INSPECTOR GENERAL
DEPARTMENT GF DEFENSE
400 ARMY NAVY DRIVE
ARLINGTON, VIRGINIA 22202-2584

December 20, 2001
INSPECTOR GENERAL REGULATION 1400.620

OFFICE OF THE INSPECTOR GENERAL, DEPARTMENT OF DEFENSE
TELEWORK PROGRAM

FOREWORD

This Regulation sets forth the policies, procedures, responsibilities, and forms for the Office of the
Inspector General, Department of Defense (OIG, DoD), Telework Program.

The OIG, DoD, recognizes circumstances where it is mutually beneficial for employees to perform
work at sites other than the traditional office or at locations other than where typical field or headquarters
work is performed. Such circumstances include, but are not limited to, accommodation of special needs
or disabilities, energy or environmental conservation, savings in commuting costs, the need for an
uninterrupted work environment, cost or space savings, or better geographic coverage for the agency
mission. Employees and their supervisors may make telework arrangements for purposes of promoting
the efficiency of the Government and fostering a family-friendly OIG, DoD. While telework is not
intended to be a substitute for family care, it may enhance the quality of family life through savings in
commuting time. The telework program is not an entitlement, but rather an individualized structured
program with a formal written agreement. The participant's work has to be portable in some respect to be
compatible with the program. Participation in the telework program has to maintain at least the same
level of agency effectiveness and customer satisfaction. Telework must be voluntary and consistent with
mission accomplishment and customer satisfaction and without diminished employee performance.

The Director for Personnel and Security, Office of Administration and Information Management
(OA&IM), is the proponent of this Regulation. Requests for clarification of policy or recommended
changes should be sent through appropriate channels to the Personnel and Security Directorate, OA&IM,
Attention: Assistant Director for Workforce Relations and Development, 400 Army Navy Drive,

Suite 125, Arlington, Virginia 22202-4704.

Exceptions to the policies and procedures prescribed in this Regulation are not authorized without
the prior written approval of the Director for Personnel and Security. Issuance of supplements to this
Regulation is prohibited unless specifically approved by the Director for Personnel and Security and
issued by the Director, OA&IM.

FOR THE INSPECTOR GENERAL.:

2

¢l L. Leson
Director
Office of Administration
and Information Management

8 Appendices — a/s
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A. Purpose. This Regulation establishes policies, assigns responsibilities, and prescribes procedures
for the OIG, DoD, Telework Program.
B. References. See Appendix A.
C. Cancellation. This Regulation cancels IGDR 1400.620, Flexiplace Program, January 1998.

D. Applicability and Scope. This Regulation:

1. Applies to civilian employees of the OIG, DoD, in the competitive and excepted services paid
from appropriated funds.

2. Does not apply to members of the Armed Forces assigned to the OIG, DoD.
E. Definitions. The terms defined in this Regulation are at Appendix B.
F. Policy. It is OIG, DoD, policy that:

1. The telework program is a flexibility for use by management in accomplishing the agency's
work and not an employee right.

2. Participation in the program is voluntary and subject to management approval.

3. Identification of eligible positions for telework shall be based on a review of the characteristics
of encumbered positions and the work style and performance level of the incumbents.

4.  The maximum number of positions shall be identified as eligible for regular and recurring
telework.

5. Positions shall not be excluded as eligible for telework on the basis of occupation, series,
grade, or supervisory status.

6. The maximum number of employees who exhibit characteristics suitable for telework and
occupy positions identified as eligible for telework shall be permitted to work at an alternative worksite.

7.  Consistent with DoD security and information technology policies:

a. No classified material (hard copy or electronic) may be taken by teleworkers to
alternative worksites. Similarly, no source selection sensitive information or contractor proprietary
information may be taken by teleworkers to alternative worksites without the prior written consent of the
contractor.

b. Government-furnished computer equipment, software, and communications, with
appropriate security measures, are required for any regular and recurring telework arrangement that
involves sensitive unclassified data, including Privacy Act or For Official Use Only (FOUO) data.

c.  Where employees telework on an ad hoc basis, privately owned computers can be used to
work on limited amounts of sensitive unclassified material, on the condition that the teleworker must
delete the files as soon as they are no longer required and confirm in writing to his or her supervisor that
all files containing DoD information have been deleted from personally owned computer hard drives.

d. Employees who telework may use their privately owned computers and equipment for
work on non-sensitive, unclassified data, consistent with DoD policy.
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e. Privately owned computers may not access DoD systems or networks remotely.
f.  The DoD remote access software may not be installed in privately owned computers.

g.  The teleworker is responsible for the installation, repair, and maintenance of all personal
equipment.

h.  Providing and/or installing Government-furnished equipment at alternative worksites is
the determination of the OIG, DoD, Designated Approving Authority (DAA). The OIG, DoD, is not
required to provide equipment at alternative worksites.

i.  The OIG, DoD, is responsible for the service and maintenance of Government-furnished
equipment. The employee is responsible for notifying his or her supervisor immediately if Government-
furnished equipment fails to operate properly or is damaged.

