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SCOPE 

The provisions of this document appl)' to all MBDA e1nployees. The official duty location is 
1401 Constitution A\1enue, N.W., Washi11gton, DC, 20230. 

INTRODUCTION 

Tele\vork, kno\Vll as "telecom111uting," refers to a paid, flexible \.York arrangen1ent under which 
an e1nployee perforn1s the duties and responsibilities of his/her position, and other authorized 
activities, from an alternative v.'ork environment and not the traditional worksite. There are three 
types of tele\vork: (1) routine telework in which telework occurs as part of an ongoing, regular 
scl1ed1de, (2) situatio11al/ad-hoc/occasional telework that is approved on a case-by-case basis, 
where the ho11rs worked are not part of a previously approved, ongoing and regular tele\.vork 
schedule and (3) unscheduled telework, in \vhich Federal Governn1ent offices are open but tinder 
an announcen1ent of"Unscheduled Tele\.vork" by the Office of Personnel Managen1ent (OPM) or 
other appointn1e11t attthority. All eligible e1nployees new to tele\vork a11d interested in 
teleworking 1nt1st first complete the interactive telework training progran1 on the Comnterce 
Learning Center and must enter into a written agree1nent \.Vith their supervisors. Sttpervisors 
a11d tnanagers are also required to cornplete the telework on-line training prior to entering into 
tl1e writte11 agreen1e11t. 

All MBDA ernployees are encouraged to support the telework progra1n enacted by the 
111 111 Co11gress and documented in the Deparhnent ofCom1nerce (DOC) Telework Policy. 
MBDA recognizes tl1at a well-1nanaged telework progran111as the potential to lead to such 
benefits as in1proved marketability (as a more con1petitive and inclttsive employer); reduced 
commuting time that can contribute to an in1proved quality ofv.,rork-life balance; cost savings in 
such areas as recruitn1ent and retention of en1ployees; and an improved Continuity of Operations 
Plan (COOP). In addition to the benefits of reduced co111muting time and costs tl1at accrue to 
en1ployees and the Agency's n1ission. the Agency supports tele\.vork as a n1ajor ele1nent it1 its 
efforts to reduce its facility space require1nents, thereby reducing its energy consun1ption, 
greenhottse gas etnissions, surface ozone, rent, and other operating costs. 

This policy recognizes and suppo11s tl1e need for improved co1nmunication bet\veen the 
employee and MBDA managen1ent on all aspects of the applicable telework arrange1nents for 
the en1ployee and MBDA. In addition, this policy recognizes that the en1ployee and 
n1anagement are equally responsible for contributing to the sttccess oftele\vork. 

The policy pro1notes: (I) recruiting and retaining the best possible workforce; (2) continuing 
operations during en1erge11cy conditions; (3) sttccessful 111anagement effectiveness by reducing 
n1anagement costs related to en1ployee turnover a11d absenteeism; 
(4) reducing real estate and transit costs; and (5) enha11cing work-life balance by allowi11g 
employees to better manage their \.vork and fa1nily obligations. 

MBDA is a job creating. globally-focused and transaction-oriented agency that fosters the 
gro\vth and global competitiveness of businesses O\.vned and operated by 1nembers of our 
nation's minority and diaspora com1nu11ities. The MBDA 1nission is to enhance the grov.1:h and 
expansion of minority busi11ess enterprises by pro\'iding tl1e eco11omic inpttts that sti1nulate new 



job creation, nan1ely, access to contract av·.rards, capital and new i11ternational and domestic 
markets. 

MBDA ma11ages a national net\vork ofMBDA Business Centers staffed \Vith business experts 
who provide target clients with sophisticated strategic busi11ess co11sulting services designed to 
assist tl1e business ow11er in gro\vi11g tl1eir businesses to size and scale. Tl1e effo11s of the agency 
cross international, p11blic, private, state and local govern1nental, business and institutional 
interests. The programs impact heavily on job creation, wealth creation that reduces the national 
wealth gap. 

LEGISLATIVE BACKGROUND 

On Decen1ber 9, 2010, President Barack Oban1a signed Public La\v 111-292, tl1e Tele,vork 
Enhancement Act (Act) of2010. The general purpose of the Act is to expand participation in 
televvork. The Act is a key factor in the Federal Govern111ent's ability to achieve greater 
flexibility in nlanagi11g its workforce tlu·o11gh the use oftele\\1ork. It req11ires Executive agencies 
to establish a policy under which eligible en1ployees of the agency nlay be autl1orized to 
tele\\1ork; to determine the eligibility for all einployees oftl1e agency to participate in tele\vork; 
and to notify all en1ployees of the agency of their eligibility. Tl1e Act outlines three 
preconditions for participation: the e111ployee (1) is dee111ed eligible, (2) is trained in telework, 
and (3) has a11 approved written telework agreen1ent. 

In addition, the Act makes a clear distinction between "'eligibility" a11d "participation." To 
participate in telework, an en1ployee inust first be identified as eligible. Any e1nployee is 
assu1ned eligible ltnder the Act unless 11e/she has been ofticially disciplined for being absent 
\Vitho11t per1nission for more than five (5) days in any calendar year (does not 11ave to be 
consecutive; just within the same year) (at any time during an en1ployee's e1nployn1e11t with the 
Federal Govern1nent) (see VIII.A.I.a. for definitio11 of Officially Disciplined); or the employee 
l1as bee11 officially disciplined for violations of subpart G of the Standards of Ethical Conduct of 
E1nployees of the Executive Branch for reviewing, downloading, or exchanging pon1ography, 
including child pornography, on a Federal Governn1ent co1nputer or \\'l1ile perfor1ning official 
Federal Government duties (See 5 U.S.C. §§ 6502(a)(2)(A) and (B)). 

Note: An en1ployee can meet the eligibility criteria in accordance with the Act, b11t the duties of 
his/her position n1ay not be conducive or appropriate for tele\vorking; therefore, they are not 
eligible to telework based upo11 the d11ties of their current position. 

POLICY 

It is the MBDA polic)' to allow eligible employees to work at alternative work sites a\vay fro1n 
tl1eir official workplaces to the maximum ability, based on business necessity, during their 
reg11lar tour of duty. All en1ployees of the agency that 1neet the definition of "en1ployee" as 
defined in 5 U.S.C. § 2105 are covered by the policy, i11 accordance with the Act. This is 
consistent \Vith DOC policy, and tl1e tre11d in the Federal governn1ent to increase the participation 
of eligible teleworkers that attracts and retains talent. The MBDA may re11e\V and update 
telework policy annually. 
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Tele\vork is a workplace flexibility, not a legal right, and does not change the ter1ns and 
conditions of employment. The operational needs of the MBDA are paran1ou11t and en1ployees 
who tele\vork do not have an auton1atic rigl1t to contint1e to telework. 111 accordance \Vith the 
Act, an en1ployee may not be authorized to co11tint1e te1eworking ifthe performance of that 
employee does not comp!)' witl1 the ter1ns of the written agreement bet\veen the agency nlanager 
and that employee. 

