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PDH Certification Information

1.5 Professional Development Hours (PDH) – see follow-up email

You must attend the entire webinar.

Questions? Contact Andie Pitchford at TRBwebinar@nas.edu 

The Transportation Research Board has met the standards and requirements of the 
Registered Continuing Education Program. Credit earned on completion of this program 
will be reported to RCEP at RCEP.net. A certificate of completion will be issued to each 
participant. As such, it does not include content that may be deemed or construed to be an 
approval or endorsement by the RCEP.

mailto:TRBwebinar@nas.edu


Learning Objectives
At the end of this webinar, you will be able to:

• Assess readiness to implement flexible work arrangements and determine appropriate 
mitigation strategies for identified challenges, risks, or barriers

• Examine employee and job suitability for flexible work arrangements

• Manage employees that participate in flexible work arrangements, including measuring 
performance and productivity while remote

3

Purpose Statement
This webinar will discuss the challenges, risks, and considerations of telecommuting, 
remote work, and hybrid schedules. Presenters will share mitigation strategies for both 
organizational and employee barriers. Presenters will also provide practical tools to help 
measure organizational readiness to implement flexible work arrangements, determine 
employee and job suitability for telework, and manage remote employees.



Questions and Answers

• Please type your questions into your webinar 
control panel

• We will read your questions out loud, and 
answer as many as time allows
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Agenda

• Int roduc t ion and  Bac kground  on 
Te le work and  Fle xib le  Work 
Arrange me nts

• Imp le me nt ing Fle xib le  Work 
Arrange me nts

• Me asuring Pe rformanc e  and  
Produc t ivity while  Te le working

• Q&A



Poll Question

• Are you with :
A. State  DOT
B. Fe d e ral Gove rnme nt
C. Unive rs ity
D. Othe r



Poll Question
• How has telework or other flexib le  

work arrangements been 
im p lemented at your 
agency/organization?

A. The y have  b e e n imp le me nte d  at  
the  age nc y/organizat ion le ve l.

B. The y have  b e e n imp le me nte d  at  
the  te am/unit  le ve l.

C. The y are  inc ons is te nt ly 
imp le me nte d .

D. The y have  not  b e e n imp le me nte d .



Introduction and Background on 
Research and Flexib le  Work 
Arrangements 



Background and Goals of the  Research

Need: He lp  s tate  DOT le ad e rship , manage me nt , and  e mp loye e s  c ons id e r 
long- te rm and  wid e  ad op t ion of FWAs b y d e ve lop ing use r- frie nd ly 
re sourc e s  to he lp  asse ss  the  suitab ility of e mp loye e s  and  p os it ions  for 
FWAs and  sup p ort  re p ort ing to age nc y le ad e rship .

Background: The  COVID- 19  p and e mic  and  q uarant ine  ord e rs  re q uire d  
s tate  DOTs to q uic kly shift  to t e le work and  fle xib le  work arrange me nts  
(FWAs) without  the  luxury of e xte ns ive  p lanning and  thorough 
e xaminat ion of job  and  e mp loye e  suitab ility for suc c e ss ful re mote  work.



Research  Conducted –  Literature Review
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Conducted Literature Review
Re vie we d  lite ra ture  to:
• Synthe s ize  e xis t ing knowle d ge  of FWAs
• Und e rs tand  re c e nt  s ta te  DOT e xp e rie nc e  with 
FWAs
• Id e nt ify suc c e ss ful p rac t ic e s  and  ke y 
c ons id e rat ions



Research  Conducted -  Interviews
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Facilitated Interviews
• Id e nt ifie d  s ta te  DOT c ontac ts  with te le work 
e xp e rie nc e  or e xp e rt ise
• Cond uc te d  inte rvie ws  to und e rs tand  the  
b e ne fit s , c halle nge s , and  risks  as soc ia te d  with 
te le work within s ta te  DOTs
• Id e nt ifie d  b e s t  p rac t ic e s  for e valuat ing 
suc c e ss  and  p ote nt ia l c rite ria  to d e te rmine  
suitab ility