(1)  If the teleworker encounters hardware or software problems while performing
home-based telework, he or she should contact the OIG, DoD, Help Desk for assistance in accordance
with reference a. If the Help Desk is unable to resolve the problem remotely, the teleworker is
responsible for transporting the equipment to the traditional worksite. If the teleworker experiences
hardware or software problems at a telecenter, he or she should first seek assistance from the site. If the
telecenter is unable to resolve the problem, the teleworker should then contact the OIG, DoD, Help Desk
for assistance.

(2) A report of survey must be completed if Government-furnished equipment is
damaged.

j. DoD remote access software may be installed on Government-furnished computers to
enable access to DoD systems and networks.

k.  Government-furnished property shall be used only for official duties. Family members
and friends of teleworkers are not authorized to use any Government-furnished equipment, software, or
other property. If Government-furnished equipment is unsecured and consequently damaged by non-
employees (e.g., dependents of the employee), employees may be held liable for the repair or replacement
of the equipment, software, etc., to the same extent they are held liable when Government-furnished
equipment is damaged due to their negligence.

1. The teleworker must return all Government-furnished property to the OIG, DoD,
immediately upon request by a management official or upon termination of the teleworking arrangement.

m. Teleworkers are responsible for the security of all official information and protection of
any Government-furnished equipment and property, including regularly updating virus checking files on
Government-furnished computers and installing and regularly updating virus checking software on
privately owned computers used to perform official Government work.

8.  Telework is appropriate for supervisory-approved web-based distance and continuous
learning.

9. Telework shall not be used to replace arrangements for dependent (child, elder, spouse, or
other) care.

10. Employees serving a probationary period, or as a trainee or intern, generally are not eligible to
participate in the OIG, DoD, Telework Program.
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11. Employees who have not completed OIG, DoD, mandatory annual ethics, security, and
computer security training are not eligible to telework until all such training is current.

12. Employees whose demonstrated performance is less than fully successful, or equivalent, shall
not be approved for telework.

13. The authority to identify positions and employees eligible for telework shall be vested in the
lowest practicable supervisory level.

14. Telework shall not commence until after an OIG, DoD, Telework Agreement (Appendix C) is
approved by the OIG, DoD, Telework Program Coordinator and all necessary arrangements completed by
the employee and his or her supervisor, including execution of the OIG, DoD, Telework Arrangement
Checkout Checklist (Appendix D).

15. A teleworker may elect to work an alternative work schedule with prior supervisory approval.

16. Time spent in a teleworking status shall be accounted for in the same manner as if the
employee reported for duty at his or her traditional worksite.

a. The time that a teleworker actually performs work at his or her alternative worksite
during his or her tour of duty hours shall be recorded on the teleworker's time log and coded in the
Defense Civilian Pay System (DCPS) as "LX" on an interim basis until the Defense Finance and
Accounting Service establishes a time and attendance code specific to telework.

b. The time that a teleworker does not perform work at his or her alternative worksite during
his or her tour of duty hours, and the time that a teleworker performs work at his or her alternative
worksite during other than his or her tour of duty hours (with the required advance approval), shall be
recorded on the teleworker's time log and in DCPS using the normal time and attendance codes (e.g.,
annual leave, credit hours, overtime).

17. Overtime provisions that apply to employees working at a traditional worksite apply to
employees who telework.

18. The teleworker's official duty station shall be used for such purposes as determining special
salary rates, locality pay adjustments, travel and leave entitlements.

19. Teleworking employees are covered by the Federal Employees’ Compensation Act when
injured or suffering from occupational diseases resulting from actually performing official Government
business.

20. Employees continue to be bound by the DoD standards of conduct and responsible for
carrying out the DoD missions while working at an alternative worksite.

21. A telework arrangement may be terminated by the teleworker or the supervisor after giving the
other advance written notice.

22. A telework arrangement shall be terminated by the OIG, DoD, if a teleworker's performance
does not meet the prescribed standards or the telework arrangement fails to meet organizational needs.