Ma11agen1ent sl1all provide reasonable notice in writing, before modifying or tern1inating a 
tele\vork agree1nent to allow the affected emp!O)'ee to make i1ecessary arrangen1ents. The reason 
for termination \viii be documented, signed by the approving official, and provided to the 
affected employee. Conse11t or acknowledgement via signature by the affected employee is not 
required for the termi11ation oftele\vork to take effect. 

To implement this policy to the fullest extent possible, MBDA has established a Tele\vork 
l1nple1nentation plan that: 

1. 	 Clearly states the length of the written agree111ent that is established by tl1e employee 
and the approving official, including tl1e tenns of the agree1ne11t. 

2. 	 All en1ployees are assumed eligible to telework ttnless they fall under one of the 
ineligible conditions specified in the Act or are precluded from telework due to the 
nature of the position. Includes procedures for 11otifying each e1nployee ofl1is/her 
eligibility or ineligibility to telework. 

3. 	 Telework is not a sttbstitute for tl1e care of elders, children, or other dependents. 
4. 	 Advises etnployees that participation in a telework arrange1nent is volu11tary unless 

telework is a condition of e1nployn1ent to co11tinue Goven1ment operations in tin1es of 
emergency. 

5. 	 Requires that the written agreetnent stipulate that the e1nployee n1ust be perforn1ing at 
tl1e Full)' Successful (or equivalent) level or better. 

6. 	 Advises employees that although participatio11 in a telework an·angen1ent is 
voluntary, only televvork-ready etnployees (Plan B), are required to \Vork when 
Federal offices or their Depart1nent work location in their local co1nmuting area is 
closed. 

7. 	 Establishes a com1nunication process to notify e1nployees designated as en1ergency 
response group members or essential personnel for Continuity of Operations (COOP) 
011 telework flexibilities; incl1ldes COOP responsibilities in applicable telework 
agreetnent. 

8. 	 Establishes and includes a process for approving telework arrangements (e.g., 
application, approval levels, and titneline for approval/denial, training requirements, 
and written agreen1ents). 

9. 	 Identifies the process for changing or 1nodifying telev·.'ork arra11ge1nents (e.g., 
schedules or locations). 

10. Requires all supervisors and telework-ready en1ployees to sign a telework agree1nent 
that includes an address oftl1eir alternate work location, and perforn1ance 
expectations. (See 5 U.S.C. § 6502(b)(2)(A)) All telework-ready employees will be 
evaluated consistent with the MBDA expectatio11s and the perforn1ance management 
systen1. 
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11. States that all telework-ready employees \.Viii receive the same treat1nent and 
oppo11unities as i1on-telework-ready en1ployees (e.g., work assignme11ts, awards and 
recognition, development opportttnities, pro1notions, etc.). 

12. Reqttires that all hour's teleworked are recorded accurately, using the appropriate 
category for each pay period in webTA, the electronic ti1ne and atte11da11ce syste1n. 

13. Requires that supervisors track tele\.vork participation for all pay periods. 
14. Includes a process for providing orientatio11 and training for ne\\' telework-ready 

en1ployees and their supervisors regarding telework policy, MBDA specific 
progran1s, and t11eir responsibilities. 

15. Specifies how to contact the MBDA unit tele\.vork coordinator. 
16. Incorporates tele\vork into MBDA Continuity of Operations (COOP) plans. 
17. Includes MBDA unit infom1ation technology (IT) and cyber security guideli11es. 
18. Establishes procedttres for administering and evaluating the telework progran1. 
19. Establishes a process to collect data regarding number of eligible en1ployees that 

includes participation rate, participatio11 type, denial, termination, best practices, and 
reasons for any ban·iers. 

Levels of Tele\vorl{ 

Consiste11t \.Vith the DOC tele\vork policy, this policy provides two plan options for 
teleworkers: 

I. 	 Plan A 
a. 	 En1ployees 1nay perform ad-hoc telework or unscheduled telework; no n1ore than 

80 l1ours during tl1e 12 n1onth term oftl1e individual telework agreement. 
b. 	 No prior sttpervisory approval req11ired for unscheduled telework. Employee 

perfor1ning 11nscheduled telework under an OPM an11011ncen1ent n1ay do so 
without prior supervisory pern1ission; tl1e en1ployee m11st notify his/her 
supervisory in accordance with the terms of the \\1ritten tele\vork agreement. 

c. 	 Employee must obtain supervisory approval before performi11g ad-l1oc telework; 
d. 	 The en1plo)'ee is responsible for ensuri11g that l1e/she has adequate work si1nilar to 

the traditional office setti11g, for the period oftelework scl1eduled to be perforn1ed. 
e. 	 Tl1e employee is not required to telework when the office is closed for reasons 

otl1er t11an Federal law or Executi\'e order. 
f. 	 Employee may S\Vitch to Plan B at any ti1ne prior to reaching the 80 11ot1r limit 

duri11g tl1e a11nual agree1nent. 
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2. 	 Plan B 
a. 	 Employees \Vhose participation is greater than 80 hours ad hoc or unsched1tled 

telework, per year. 
b. 	 Employee tnust obtain approval prior to ad-l1oc tele\vork. 
c. 	 Etnployee may perforn1 unscheduled telework under OPM annou11ceme11t \Vithout 

prior s11pervisory approval. However, an e1nployee must notify his/her supervisor 
in accordance with t11e written telework agreement. 

d. 	 The employee must telework when 11is/her office is closed for reasons other than 
Federal law or Executive Order. 

e. 	 The en1ployee is responsible for ensuring that l1e/she has adequate work sin1ilar to 
the traditional office setting, for the period oftele\vork scheduled to be perforn1ed. 

f. 	 Perfor1ning less than 80 hours of ad hoc/unscheduled telework does i1ot change 
the en1ployee's election of Plan B. 

g. 	 The en1ployee must telework when his/her office is closed for reasons other than 
Federal law or Exectttive order. 

h. 	 Etnployees opting to switch to Plan A nlust wait until the next year. 

Tele,vork Options 
1. 	 Individual telework agreen1e11ts nlttst indicate that telework-ready e1nployees on 

Plan Bare reguirccl to telework from ho1ne or an alternative \.Yorksite \Vhe11 their 
oftice is closed for other than Federal law/Executive order. Telework-ready 
employees 1nust follov.' their individual tele\vork agreements. 

2. 	 On a case-by-case basis, the supervisor 1nay excuse a telework-ready e1nployee 
fron1 duty withotLt charge to paid personal leave or loss of pay during an 
en1ergency situation if: (1) the en1ergency adversely at1'ects the telework site (e.g., 
disruption of electricity. or 11et\vork connection proble1ns that prevent telework); or 
(2) the telework-ready en1ployee's duties are such that he/she cannot continue to 
work witl1out contact \Vith the regular \Vorksite. 

3. 	 If the telework-ready e1nployee faces a personal hardship that prevents hin1/her 
fron1 working sticcessfully at tl1e telework site, the employee n1ay request the 
appropriate leave (annual, sick, con1pensatory, credit hours, con1pensatory tin1e for 
travel). The en1ployee may also S\Vitch to an alternative \York schedule day oft~ or 
use "flexi11g'' consistent with the en1ployee's alternative \York schedule, if any. 

