
Creating a Workflex Communication Plan
When developing flexible work arrangements, it’s important for staff to determine when, where and how you will be available to your supervisor, coworkers and customers (internal and external). Talk about how accessible you need to be when you are not physically present at work. Clearly, there are personal issues, as well as business ones, to consider. Use the questions on the following page as a guideline, and then review with your supervisor to create a communication plan. 

	How and When to Reach You
	Complete
(

	Decide if and how you will be accessible when you are not in the office. Take others' needs into account when you consider these decisions.
	

	Decide when you will be available for calls—which days, what hours? Are there specific hours when you must be available? Are there specific hours when you can’t be available? What will you do when others must reach you?
	

	Inform others on how and when you can be reached (cell phone, home phone, email, etc.).
	

	Outside Groups/Individuals
	Complete
(

	Consider all of the contacts you have outside your office that may be impacted by your workflex arrangement (such as constituents, agency contacts, vendors, other Hill staff, etc.) and discuss with your supervisor the potential impact on these organizations and individuals. Decide whether or not to notify these groups and individuals of your workflex arrangement.
	

	If appropriate, determine the best way to communicate to these outside groups and individuals when, where and how you can be reached, and who can assist them in your absence.
	

	If there are new or additional colleagues with whom these outside groups and individuals will be working, set up a meeting to make introductions.
	

	Meetings
	Complete
(

	Agree with your supervisor on when staff meetings will be scheduled.
	

	Identify some contingency plans in the event a meeting is called on short notice.
	

	Decide if and how you will be available for meetings on days when you are not working (e.g., in person, via phone or video conference).
	

	Information
	Complete
(

	Inform your team members where critical information is kept (e.g., filing system, computer access, addresses and contact information, your calendar).
	

	Make sure necessary computer files are shared with others who might need access to them.
	

	If you are working away from your worksite, determine how you will access information you might need.
	

	Feedback
	Complete
(

	Encourage your supervisor, coworkers, and others to give you feedback on how the new work schedule is working for them.
	

	Establish regular check-in meetings with your supervisor—either face-to-face or through phone conferences, so you can talk about what’s working, what’s causing challenges and how to resolve them.
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