23. The OIG, DoD, and DoD assume no responsibility for any operating costs, maintenance, or
any other cost whatsoever associated with an employee using his or her personal equipment while
performing official duties or using his or her personal residence as an alternative worksite.
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24. The Government is not liable for damages to the employee's personal or real property while
the employee is working at an approved alternative worksite, except to the extent the Government is
liable under the Federal Tort Claims Act or the Military and Civilian Employees Claims Act.

25. By participating in the OIG, DoD, Telework Program, an employee does not relinquish any
entitlement to reimbursement for authorized expenses incurred while conducting business for the
Government, as provided for by statute and implementing regulations.

26. Where it is determined by the OIG, DoD, Designated Approving Authority that Government
equipment will be provided to a teleworker, excess property will be the first source of supply before
consideration of the purchase of new equipment. Government-furnished equipment shall be issued and
accounted for in accordance with references b and c.

G. Responsibilities

1.  The Inspector General, DoD, shall:

a.  Administer the OIG, DoD, Telework Program in accordance with references d and e and
applicable DoD regulations.

b. Designate the OIG, DoD, Telework Program Coordinator to administer and oversee the
OIG, DoD, Telework Program.

c. Develop OIG, DoD, guidelines on telework necessary to implement reference e.
2. The OIG Component Heads shall:

a. Actively promote an increase in the number of regular and recurring teleworkers by
encouraging and supporting participation in the OIG, DoD, Telework Program to the maximum extent
possible, and making every effort to overcome barriers to this Program.

b.  Ensure that no less than 25 percent of employees eligible to telework on a regular and
recurring basis are offered telework in fiscal year 2001 (as extended by reference €) and that no less than
an additional 25 percent are permitted to telework in each of the succeeding 3 fiscal years, thus permitting
every eligible OIG, DoD, employee the opportunity to telework by the end of fiscal year 2004.

c. Ensure that the OIG, DoD, Telework Program is administered in accordance with this
Regulation.

d. Maintain records of determinations of eligibility for telework, offers and responses to
offers to telework, telework agreements, safety and security checklists for home-based telework, and
notices terminating telework arrangements.

e. Provide such data and information concerning telework to the OIG, DoD, Telework
Program Coordinator as may be required by the DoD, the Office of Personnel Management (OPM), or
other authority.

3. The Director for Personnel and Security, OA&IM, shall serve as the proponent of the OIG,
DoD, Telework Program.

4. The Assistant Director for Workforce Relations and Development, Personnel and
Security Directorate (PSD), OA&IM, shall serve as the OIG, DoD, Telework Program Coordinator.
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5. The OIG, DoD, Telework Program Coordinator shall:
a. Provide guidance to, and conduct training for, the OIG components on telework.

b. Review all OIG, DoD, Telework Agreements for compliance with references d and e and
this Regulation, and approve conforming agreements.

c. Consolidate and submit data and information on the OIG, DoD, Telework Program in
response to reporting requirements.

d.  Serve as the liaison between the OIG, DoD, and the DoD or other agencies on
teleworking matters.

6.  Supervisors shall:
a. Normally have the authority to make determinations on eligibility for telework based on a
review of the characteristics of the position and its incumbent, consistent with the requirements and

criteria found in this Regulation.

b. Maintain a sound working knowledge of policies, regulations, and procedures governing
telework.

c. Apply the provisions of this Regulation in a fair and equitable manner.
d. Inform employees of telework program requirements and procedures.

e. Monitor employee performance generally in the same way traditional worksite
performance is monitored. Optimally, performance should be monitored on a results-oriented basis.

f.  Include teleworkers in office activities (e.g., staff meetings, office celebrations) so that
they feel part of the work group.

g. Consider teleworkers equally with non-participants in selection for assignments,
performance reviews, awards, training, or any other employee/employer matters.

7. Employees approved to telework shall:
a. Follow the policies and procedures in this Regulation.
b.  Adhere to the terms and conditions of their approved telework agreement.

H. Procedures. The procedures, parameters, and requirements for telework are in Appendices C
through H.

I. OIG Component Supplementation. The OIG components may not supplement the provisions
of this Regulation.

J.  Effective Date. This Regulation is effective immediately.
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APPENDIX A
REFERENCES
IGDINST 7920.51, Resolving End User Problems, May 23, 2000
IGDINST 4140.1, Property Management Program, Marcy 29, 2001
IGDM 4140.1, Property Management Program, March 29, 2001
Section 359 of Public Law 106-346

Memorandum for Heads of Defense Components, Under Secretary of Defense (Personnel and
Readiness), subject: Department of Defense (DoD) Telework Policy and Guide, October 22, 2001

IGDINST 1400.5, Administrative Grievance Policy and Procedures, June 7, 1991
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APPENDIX B
DEFINITIONS

Ad Hoc Telework. Approved telework performed less than 1 day per biweekly pay period or on
an occasional, one-time, or irregular basis.