4. 	 Systen1s are to be in place to support telework in an e1nergency, i11cluding a 
con1111unication process to notify COOP personnel, en1ergency, and non­
en1ergency en1ployees of the activation oftl1e agency's e1nerge11cy plan, and the 
agency's operating status during the emergency. 

5. 	 Telework-ready en1ployees scheduled to tele\vork during their regular tour of duty on 
a day \Vhen their office is closed (or \Vhen other en1ployees are dismissed early) are 
not entitled to receive ove11i1ne pay, credit hours, or con1pensatory ti1ne off in lieu of 
ove11in1e paytnent for perfor1ning work during their regularly scheduled hours. 

ELIGIBILITY CRITERIA 

Tele\vork policies and procedures apply to all employees \Vithi11 MBDA. Telework is not an 
en1ployee right. Participation is voluntary, and may be terminated with reasonable notice in 

5 




writing by the e1nployee or the e111ployer. En1ployees may telework under this policy as per tl1e 
Act, unless they fall within the following exceptions: 

• 	 The en1ployee has been officially disciplined for being absent withottt pem1issio11for1nore 
than (5) five days in any calendar year; or the en1ployee has been officially disciplined for 
violations ofsubpa11 G of the Standards of Ethical Co11dttct for Employees oftl1e Exectttive 
Bra11cl1 for vie\.ving, do\.vnloadi11g, or exchanging pornography, including child 
pornography, on a federal Government computer or while performing official Federal 
Government duties. 

Definition of Officially Discipli11ed - Means a disciplinary action that results in the 
placerne11t of a doctnnent in an employee's official personnel file (OPF); the bar on 
participation \.Votdd ren1ain in effect as long as the docu1nent stays in a11 e1nployee's OPF. A 
suspension or termination related to the items 1nentioned iI1 Public Law 111-292 that results 
in a document (standard form 50) that pe1111anently ren1ains in the OPF \.Vould result in 
pern1anent prohibition on telework participation; 

• 	 The employee's official duties require on a daily basis (every workday) direct 11andling of 
secttre 1naterials determined to be inappropriate for telework by the head of the 
MBDA; or the e1nployee performs on-site activity that cannot be handled ren1otely or at a11 
alternative worksite. 

• 	 MBDA l1as the right to deterrni11e additional telework eligibility criteria for their en1ployees, 
subject to the requirements of this policy, business necessity, and the lin1itations of Public 
La\.v 111-292, on a case by case basis. 

• 	 Voluntar)' Participation - Employee participation in telework is voluntary unless telev..rork is 
a condition of en1ploy1nent or is required to co11tin11e Govern1nent operations in ti1nes of 
e1nergency. In these instances, an en1ployee i11ay be required to work at home, or at an 
approved alter11ative worksite. 

Equal Opportunity - Participatio11 in telework is ope11 to all eligible en1ployees without regard to 
race, color, sex (including pregnancy and gender identity), religion, national origin, political 
affiliation, nlarital stattts, age, disability, genetic infor1nation, or sexual orientatio11, age, 
1nembership in an en1ployee organization, retaliation, parental status, 111ilita11' service, or other 
non-merit factors. 

Tele\.vorkers and non-tele\.vorkers shall be treated the §1!!!!! for purposes of: 

• 	 Periodic appraisals ofjob perforn1ance of employees, 
• 	 Traini11g, rewarding, reassigni11g, pro1noting, reducing in grade, retai11ing, and removing 

employees, 
• 	 Work require1nents, and 
• 	 Otl1er acts involving 1nanagerial discretion. 
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Standards of Co11duct and Etl1ics - Employees who te\e\vork are expected to co1nply with the 
Depart1nent's standards of conduct and ethics contained i11 the "Employee Respo11sibilities and 
Conduct," Depa1in1ent Adn1inistrative Order (DAO) 202-735A. Employees are to ensure that 
telework does not di1ninish perfo1111ance or bureau/operating unit operations. Failure to co1nply 
nlay result in terrninatio11 of the telework agreen1ent as well as disciplinary action for 
miscond11ct. 

TELEWORK REQUIREMENTS 

All eligible employees and supervisors new to telework must first successfully con1plete t11e 
i11teractive telework training program, prior to co1npleting and approving the telework agreen1ent 
for approval. Newly eligible employees must co1nplete on-line training course "Telework 101 
for E1nployees" via tl1e Commerce Learning Center \Vhich outlines tl1e basic concepts, skills, 
and processes in the telework progra1n, and obtain a certificate of training prior to participatio11. 

All eligible e1nployees are required to complete l'f Sec11rity and Avvareness Training on an 
ann11al basis. 

ACCOMMODATIONS FOR EMPLOYEES WITH DISABILITIES 

It is itnportant to distinguish between ordinary requests to telework and requests fro1n persons 
with disabilities for reasonable acco1nmodation. MBDA officials/supervisors sl1011ld consult 
DA0-215-10, "l{easonable Accommodation J>olicv," and the MBDA Reasonable 
Accon11nodation Coordinator for g11idance to co1nply v>.1ith the Rehabilitation Act of 1973. 

As governed by Section 501 oftl1e Rel1abilitation Act of 1973, as an1ended, 29 U.S.C. § 791 et. 
seq., the Rehabilitation Act and DAO 215-10, the detern1ination as to whetl1er an employee n1ay 
be granted a11 accomn1odation due to a disability should be 111ade through a flexible interactive 
process between the Reasonable Accon1modation Coordinator, the etnployee's first line 
supervisor, and the e1nployee. 

PROGRAM OVERSIGHT AND RESPONSIBILITIES 

Employees: 
• 	 Con1plete the telework agreement annuall)' and update tele\vork agreen1ent \Vhen the 

work location changes. 
• 	 Con1plete 'felework Training 101, Commerce Learning Center; print the certificate 

(initial telework agreement). 
• 	 Con1p\ete the Remote Access User Security Agreen1ent and forvvard the signed fo1n1 

to the MBDA IT coordinator for processing that will provide access to MBDA files 
with a high level of security and convenience for tl1e telework-ready en1ployee. 
Pcrn1ission to remotely access unclassified DOIIT systems and the use of access will 
be monitored by DOC for coinpliance with policy. 

• 	 Con1n1unicate witl1 their supervisor a11d team. 
• 	 Con1municate a11y difficulties with access to the Help Desk. 
• 	 Record telework accurately in \vebTA. 
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• 	 Meet performance standards in their individual perforn1ance plans. 
• 	 Respond to all con1munications, internal, and external, typical ii1 the traditional oftice 

setting. 
• 	 Take home laptop on scheduled tele\vork day and all related docu1nents. 
• 	 Attend all required meetings via teleconference. 