•North Dakota  DOT (NDDOT)
•Wyoming DOT (WYDOT)
•Ve rmont  Age nc y of Transp orta t ion 
(VTrans )
•Washington Sta te  DOT (WSDOT)
•California  DOT (Calt rans )
•Louis iana DOT & De ve lop me nt  (Louis iana 
DOTD)
•Arkansas  DOT (ARDOT)



Benefits and Challenges for State DOTs
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Bene fit s

• Cost  savings
• Produc t ivity and  

pe rformance
• Emp loyee  engagement
• Work- fife  balance
• Safe  workspace
• Access ib ility 

accommod at ions
• Rec ruitment  and  

re tent ion

Challenges

• Incons is tent  
imp lementat ion

• Required  in- pe rson tasks
• Manage r d isc re t ion
• Monitoring p e rformance  

and  p roduc t ivity



Telework and Other FWAs
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Te lework Op t ions Alternatives to Te lework

Full-Time Telework 
Often called  remote  

work, t e lework inc lud es  
emp loyees  working 

exc lus ive ly away from 
the  office / s it e  eve ry 

d ay.

Hybrid Telework 
Hyb rid  t e lework 

involves  an 
e s tab lished sched ule  
where  an emp loyee  
works  some  d ays  in 

the  office /on s it e  and  
works  remote ly on 

othe r d ays .

Ad Hoc Hybrid Telework
 Ad  hoc  hyb rid  

t e lework is  when an 
emp loyee  works  
p rimarily in the  

office /on s it e  b ut  can 
p otent ia lly t e lework 
with ap p roval on an 

as - need ed  b as is .

•Emp loyee  flexib ility to d ec id e  when they s tart  and  end  the ir workd ays , 
typ ically around  a  se t  of core  hours . 

•This  a llows  them to work d uring the ir p re fe rred  working hours  (e .g., e arly in 
the  morning) and  avoid  long commutes . 

Flexible  Time

•Part - t ime  work involves  the  emp loyee  working le ss  than 40  hours  p e r work 
week. 

•This  a llows  emp loyees  to maintain emp loyment  while  b alanc ing p e rsonal 
t ime  or d emand s  (e .g., school, family, non- p aid  work). 

•The  organizat ions  can use  this  op t ion to hire  or re tain valued  s taff as  we ll as  
p rovid e  sup p ort  to othe r emp loyees  with high or fluc tuat ing d emand s . 

Pa rt  Time

•More  than one  emp loyee  share s  or d ivid es  the  d ut ie s  of one  full- t ime  
p os it ion. 

•This  can allow the  organizat ion to mee t  the  d emand s  of a  full- t ime  p os it ion 
while  hiring emp loyees  who might  not  othe rwise  b e  ab le  to commit  to a  full-
t ime  job .

J ob Sha ring

•Often re fe rred  to as  4- 10 s  or 9 - 9 s , this  p rac t ice  allows  the  emp loyee  to 
work more  hours  in a  workd ay to work a  lower numb er of workd ays  (e .g., four 
10 - hour workd ays  with one  d ay off eve ry week, nine  9 - hour workd ays  with 
one  d ay off eve ry othe r week). 

•This  a llows  the  emp loyee  to have  more  consecut ive  d ays  off, which can b e  
valuab le  to the  emp loyee , b ut  this  d oes  not  offe r as  much flexib ility for 
unexp ec ted  events /emergenc ie s .