Alternative Worksite. A place away from the traditional worksite that has been approved for the
performance of officially assigned duties. It may be an employee's home, a telecenter, or other
approved worksite including a facility established by state, local, or county governments or private
sector organizations for use by teleworkers.

Day. Calendar day.

Home-Based Telework. An approved arrangement whereby an employee performs his or her
official duties in a specified work or office area of his or her home that is suitable for the
performance of official Government business.

Official Duty Station. The duty station found on the employee's most recent Standard Form 50,
Notification of Personnel Action.

OIG Component Head. The Deputy Inspector General, Assistant Inspectors General, and the OIG
Directors who report directly to the Deputy Inspector General or Inspector General.

Regular and Recurring Telework. An approved work schedule where eligible employees
regularly work at least 1 day per biweekly pay period at an alternative worksite.

Telecenter. A General Services Administration (GSA) telecenter.

Telework. Any arrangement in which an employee performs officially assigned duties at an
alternative worksite on either a regular and recurring, or on an ad hoc, basis (not including official
travel duty stations or locations where typical field or headquarters work is performed).

Telework Agreement. A written agreement, completed and signed by an employee and his or her
supervisor(s), that outlines the terms and conditions of the telework arrangement.

Traditional Worksite. The location where an employee would work absent a telework
arrangement.
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APPENDIX C
OIG, DOD, TELEWORK AGREEMENT

OIG, DOD
- TELEWORK AGREEMENT
EMPLOYER NAME: -
OIG. COMPONENT: SUBCOMPURNENT:
POSITION TITLE: SERIES AND GRADE: _
Viduntary Partivipution

The Empluyes voluntarily agress to work at the OF0, Deld, appraved allernative worksite indicated below and 1o follow all applicable
pottcies and procesures. The Broployes recagtiizes that e lefeweek amunpgement is nol an Braployes right bk an additonal ool DG,
Doly, munagement may approve to accomplish apency work.

Selary and Bencfits

A telework mingement (s not 8 basis for changing the Bmployes's solary or bensfile,

Oificial Puty Stadon,

The Crngdugyee’s official duty station for such pwrpeses as detemidning specisl salury retes, locality pay adfustinents, e teavel is tha

Tt ot fuis o Der 106l reeemt Standard Foeo 50, Netifvaion of Persenmel Acior. The irldress and telephone nuniber of e
Employee's cificial duly station are {74 e complets addpess guel welephors amd oz nimbers, inclrding area codgf:

Alernutive Waorkaile

The Employes's alternative worksite is [ i complase address aud whephone and fax nentbers, including orea cods, if Fowmts-boged
alig defrtify ire cleecnt s designaded area af the Renine where telesork will be porformed): :

CrTiciul Drulics

Untess otherwise iInsinucted, e Einployes agrees w perfoom official dities ondy at the oifcial daty stalion or =1 the altemative
warkeite identi ffed above,  The Bnployes jerees ool te conduct personal business whils in officizd dury o, including ot not
fimited 10 dependent, (ehild or eldard cace o hooe repuirs or maintenance.

Wark Assigarents / Performance -t

The: Emplagee and Supervisos sgres 19 exerciss good communicaticas skills and to work cocperalively, The Employes is reqedred to
commplete all sesipned werk, conziglent with Uhe approwch adupled foe 2 ather Bmployees in the wock greup, scoonding o recognizad
undfor establishod policies, procedueres, and guidas, andd soeording 1o the critical afements and perfonmtace slandarls for his or e
position. The Employes agrees o meet with the Supervisee o receive assigpments and (o revievr cooplesed woek as necessary o
Appropciks, andfor to proviads repular eparts il required by the Supendsor. The Supervisot Wikl momdibor mud evbuate (he Empfoyra's
productivity aod performunce an oriteria agd milestonses detetmined by e Supsrvisor.

Tle Ernployes agnees Lo continue ko demonseaie perfoetsmee ol the Nilly sucoessfil or highe [evel.
Time and Attendanc:

Thirie spetul in & telewoeking slatns must be aoecunted for sl veperled b the same manner ax if the Braployee veparded foe duty ol his
or e cfficil duty slutica.

Timme it & disty stalus af the shlemnative worksibe during the Bmployess scheduled duty hours shall be reeoyded o Jis or ler Gme lug
and in e Defease Civiliae Pay System (DOPS) a5 "LE," pending e estallishrmnl by the Defonse Fivanee and Accourding Service
of a time and alendance code specilfic o telework,

Leave

IC Fotrn 85 DEC 2000 (IGDR 14000620
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Th Bmplapes agrees i [o0low ealablished offles procedurss, regaddlicos, und law for reguesting md abdaining appsoval of leave aud
waedil hooee, the latter if applicatle. .