First Line Supervisors: 
• 	 Meet \Vith the e1nployee annually to discuss tl1e telework arrange1nent and to ttpdate 

telev.1ork agreements. 
• 	 A void isolating tele\vorking employees and com111unicate with tl1e e1nployee eitl1er 

through telepho11e or en1ail. 
• 	 Support regular telework for at least two days per pa)' period when requested by eligible 

en1ployees, as per DOC policy. 
• 	 Record telework participation for their en1ployees. 
• 	 Approve or deny the telework arrangen1ent, based 011 business needs. 
• 	 Mentor e1nployees to achieve productivity. 
• 	 Con1municate with employees, regardless of where they are. 
• 	 Manage by results and the en1ployee's performance standards in their performance plans. 
• 	 Ce1tify the accuracy oftin1e and attendance i11 V./ebTA. 

Approving Officials/Supervisors: 
• 	 Monitor participation in the telework progra1n. 
• 	 Set goals for increasing telework participation. 

T elework Coordinator: 
• 	 Develop tl1e tele\vork policy. 
• 	 Maintain all telework agreements. 
• 	 Respond to the DOC annual data call. 
• 	 Provide guidance and tools for teleworkers. 
• 	 Provide telework training to en1ployees. 
• 	 Provide guidance to MBDA s11pervisors on barriers to telework. 
• 	 Represent MBDA at DOC telework internal and external ineetings. 

PREPARING FOR THE TELEWORK AGREEMENT 

The following actions 1nust be taken when establishing an individual telework agreen1ent: 

I. 	 The en1ployee nlust complete the appropriate required telework trai11ing. Approving 
officials for telework-ready employees inust also co1nplete the appropriate tele\vork 
training before they ca11 approve v.1ritten agree111ent. (Training is only required for the 
initial agreeme11t). 

2. 	 The interested en1ployee submits a co1npleted agreeme11t, (see Appendix A, Telework 
Application and Agree1nent), telework assessn1ent (Appendix B), and safety cl1ecklist 
(Appendix C). 
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3. 	 The employee and manager/supervisor discuss the proposed telework agreement and the 
mode of com1nunication between the lnanager/sllpervisor and the employee. 
Opportunities for com1nunication and interaction are vital to the success oftl1e 
an·angement and to avoid isolation for the teleworker. 

4. 	 Employees nlust attend all 1neetings, i.e., All I-lands, etc., via teleconfere11ce. The 
an·angen1ent is a "work" arrangen1ent and the n1ission ofMBDA is para1nount. 

5. 	 Telework is a flexible arrangen1e11t and scl1edules should be nlodified for business 
necessity. 

PERFORMANCE STANDARDS 

Performance sta11dards for telework-ready employees 1nust be the san1e as perfo1111ance 
standards for 11011-tele\vork-ready en1ployees. Expectations for performance should be clearly 
addressed in eacl1 employee's performance plan, and the perforn1ance plan sl1ould be 
revie\ved to e11sure tl1e standards do not create inequities or inconsistencies betwee11 telev.'ork­
ready and non-telework-ready en1ployees. Like non-teJe,vork-ready employees, telework­
ready e1nployees are held accou11table for the res1llts they produce. Resources for 
perfor1na11ce manage1nent are available from OPM at ''''"'"·opn1.gov/perform. 

PAY, LEAVE, AND WORK SCHEDULE FLEXIBILITIES 

An en1ployee's pay is based on tl1e location of the emplO)'ee's official duty station (v.rorksite) in 
accordance with 5 CRF 531.604(b). MBDA must deter1ni11e and designate tl1e official worksite 
for an employee covered by a tele\vork agreetnent using the following criteria: 

The official worksite for an en1ployee covered by a telework agreement is the location of the 
reg1liar worksite of the en1plO)'ee's position (i.e., the place \Vhere the employee would nor1nally 
work absent a telework agreement), as long as the e111ployee is scheduled to report physically at 
least tv.·ice each biweekly pay period on a reglllar and recurring basis to that regular v.rorksite. 

The official worksite for an e1nployee covered by a telework agreen1ent who is 11ot scheduled to 
report at least twice each bi\veekly pay period 011 a regular and recurring basis to the regular 
worksite is the location of the telework site (i.e., hon1e or other alternative \Vorksite). 

If a telework e1nployee \vith a ''arying \Vork location works at least twice each biweekly pay 
period on a regularly and recurring basis in the same locality pay area in \vhich the established 
official \Vorksite is located, tl1e employee does not have to report tv.1ice each pay period to the 
ot1icial \Vorksite to n1aintain the locality payment for that area. 

Pay During Temporary Telework Arrangen1ents 
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In certain temporary situations, MBDA may designate the location of the regttlar worksite as t11e 

official worksite of an ernployee who tele\vorks on a regular basis at a11 alternative worksite, 

even though the employee is not able to report at least tv-.rice each biweekly pay period on a 

regular a11d recu1Ting basis to tl1e regular worksite. "fhe intent of this exception is to address 

certain situations where the e1nployee is retaining a residence in the con11nuti11g area for the 

regttlar worksite bttt is temporarily u11able to report to tl1e regular \Vorksite for reasons beyond 

the e1nployee's control. 


One key consideration is the need to preserve equity between telework-ready a11d non-telework 

ready employees working in the same areas as the telework location. Also, the ten1porary 

exception should generally be used only in cases \Vhere (1) the en1plo)'ee is expected to stop 

tele\.vorki11g and retur11 to work at the regular \vorksite in the near future, or (2) tl1e e111ployee is 

expected to continue teleworking but will be able to report to the regular \Vorksite at least twice 

each biweekly pay period on a regular and recurring basis in the i1ear future. 


For additional i11forn1ation 011 official duty stations, please see 

http://\Y\Y\Y.opn1.gov/oca/pay /htntl/Official Dutv Station.asp 


Pren1iun1 Pay 


The sa111e pren1itun pay rules appl)' to en1ployees who telework versus those who report to their 

regttlar \Vorksites. 


For more infor1natio11 011 St1nday pre1niu1n pay if\vorking an eight-hour tour of duty, or if 

working at1 A WS or CWS, see refer to: http/\Y\\'\Y .opm.gov/oca/leave/index.asp 


Leave and Work Scheduling Flexibilities 


Tele\vork-ready et11ployees are governed by the same procedures as non-telework-ready 

en1ployees for requesting and obtaining leave approval. See t11e Departn1ent's 1-landbook on 

I-lours ofDut)' and Leave Adrninistration, Leave Policies at: 

http ://hr.com1ne rce. gov IP racti tio n crs ICompens a tio n AndLeave/ind ex.h tnt. 


IDENTIFYING THE OFFICIAL DUTY STATION 

Duty Statio11 ~The telework-ready e1nployee's ·'official duty statio11," associated witl1 the 
en1ployee's position of record, serves as the basis for determini11g certain location-based pay 
entitlements (sttch as locality pay1nents, special rate supple1nents, and non-foreign area 
cost-of-living allowances). For pay purposes, the official duty station associated \.Yith the 
employee's positio11 of record is usually the e1nployee's traditional \Vorksite. Specifically, ifthe 
en1ployee is scheduled to work at least t•vice each pay period 011 a regular and recurring basis at 
the traditional worksite, the traditional worksite is the en1ployee's official duty station. If the 
employee does not meet the t\vice-a-pay-period standard, the official duty station is the location 
of the telev-.1ork site. The official work site must be docurnented on tl1e e1nployee's Notiticatio11 
of Personnel Action (SF-50) or eqttivalent. 
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Employees whose work in,rolves regular travel or where the employee's work location varies on 
a daily basis, the official dltty statiotl is the location serving as the base for the employee's work 
activities as determined by the MBDA. These employees are considered "n1obile workers," 
when they are n1obile not "telework-ready en1ployees." They may be considered telev.rork-ready 
when they conduct \.York fro1n their hon1e office and should record the activity in web TA for 
reporting purposes. 

