[bookmark: _Hlk121753590][image: ]Promote “Your Work, Your Way”: Telework and Compressed Work Week Campaign
Campaign Date:  February 1 - 28

Plan Your Campaign:  Now
· Recruit a committee to plan and help promote the campaign. Make sure to invite HR staff.
· Connect with your Wellness and Sustainability teams to coordinate efforts. 
· Share the Telework Toolkit and telework training videos with telework candidates and management.
· Share Compressed Work Week (CWW) resources with CWW candidates and management.
· Coordinate with HR on telework and CWW request approvals.
· Coordinate with HR on ZIP code matching for employees who work CWW schedules. Encourage employees to carpool on the days they commute to the office.
· Request the CEO’s support and a budget.

Promote Your Work, Your Way, January 15 – February 28
· This year, we are adding “thermometer” progress trackers with telework and CWW goals to encourage friendly competition. You can use trip reports and the progress tracker template to track campaign progress at your own worksite(s).
· Display the Campaign poster and PowerPoint slide on TVs or use as a web ad.
· Encourage employees to submit their telework or compressed work week requests for approval. 
· Write a commuter profile on an employee who teleworks or works a compressed schedule; interview them regarding their experience. Announce it in a newsletter, email, or company Intranet page.
· Submit an article for your January or February employee newsletter.
· Use sample email messages to encourage employees to participate in the Your Work, Your Way Campaign.
· Have employees share photos of what they enjoy about their telework or compressed work schedules, such as a photo of their pet or a hike they enjoyed on their CWW day off.
· For teleworking employees, host free or low-cost team bonding activities to replace in-office interactions such as participating in virtual trivia, draw together, cook together, or play a drawing game together.
· Invite employees with compressed schedules to form a carpool or vanpool to reduce their commute costs even further. 
· Hold individual or team challenges. Let employees earn points for prizes.
· Hold a prize drawing for everyone who teleworks or work a compressed work schedule during the Your Work, Your Way Campaign.

After the Campaign:  March 3 - 7
· March 7 is the last day for employees to record their trips in the online calendar at RideTogetherPierce.com.
· Conduct your worksite prize drawing using the calendar Reports tool.
· Take photos of the winners and/or write a commuter profile.

Countywide Prize Drawing: March 11-12
· All prize winners will be posted at RideTogetherPierce.com by the end of March 11. 
· On March 11-12, announce the campaign results and winners. Include the photos of the winners and/or the commuter profiles in your announcement.



Telework Resources
· Ride Together Pierce Telework Resources
· Ride Together Pierce Telework Toolkit for Employers, Managers and Employees
· The Unashamed Guide to Virtual Management E-book
· Harvard Business Review: 4 Strategies for Building a Hybrid Workplace that Works
· ACT Telework Council: Hybrid Workplace Strategies
· ACT Chesapeake Webinar: How to Manage Teleworking and Parenting
· Commuter Choice Maryland: A Guide to Telework for Employers
· Commuter Choice Maryland: Telework Tips 
Compressed Work Week Resources
· Ride Together Pierce Compressed Work Week Resources 
· Harvard Business Review: How to Actually Execute a 4-Day Workweek
· Five Steps for Adopting a Four-Day Workweek
· Tacoma Community College Compressed Work Week Guidelines
· City of Edgewood Flexible Work Policy
· University of California - Davis Flexwork Guide 
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