s) and their colleagues?

4. Is workflex causing any difficulties between the DC office and district/state office(s)?

5. Are there specific issues I can address as a manager (e.g., clarify the arrangement with the rest of the staff) or that we should address as a team?

Working as a Workflex Team (Check-In Questions for Employees)
In the past, flexible work was seen as an accommodation or a perk and was something negotiated between an individual employee and his/her employer. But those ideas are rapidly changing. In many of today’s forward-thinking workplaces, workflex is part of a team work style. Everyone works together to create a work environment that supports everyone’s work preferences and schedule needs. Here are some questions that will help you assess how you and your colleagues are managing in a workflex environment.

1. Have I missed any opportunities or deadlines as a result of workflex? Am I meeting my weekly/monthly performance goals?

2. Is my workflex arrangement creating an extra burden for any of my coworkers?

3. Is communication and access to information working well, or do we need to make adjustments? Am I getting enough facetime with my supervisor(s) and my colleagues?

4. How is my workflex situation being perceived? Are there any negative comments based on issues I can proactively fix (e.g., better communication about my availability or performance, or the need to build stronger relationships with each other)? Are there any positive comments that I should make sure my Member, Chief of Staff, and others hear about?
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