REPORTING REQUIREMENTS 

Each year, MBDA will prepare and subn1it the DOC annual data call to the DOC telework 
program manager that \Viii include: 

• 	 The degree of participation of e1nployees tele\vorking during the period covered by the 
repo11; 

• 	 The 1nethod for gatheri11g tele\vork data; 
• 	 The reasons for positive or negative variations in telework participation; 
• 	 The goal for increasing telework participation to the extent practicable or i1ecessary; 
• 	 A11 expla11ation of whetl1er or not MBDA goals for the last repo11ing period and, if not, what 

actions are being taken to identify and elin1inate barriers; 
• 	 An assess1nent of the progress inade i111neeting MBDA participation-rate goals and other 

goals related to telework, Sltch as the in1pact of telework on emergency readiness, energy use, 
recruitn1ent and retention, performance, productivity, and e1nployee attitudes and opi11ions 
regarding telework; and 

• 	 Best practices in MBDA. 

LEGAL AUTHORITIES 

Public Law 104-52, section 620, and 31U.S.C.§1348 autl1orize agencies to use appropriated 
funds to install telephone lines and necessary equip1nent, and to pay monthly charges, i11 any 
private residence of an en1ployee who has been authorized to work at hon1e i11 accordance 
with the gltidelines issued by OPM. Operating units 1nust ce11ify that adequate safeguards 
against private misuse exist, and that the service is necessary for direct support of MBDA's 
nlission. 

TERMINATION OF AGREEMENTS AND APPEALS PROCESS 

The operational needs of the MBDA are paramount and en1ployees \Vho telev..rork do not have an 
alttomatic rigl1t to continue to telev..rork. 111 accordance with the Act, an employee tnay not be 
authorized to conti11ue teleworking ifthe perfonnance of that en1piO)'ee does not comply \Vith the 
tern1s oftl1e written agree1nent between the approving official and the employee. 

Telev./ork requests and agreen1e11ts n1ay be terminated or denied by manage1nent or the 
employee. Management denials or termination decisions should be based on operational needs, 
conduct, or performance in accordance with the la\v and not personal reasons. 
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Telework is a workplace flexibility (11nless it is act11ally designated as a condition of 
employment), not a legal right, ai1d does not change the terms and conditions of e1nployment. 
MBDA management shall provide sufficient notice, when feasible, before 1nodifying or 
terminating a tele¥.1ork agree1nent to allow the affected en1ployee to make 11ecessary 
arrange1nents. The reaso11 for tennination 1nust be documented, signed by the approving official, 
and provided to tl1e affected ei11ployee and copies provided to the tele\vork coordinator. Consent 
or acknowledgement via signature by the affected employee is not req11ired for the termi11atio11 of 
tele¥.1ork to take effect. 

S11pervisors n1ust pro\1ide written justification to the affected employee to include inforn1ation 
about \vhen or if the en1ployee would be eligible to reapply, and if applicable, \Vhat actio11s the 
employee should take to improve 11is/her chance of future approval. S11pervisors are to provide 
en1ployees; signed written denials or tenninations oftelework agreen1ents and maintain copies. 

Tele\vork-ready employees must use the adn1inistrative grievance procedure it1 DAO 202-771 to 
appeal issues relating to their telework status or other telework matters. 

En1ployees who believe tl1ey are the victi1ns of prohibited discrimination may utilize the EEOC 
appeal procedures or the negotiated grievance procedure, as appropriate. 

GOVERNMENT FURNISHED EQUIPMENT 

Telework-ready en1ployees will be required to provide broadba11d access fro1n their alternate 
worksite; all costs will be incurred by the ei11ployee. MBDA will provide Govern1nent 
Furnished Equipment (GFE); laptops for all MBDA etnployees. 

IT REQUIREMENTS 

Telework-ready en1ployees must abide by tl1e IT security requirements conveyed i11 the 
Com1nerce Infor1natio11 Technology Security Program Policy (ITSPP), Co111n1erce Information 
Technology Req11irements (CITRs), Frequently Asked Questions (FAQs), and IT Security Policy 
men1os. A con1plete list ofC01n1nerce IT security docun1e11tatio11 can be accessed at: 
http:I/ho m c.cont m c rec. go'' ICI 0 IITS I Tnc'" IITScc u ri t\'I>rogra m Docum en tation. h tn1 I 

Teleworkers n1ust complete the Re1note Access User Security Agreement and forward the signed 
form to the MBDA telework coordinator for processing. VPN ¥.1ill provide a high level of 
security and convenience for the tele\vork-ready en1ployee and permission to re1notely access 
unclassified DOIIT systen1s and the use of access \Vill be 1nonitored by DOC for compliance 
\vitl1 policy. 

MBDA tele\vork-ready employees have the respo11sibility to take appropriate care to ensure that 
records subject to the Privacy Act, for Sensitive Infonnation, and l-lighly Sensitive Information 
are not shared or disclosed to anyone except those who are authorized access to perfor1n their 
official duties. Kno¥.1ing 1nisuse or release ofinfor1natio11 protecting by the Privacy Act can 
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subject an e1nployee to fines, criminal sanctions, or both. En1ployees \Vorking at hon1e should be 
aware of these responsibilities and ii1dividual supervisors 1nust ens11re that e1nployees are a\vare 
oftl1en1. 

E-111ail text that accon1panies an encrypted file attachment is not encrypted. All PII sl1ot1ld be in 
the encrypted attachment. 

File Storage While on Tele\vork - Sensiti\1e Inforn1ation is not to be stored on any personal or 
hon1e con1puter, or external or renlO\'able devices/1nedia, including but not lin1ited to, flash 
drives, n1en1ory keys, thtunb drives, floppy disks, CDs, DVDs, or at any Internet Web site or 
other web-accessible location not co11trolled by a Departme11t bureau or operating unit. 

THE PRIVACY ACT, SENSITIVE PII and Bii REQUIREMENTS 

All telework-ready en1ployees are responsible for ensuring that records subject to the Privacy 
Act of 1974 or have sensitive Personal I)' Identifiable Infor1nation (PII), and Busi11ess Identifiable 
Information (Bii) are not disclosed to anyone except those who 11ave been autl1orized access to 
such infon11ation in order to perfonn their duties. Tl1e Depart111ent's policy states that if sensitive 
PII 1nust be electro11ically transn1itted, the11it1nust be protected by encryption, using Accellion 
Secure File Transfer. Operating units 1nust ensure that appropriate physical, administrati\'e, and 
technical safeguards are used to protect the security and confidentiality of such records. 