Comp res sed 
Work Week



Im p lementing Flexib le  Work 
Arrangements



Products Developed from  the Research

13

2.   Te lework Suitab ility  Tool
For assessing employee suitab ility for telework

3. Tracking Tool
For monitoring FWA requests, decisions, and estab lished arrangements

1. Guide
Chapter I. Introduction

•  Te lework Op tions
•  Bene fits  and  Challenges  of Te lework
•  Organizat ional Read ine ss
•  Alte rnat ive s  to Te lework
•  Bes t  Prac t ic e s

Chapter II. Te lework Tools
•  Te lework Suitab ility Tool
•  Tracking Tool
•  Ins t ruc t ions

Chapter III. Measuring Performance and Productivity 
•  Bes t  Prac t ic e s  for Monitoring and  Measuring Produc t ivity and  

 Pe rformanc e
•  Me tric s  for Measuring Te lework Program Effec t iveness



Guide

One- pagers for e ac h te le work op t ion and  
a lte rnat ive s  to te le work that  p rovid e  a  
high- le ve l overview, p otential b enefits, 
challenges, and im p lementation b est 
p ractices for e ac h.

Benefits of telework inc lud ing in- d e p th 
informat ion and  re se arc h re la te d  to the  
re c ruitme nt  and  re te nt ion b e ne fit s  for 
s ta te  DOTs .
Challenges and m it igation strategies 
inc lud ing working with a  union, gaining 
b uy- in, me asuring p e rformanc e  and  
p rod uc t ivity, and  ad d re ss ing the  lac k of 
soc ia l inte rac t ion.



Guide

De te rmining organizational readiness for te le work, 
imp le me ntat ion ac t ions , and  an organizat ional 
re ad ine ss  c he c klis t .

Common p rac t ic e s  of te le work imp le me ntat ion 
and  b est p ractices to s t rive  for.



Telework Suitab ility  Tool
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• Use d  b y manage rs  to d e te rmine  if 
the ir e mp loye e  is  suitab le  for a  
te le work arrange me nt  

• Manage r re sp ond s  to a  se rie s  of 
q ue s t ions  with “ye s  (mos t  of the  
t ime )” or “no,” and  in some  c ase s , “a t  
t ime s”

• Onc e  a ll q ue s t ions  are  answe re d , the  
tool will p op ulate  one  or more  
p ote nt ia l te le work op t ions



Jo
b 

C
on

si
de

ra
ti

on
s

Em
pl

oy
ee

 C
on

si
de

ra
ti

on
s

Pos s ib le  Te le work Op t ions



Telework Suitab ility  Tool -  Instructions
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Ins t ruc t ions  p rovid e d  inc lud e :
• Comp le t ing the  Te le work Suitab ility Tool
• Te le work Suitab ility Tool Crite ria
• Ed it ing a  q ue s t ion in the  Te le work 

Suitab ility Tool
• Ad d ing a  ne w q ue s t ion to the  Te le work 

Suitab ility Tool
• Conve rsat ion guid anc e  for manage r and  

e mp loye e



Tracking Tool
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• Trac k ap p rove d  arrange me nts  that  e mp loye e s  have  in 
p lac e

• Data c an b e  aggre gate d  and  use d  to re p ort  ab out  
te le work and  FWAs to age nc y le ad e rship

• Ins t ruc t ions  p rovid e d  inc lud e :
• Inp ut t ing d ata  into the  Trac king Tool
• Changing d ata  variab le s  in the  Trac king Tool



Managing and Measuring Performance 
and Productivity While  Te leworking



Conversation Guidance for Manager and Em p loyee
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Conve rsat ion guid anc e  re la te d  to:
• The  re sult s  of the  Te le work Suitab ility Tool
• Finalizing te le work or FWA arrange me nt
• Pote nt ia l c onc e rns
• Es tab lishing norms , and /or e xp e c ta t ions  around :

• Offic e /Work e nvironme nt
• Communic at ion
• Work hours
• Che c k- in me e t ings
• Pilot  p e riod



Best Practices for Pe rformance Management
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Estab lish a Pe rformanc e  Base line

Se t  Conc re te  Goals

Es tab lish Outc ome - Base d  Me asure s

Cre ate  an Employe e  De ve lopme nt  
Roadmap  



Best Practices for Pe rformance Management
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Gathe r Pe rformanc e  Fe e dbac k 

Use  a Task Trac ke r 

Imp le me nt  a Pilot  Pe riod  

Conduc t  Re gular Che c k- In Me e t ings



Telework Program  Metrics
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Re c omme nd e d  me tric s  for me asuring 
the  suc c e ss  of the  te le work p rogram. 



