
Employee Assessment

When determining which workflex option(s) would be most appropriate for specific staffers, managers may want to assess the employee’s work style, performance, and habits. The following statements can be shared with staff as you engage them in discussions on workflex, and you may wish to have them complete this assessment if they are considering workflex options. When reviewing their situation, you can then discuss areas in which your assessments aligned, and where there might be differing perspectives. Consider this an opportunity to have a constructive dialogue with your staff.
	(
	The staffer considering workflex:

	
	Manages work responsibilities by planning ahead.

	
	Manages work responsibilities by prioritizing what’s important. 

	
	Regularly meets deadlines.

	
	When work problems arise, problem solves and resolves issues independently. 

	
	Is focused and productive when working. 

	
	Communicates well with supervisor and keeps him/her informed. 

	
	Scored “satisfactory” or better on last performance evaluation.

	
	Is a team player. 

	
	Communicates well with coworkers and keeps them informed. 

	
	Understands how the office does or could benefit from workplace flexibility.

	
	Is prepared to meet the level of availability and responsiveness required to meet the needs of the office. 

	
	Understands the results that they are responsible for.

	
	Understands that flexibility also must work for their coworkers, their supervisor and the office.


If you agreed or strongly agreed to most of these statements, then the staffer likely has the organization, time management and communication skills needed to work flexibly. If you disagreed or strongly disagreed with these statements, then you and the staffer should look for ways to improve their communication and focus, such as through coaching, goal setting, or classes that will improve their ability to organize and manage their work. If your assessment was mixed, then you may want to consider a trial period of workflex. Review with the staffer which areas they can improve, and provide ongoing feedback as you begin workflex. Keep communication channels open as you proceed and ask the staffer to demonstrate how workflex is helping them be more effective and productive.
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