Teleworkers and sttpervisors sl1ould visit 
http://'v'v'v.arehives.gov/cui/registrv/eategon'-list.html prior to allowing l1ard copy PII and 
other administratively controlled inforn1ation outside the \Vorkplace for telework purposes. 

Telework-ready en1ployees n1ust in1mediately repo1i a suspected or confirmed PII and Bil 
incident to the MBDA privacy office or CIRT at 202-482-4000, a11d i1nmediate sttpervisor. 
Additional inforn1ation regarding PII and Bii Depart1nental Policy can be fottnd at: 
http://ocio.os.doc.go,,/Jl'Jlolicvanclllrograms/IT llrivacv/DEVO 1 002682#P126 15356 

TELEWORKING DURING EMERGENCY SITUATIONS 

Unschedttled Telework -This type of telework option is situational, occasional, or ad-l1oc, and 
allo\VS tele\vork-ready en1ployees to work from home or at an alte111ate location. 

Federal Offices are Closed - When Federal offices or Depart1nent work sites are closed in the 
local comn1uti11g area, telework-ready employees on Plan B, nlust tele\vork consistent \.Vith their 
individual telework agreen1ents. 

Excused absences 1nay be granted 011 a case-by-case basis for telework-ready en1ployees \.Vhen 
Federal or Depa11n1ental \Vork locations offices in the local comn1uting areas are closed. 

Earlv Dismissal/Delayed AtTival - Wl1en an early dis1nissal/delayed arrival are announced, those 
who are telev ..1orking at t11eir home as an alternative worksite are not dismissed tl-on1 duty for any 
part of the workday. I-lo\vever, supervisors or nlanagers may grant excused absence if the 
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en1ployee's d11ties are such that he/sl1e cannot co11tinue to st1ccessfully work at the alternative 
worksite without contact with the regular office. 

En1ergency at the Alten1ative Worksite - When an e1nergency affects only the alternative 
worksite for a n1ajor portion of the workday, the employee is expected to report to the regttlar 
office. approved alternative telework site, or request supervisory approval of annttal leave, 
compensatory tin1e, compensatory time off for travel, if applicable, credit hottrs if on a flexible 
\.Vork scl1edule, or leave without pay. 

However, on a case-by-case basis, tl1e rnanager/supervisor may excuse, without charge to paid 
personal leave or loss of pa)', a telework employee fron1 duty d11ring an e1nergency if: (1) the 
emergency adversely affects the telework site; (2) the tele,vork-ready employee is unable to 
access another alternati\'e tele\.vork site; or (3) the telework-ready en1ployee's duties are such 
that he/she cannot continue to \York without contact \.vith the traditional worksite. 

TELEWORK AND THE CONTINUITY OF OPERATIONS PLAN (COOP) 

If an MBDA en1ployee occttpies a positio11 deen1ed an "ernergency employee" or serves as an 
ERG men1ber (these designations may vary based on the nature of the ernergency) for i11cleme11t 
weather or natural or 111an-made emergencies, he/she n1ay be required to report to work. 

If an MEDA en1ployee is a11 ERG rnember for COOP purposes, 1nanagement, along with the 
en1ployee and supervisor, should make advance a11d/or situatio11al decisions as to \.Vhetl1er the 
e1nployee niust physically report for d11ty or 1na)' work fron1 ho1ne or an alternative worksite. 
For exan1ple, if the purpose of the e111ployee reporting for duty at the traditional worksite is to 
provide policy gttidance or to 11otify specific individuals of en1ergency requiren1ents, tl1is 1nay be 
able to be accon1plisl1ed from ho111e, provided the en1ployee has access to tl1e resottrces 
11ecessary to perfor1n the required services. However, in some cases, the only way to obtain the 
services of the en1ployee may be through telework from an alternative \.VOrksite. For exan1pte, if 
inclen1e11t weather or other en1ergency situation results in a transpo1tation shutdo\.vn, but pl1one 
lines ren1ain \.vorking, the e1nployee 1nay be able to work from ho111e ratl1er than reporting to the 
traditional worksite or COOP site. 

MBDA en1ployees desig11ated as COOP Team Members may be required to telework during 
emergency closures or other e1nergencies, including pandemics and for COOP exercises, on a11y 
day, e\ren if that day is not a regular telework day or a day with specific approval for 
situational/episodic telework. Telework-ready employees may also be required to perform d11ties 
outside of their usual or custo1nary duties to et1sure co11tinuatio11 of agency-essential nlission or 
activities. 

In accordance with Public Law 111-292 Section 6504( d)(2) "Continuity of Operations Plans 
Supersede Telework Policy - Duri11g an)' period that an executive agency is operating under a 
contin11it)1 of operations plan, that plan sl1all s11persede any tele,vork policy 
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Te!e\VOrk Appendices 

DEFINITIONS 

AD HOC/EPISODIC/SITUATIONAL TELE\VORK (AD HOC) - Approved telework perfor1ned on an ad 
l1oc occasional, one-time, or irregular basis. An employee can be approved to telework on an ad 
hoc/ episodic/situational basis (not a regular and recu1Ting schedule), but 1nust have successfully 
co1npleted the appropriate required interactive tele\vork training progra1n (e.g., Tele\vork 101 
for En1plo,'ccs via the CO.i\.1MEllCE Learning Center (CLC). 

ALTERNATI\'E WoRKSITE- The einployee's residence or another location other than the 
employee's traditional worksite that has been approved by the manager/supervisor for t11e 
performance of the employee's official duties. For purposes oftelework, the alten1ative worksite 
is considered an official Government \Vorksite. 

ELIGIBLE El\1PLO\'EE-All employees are considered eligible to telework unless 1) the employee 
11as bee11 officially disciplined for being absent without per111ission for n1ore than five (5) days in 
any calendar year (there are no exceptions); 2) the en1ployee has been officially disciplined for 
violations of 5 CFR Part 2635 (Standards of Ethical Co11duct for Employees of the Executive 
Branch) for \'iewing, do\vnloading, or exchanging pornography, including child pornograpl1y, on 
a Federal Governn1ent comp11ter or while performing official Federal Governn1ent d11ties (there 
are no exceptions); or 3) the en1ployee's performance does not co1nply with the terms of the 
\vritten agree1nent between the s11pervisor ai1d the en1ployee. 

ELIGIBLE POSITION - A position is an eligible position unless the official duties req11ire on a 
daily basis (every workday) the direct ha11dli11g of secure n1aterials deter1nined to be 
inappropriate for telework by the l1ead of the b11reau/operating unit; or the employee perfonns 
on-site activities that cannot be handled at an alternative worksite. 

ERG MEi\'IBER - Emergency Response Group rnernber. A person assigned responsibility to 
report to, on call, or as backup to an alter11ate site, as req11ired, perfor1ning agency-essential 
fu11ctions or other continuity-related operations. 

ESSENTIAL FUNCTIONS- Functions tl1at enable the Federal Government to provide vital 
services, exercise civil autl1ority, 1naintain the safety and well-being of the general populace, and 
sustain t11e i11d11strial/econo1nic base in an e1nergency. 

HOTELING - A telework arra11ge1nent in which employees are not assigned per1nanent space in 
their desig11ated traditional worksite, but share offices and confere11ce space as necessary \Vhen 
working at the traditional worksite. Such space is assigned by reservation, n1uch like a hotel. 