Telework Program  Metrics
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Direct Measurement

Emp loye e  Sat is fac t ion/Exp e rie nc e

Cos t  Savings

Indirect Measurement

Re c ruitme nt

Turnove r

Me e t ing Program De live ry

Emp loye e  Engage me nt

• Number of applicants
• Number of accepted 

employment offers
• Time to fill vacancies

• Turnover
• Tenure
• Diversity

• Customer satisfaction
• Customer complaints
• Time to project completion
• Quality of work

• Employee morale and 
engagement



Poll Question

A. One - Page rs
B. Organizat ional Re ad ine ss  Asse ssme nt
C. Te le work Suitab ility Tool
D. Trac king Tool
E. Conve rsat ion Guid anc e
F. Be s t  Prac t ic e s  for Monitoring and  

Me asuring Prod uc t ivity and  
Pe rformanc e

G. Me tric s  for Me asuring Te le work 
Program Effe c t ive ne ss

Which  tools or guidance discussed today would be  beneficial to your 
agency/organization for im p lementing telework or other FWAs?
(Se le c t  all that  ap p ly)



Q&A



For m ore information, visit : 
ht tp s :/ /nap .nat ionalac ad e mie s .org/c atalog/2716 7/ te le c ommut ing-

re mote - work- and - hyb rid - sc he d ule s - managing- the - shift - to- a- fle xib le -
work- future  

or scan the  QR code:

https://nap.nationalacademies.org/catalog/27167/telecommuting-remote-work-and-hybrid-schedules-managing-the-shift-to-a-flexible-work-future
https://nap.nationalacademies.org/catalog/27167/telecommuting-remote-work-and-hybrid-schedules-managing-the-shift-to-a-flexible-work-future
https://nap.nationalacademies.org/catalog/27167/telecommuting-remote-work-and-hybrid-schedules-managing-the-shift-to-a-flexible-work-future
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Upcoming events for you
May 30, 2024

TRB Webinar: When Our Technology 
Solutions Do Not Work for Everyone

July 15-18, 2024

TRB's 2nd Conference on Advancing 
Transportation Equity

https://www.nationalacademies.org/trb/
events

https://www.nationalacademies.org/trb/events
https://www.nationalacademies.org/trb/events


Spread the word and subscribe!
https://bit.ly/ResubscribeTRB
Weekly 

Subscribe to TRB Weekly

Each Tuesday, we announce the latest:

• RFPs

• TRB's many industry-focused webinars 
and events

• 3-5 new TRB reports each week

• Top research across the industry

If your agency, university, or organization 
perform transportation research, you and 
your colleagues need the TRB Weekly 
newsletter in your inboxes!

https://bit.ly/ResubscribeTRBWeekly
https://bit.ly/ResubscribeTRBWeekly


Discover new 
TRB Webinars weekly

Set your preferred topics to get the latest 
listed webinars and those coming up soon 
every Wednesday, curated especially for 
you!

https://mailchi.mp/nas.edu/trbwebinars

And follow #TRBwebinar on social media

https://mailchi.mp/nas.edu/trbwebinars


Get involved 

https://www.nationalacademies.org/trb/get-involved 

TRB mobilizes expertise, experience, and knowledge to 
anticipate and solve complex transportation-related challenges. 

TRB’s mission is accomplished through the hard work and 
dedication of more than 8,000 volunteers.

https://www.nationalacademies.org/trb/get-involved


We want to hear from you

• Take our survey

• Tell us how you use TRB Webinars in your work 
at trbwebinar@nas.edu
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