MOBILE \VORKERS-Employees who, by the nature of their duties, do not 11ave a designated 
traditional \Vorksite, they typically use their home as their 'l10111e base' and travel to 
appointn1ents. Due to the nature of their \Vork, they may not be considered telework-ready 
en1ployees on a full-time, regular basis. However. 1nobile workers can be considered tele\vork­
ready on instances when they Y\.'ork from their home-base and do not travel to appointrnents in 
their vel1icles. The'' should repo1i this ti1ne in web TA accurately. 
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OFFICIAL DUT\' STATION-The location of an employee's position of record \.Vhere the 
en1ployee regularly performs his or her duties. If the employee's work involves recurring travel 
or tl1eir work locatio11 varies 011 a recun·ing basis, the dttty station is tl1e location \.Vl1ere the work 
activities of the en1ployee's position of record are based, as deter1nined by tl1e manager/ 
supervisor. An en1ployee's official duty station determines the appropriate locality area for pay 
purposes for General Schedule or equivalent employees. 

REGULAR/RECURRING TELE\VORK- Telework that is perfor1ned on the sa1ne day(s) of the week 
on the employee's regularly scheduled tour of dttt)'. 

REl\llO'fE \VORKER- The en1ployee is tele\.vorking full-tin1e fro111 an alternate work site. The 
alternate ·0.rork site becomes tl1e e1nployee's official duty station for pay purposes. 

TELE\VORK - Refers to a paid, flexible work arrangen1ent under which an employee perfor1ns 
tl1e duties and responsibilities of his/her positio11, a11d other authorized activities, from an 
alternative worksite, not the traditional worksite. 

TELE\VORK-READ'I' El\IJPLOYEE -An employee who l1as con1pleted the required telework 
training progran1; 11as a sig11ed individual tele\.vork (eitl1er regttlar/recurri11g or ad hoc) 
agreen1ent; and has the required 11ecessities to telework for their entire tour of dut)' for the 
telework day. 

TRADITIONAL \VORKS11·E - The traditional \Vorksite is where the en1ployee wottld work absent a 
tele\.vork arrangen1ent. 
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Te\e\vork Appendices 

Appendix A: Tele\vork Agreement 

Section I-To be completed by the Employee: 

New Application: __ Tele\.vork 101: (Certification attached) ---- ­
Rene\.val: Opt Out: 
Date of Request:_________ Proposed Start Date: ________ 
Employee Name: _________ Orga11ization:_____ Telephone:_____ 
Grade or Pay Band: _______ 

Supervisor's Na1ne and Title: ______________ Telephone:_____ 
Address, Telephone, and Description of Alternative Worksite: ____________ 

Tele\vork Level Requested: ( ) Plan A ( )PlanB 

Type of Tclcwork: ( ) Regularly Scheduled ( ) Ad Hoc ( ) For Continuity of Operations 
or Emergency Purposes 

Telework Schedule: ( ) Monday ( ) Tuesday ( ) Wednesday ( ) Thursday ( ) Friday 

Plan Section (please check one plan belo\v): 

Plan A - (Please initial): 

I opt for Plan A and understand that I am limited to no nlore than 80 hours of ad hoc 

telework during tl1e ann1ial agreement. 
___I understand that unscl1ed11led leave used, as announced by OPM, will count towards the 

a1111ual inaxim11m allotment of 80 hours. If I chose to use more than 80 hours, I can opt for Plan 

B or te1minate iny agree1nent. 

I an1 not required to telework wl1en my office is closed due to unforeseen circun1stances. 

1do not require prior supervisory approval to exercise unscheduled leave. 

Plan B - (Please initial): 

___I opt for Plan Band can tele\.vork more than 80 hours annually. 


--~I 11nderstand that I a1n required to telework when my office is closed due to unforeseen 


circ1unstances, unless otherwise excused by my supervisor. 
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___I \vill notify my supervisor when using unscheduled leave. 


~--I understand that I must abide by the IT Security requirements conveyed in the DOC 

Information Technology Security Prograrn Policy (ITSPP), Commerce Info1mation Technology 

Require1nents (CITRs), Frequently Asked Questions (FAQs), a11d IT Security Policy 1nemos. 

___I n1ay elect either option, "Unscheduled Leave" or "Unscheduled Telework," by 

11otifying my supervisor. 


The employee certifies and agrees 'vith the follo,ving statements and to abide by all of the 
requiren1ents of the MBDA Tele,vork Policy and procedures: 

D I ack11owledge that I 1nay not be authorized to tele\vork if my perfo11nance does 11ot comply 
with the ter111s of the individual written tele\.vork agreement between 1nanagement and 1ne. 

u I am required to perform the duties and responsibilities of my position. 

D I 11ave requested Plan A. I understand that I an1 li1nited to r10 1nore than 80 hours of ad 
hoc/unscl1eduled tele\vork during the 12 mo11ths period begin11ing with the initial Plan A. I will 
not be required to telework when 1ny oftice is closed due to unforeseen circu1nstances. 

D I 11ave requested Plan B. I understand that I mt1st tele\.vork \Vl1en ITI)' office is closed dt1e to 
t1nforeseen circumsta11ces, t1nless otl1envise exct1sed by 1ny supervisor. I have the option of 
performing regular/recurring and/or ad hoc/unscheduled telework for 1nore than 80 hours. 

D I elect to opt out and understand tele\.vork is not 1nandatory. 

D I understand that I 1nust perform at the Fully Sticcessful or higher (or equivalent) level in 
order to telework. 

0 I certify tl1at I have completed Telework 101 for E111ployees via the Co1nn1erce Learning 
Center (CLC), the Telework Safety Checklist, and the Tele\vork Assessment Tool. 

D I understa11d that I n1ay not care for children, elders, or other dependents \.Vhile I am in a duty 
status and teleworking. 

D I understand that I must abide by the requirements of DOC IT security requirements. 

Expiration of Agreement (Date): ________ 

Employee's Signature and 
Date: 
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Section II -To be completed by the Approving Official 

Approved: ( ) Disapproved: ( ) Reason Not Approved:______ 

I certify that tlte employee is eligible and authorized to tele\vork, that I have revie,vecl the 
emplo:yee's Safety Checklist as 'veil as the Tele,vork Assessment Tool: _______ 

Approving Official's Signature and Date: 

Alternative Worlisite Costs - The en1ployee understands that the Government \Vill not be 
responsible for any operating costs that are associated with the use of the en1ployee's hon1e as an 
alternative worksite, for example, hon1e n1aintenance, insurance, or utilities. The employee also 
understands that any entitlen1ent to reimb11rsen1ent for at1thorized expenses incurred while 
conducti11g business for the Govern1nent, as provided for by statute or regulation, is not 
relinquished by this agree1nent. 

Liability - Tl1e applica11t ttnderstands that the Government will not be held liable for dan1ages to 
his/her personal or real property \Vhile he/she is working at the approved alter11ative \.Vorksite, 
except to the extend the Govern1nent is held liable under tl1e Military Personnel and Civilian 
En1ployees Clai1ns Act and the Federal Tort Claims Act. 

Injury Compensation - 'fhe applicant understands that he/she is covered under the Federal 
En1ployees Compensation Act if injured in tl1e course of actually performi11g official duties at the 
alternative worksite. Tl1e applicant agrees to notify his/her supervisor i111mediately of any 
accident or inj11ry that occ11rs at tl1e alternative workplace and to complete any required forn1s. 
The supervisor agrees to investigate such a report as soon as possible. 

Disclosure - The applicant agrees to protect Gove1nment records from unauthorized disclosure 
or dan1age and will con1ply \.Vith req11ire1nents of the Privacy Act of 1974, 5 U.S.C. § 552(a), and 
those outlined in XXII, PRIVACY ACT, SENSITIVE INFORMATION, AND HIGHLY 
SENSITIVE INFORMATION - REQUIREMENT FOR TELEWORK-READY EMPLOYEES. 

Compliance \Vith This Agreement- The en1ployee's failure to co1nply wit11 the terms of this 
agreeme11t 111ay result in the termination of this agreement and the tele\.vork arrangement. Failure 
to comply also 1nay result in disciplinary action against t11e etnployee ifjt1st cause exists to 
v.1arrant such action. 

Child/Eldercare - Tele\.vork is not a substitute for child, elder, or other dependent care while I 
am in a duty status and teleworking. Etnployees \Vilt request the appropriate leave from their 
supervisor wl1en teleworking d11ring tl1ese sit11ations. 

EEO -1'e\eworkers and Non-Tele\vorkers Shall be Treated the San1e for Certain Purposes: 
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1. 	 Periodic appraisals ofjob performance of e1nplo;'ees; 
2. 	 Training, re\:varding, reassigning, promoting, reducing in grade, retaining, and 

removing employees; 
3. 	 Work requirements; and 
4. 	 Otl1er acts in\1olvi11g managerial discretion. 
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APPENDIX B: MANDATORY TELEWORK ASSESSMENT TOOL 

The decision to telework should be based on tl1e ability of an employee to work in a setting that 
may be in his/her ho1ne or a Federal facility otl1er tl1an the regttlar office, \vithottt imn1ediate 
supervision. The following tool is to be used by tl1e supervisor as a basis for discussing the 
option and appropriateness oftele\vork for a particular en1ployee. Employees are also reqttired 
to ttse the assessn1ent tool to help in deter1nining iftele\vork is suitable for their positions or 
work preference. 

Please rate yourself or your employee, using the follo,ving scale: 

5 - Al,vays 4 - Usually 3 - Sometimes 2 - Rarely 1- Never 

1. 	 Etnployee consistently comn1unicates \vell \Vith supervisor and team. D 
2. 	 E1nployee is comfortable working alone. D 
3. 	 E111ployee independently identified required work products. D 
4. 	 E1nployee successfully plans \York production schedule. D 
5. 	 Etnployee con1municates hindrances to successful co1npletion ofa task or project D

in sufficient tin1e to allo\V for alterations that i1nprove tl1e opportunity for sttccess. 

6. 	 E1nployee is knowledgeable about your organization's procedures/policies. D 
7. 	 E111ployee is fully a\vare ofDepartlnent inforn1atio11 technology security. D 
8. 	 E111ployee works well on O\Vn \Vith n1inin1al supervision. D 
9. 	 Iftele\vork will be in t11e en1ployee's residence, the residence has an appropriate D 

work environn1ent. 

10. En1ployee is willing to provide his/her own equipn1ent ifGo\'en11nent-furnished D 
eqttipme11t is not available. 

11. En1plO)'ee is co1npt1ter literate. D 
12. E1nployee is a results-oriented perso11 and frequently meets deadlines. D 
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Tele\vork Appendices 

APPENDIX C: MANDATORY TELEWORK SAFETY CHECKLIST 

This checklist is to be con1pleted only if the proposed alternative worksite is in a private 
residence. This checklist is designed to assess the overall safety of the desig11ated \York area of 
the alternative worksite. Each applicant sl1ot1ld read and con1plete the self-ce11ification safety 
checklist. Upo11 completio11, the cl1ecklist should be signed and dated by the applicant and 
sub111itted to tl1e imn1ediate sttpervisor. 

Applicant Name: __________Date:._____ Telephone:._______ 

Address, Telepl1one, and Location of Alternative Worksite: 

Describe the Designated \Vork Area: 

I. 	 Are stairs \.Vith four or 1nore steps equipped with handrails? ( ) Yes ( ) No ( ) NIA 

2. 	 Are aisles, doorways, and corners free of obstructio11? ( ) Yes ( ) No ( ) NIA 

3. 	 Are file/storage cabinets an·anged so that open doors/drawers do not create obstacles? 
( ) Yes ( ) No ( ) NIA 

4. 	 Is the office space neat, clean, and free of co111bttstibles? ( ) Yes ( ) No ( ) NIA 

5. 	 Are phone lines, electrical cords, and sttrge protectors secured under a desk or alongside a 
baseboard? ( ) Yes ( ) No ( ) NIA 

6. 	 Are circuit breakers/hoses in tl1e electrical panel properly labeled? ( ) Yes ( ) No ( ) NIA 

7. 	 ls electrical equipment free of recognized hazards that cottld cause physical harn1 (e.g., 
frayed, loose, and/or exposed \Vires, bare conductors, etc.)? ( ) Yes ( ) No ( ) NIA 

8. 	 Does the bttilding electrical syste1n permit grounding ofequipn1e11t (i.e., have three-prong 
receptacles)? ( ) Yes ( ) No ( ) NIA 

9. 	 Is there a sn1oke alar1n and clear access to a tire extinguisher? ( ) Yes ( ) No ( ) NIA 

By signing this doct1ment, the applicant certifies that all of the above applicable questions v.'ere 
ans,vered in the at1ir111ative, or, ifans\.vered i11 the negative. that the applicant will take all 
necessary correcti\'e actions to eliminate any hazard prior to beginning tele\.vork. 

Applicant's Signature and Date:.___________________ 
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Tele\vork Appendices 

APPENDIX D: TELEWORK TERMINATION FORM 

The telework option is a privilege and not an employee right. As such, it falls under tl1e 
supervisor's discretion to determine how work should be accon1plisl1ed with the organization. 
Terrnination tl'on1 tl1e telework agree1nent ca11 be eitl1er voluntary or involttntary. 

This is notification that the telework agreement, which was signed on _________ Is 
no longer in effect and is hereby ter1ninated. 

Termination is based on (clteck one): 

Voluntary Withdrawal D 
I11voluntary Withdra\val D 

If tclc\vork is involuntarily terminatecl, the decision is base<l on: 

Requiren1ents oftl1e cttrrent work assignn1ent D 
Reassignment or change in duties D 
Failure to maintain en1ployee eligibility standards D 
Breach in Info1111ation Technology Security policies and/or procedures D 
Other (please specify): D 

Receipt Ackno,,·ledged 

Employee's Signature and Date: _________________ 


Supervisor's Signature and 

Date:____________________ 
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