OIvertine

Thee Ennplenyes: agmess to wiork overtime only wheo ordered and approved by the aperopeale mansgement official in advanes and
nnclarstands ol woeking owerlime withot such spprovst Tnay resuld in teerination of 152 telework tomnpemean smdfor other
apapelnte Acticn,

Sreurity

The Enployes i respodsible for the seeurtly of all official data, profection of any Government-fumnished equipneent and peoperty, and
antrying out the mission of the Departrment of Defense st the sllemative sworksite,

The Briployes agrees to Eollon ul] existing seucidy policies and procedures, probect Goveniueriea! records From unauthrjzed
disclosure of dunkize, dnd comply Wilth he peovisions of the Privacy Act of 1974, Pulllc Lawr 93-67%, codified ar ssolion 5524, title 5,
United States Code. Sch resords and les remasin the mroperty of the Governmendt aed should be reained sepuravely from peesonal
file=. ’

Wo clussified nysterial Ghard or eleCtronic copy) ey be (aken W the Emplovee’s altemative sarksiie,

b sewrce selection sensitive [pformrio 0 cotitracler propristary mforniaticn mey be taken (o he Emptoyes’s allemutive worksite
withenat the price writlen consent of the comimeior.

For regular and recurring telework (.2, work at an allernutive wocksite at least one day cach biwaekly pay pariod), sensilive
unclussified material, including Privaey Act sed For Offidad Use Ooly dats may beused apby on Goveennt-amisled sguipmeoL

Where Lhe Employee has been appeoved by the OIG, DD, Desipmuled Approving Authority to uee Ris ot bet peesmil eampuler{s
and equiprmnt for felewoek oo noa-sengitive unclassified mmerizl, reanole 0ccess softvnere shall not be caded into the Erployess
personzl coanpurer(s).

The Employee ts respunsible for regulady vpdating virns checklog Fles om Governmen-fumisied oompaiers and installing sud
repubiniy wpdating virus checking software oo peivately owned corputers used i parform official Govermment woek,

Equipraent

It the Groverntnent provites eyuipment andfor softsare at the dlismative woeksite, theEmploves srmoms to Trotect such equipment
anddoe software in scoardines wilth applicahte policy and procedures. Governsheni-fismishest squipment wikl bo installed; serviced,
amd enaintadned by the OIG, Dol The Employes may e required 0 ket s0els equiproienl andfoe saftware into the eaditicoal
worksile for maintenance. Government-peovided soltware and data (ies will be checked foc vimses. The Employee siall relam
Governmeni-gupplied equiparast andor sofiwares immediately vpon request by an OIG, Dol, afficial or wpon weominztica of the
telework amrangernent, Govenimeni-furmished squipment andfor sefterare ozt e nged only foe the performunce of ofiiciz] doties,
Family members and fiiends of the Braplease ame nol authoriged bo use aoy Gonveraunent-fusnistied equipment andfor softwace. The
Ermqlonts has oo expectailon of privaey when wing Govemesent-supplicd equipment andfoe saltware. Goveroment-hemished
equipmeent nust be izsued and aeccanied for in socorduncs wilth IGDTMST and IGEM 4140.1, Property Meragemend Progrant

The: Employpce iz responsible fior the mstallation, repuir, snd maintenanes of sl personal squdpiment.
Supplies

"Thes O3, Dioly, agrees to provide e Bryployee 1] necsssary office supplics required Far telewark and 1o jsse the Employes &
Govermment valling eard b be weed for all officiad business-reloted long distemos wlephons calls, o reinburse e Employes for sume.

1o Form #35 DEC 20T {IGER 1400620}
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Liability

Tl Erployes understandls thot the Guvemmmeat shall net be Lhle foe Quriuges 1o s Braployec's persandk or real property while the
Ernplonse 18 wocking 40 the approved ailemalive worksite, cooepl o the extent the Government iz held liable by the Pederal Torl
Claitns Act oo ke Bilitary Persomned and Civilian Bmployees Claims Act.

Alternutive Worksito Expences

The Employes undetstands Wik e Govermtrsand will ned Be responsibe for any operating casls, homie maintenanoe, or any other cost
whalsocvrer {e.2, wilities, insuraneed sesociated with the Enploves nsing bis oc her persomal residencs ws an shematfve worksile. By
parbicipating i the Q10 DD, Telework Progeam, te Emplovee does med relinguish any entillement 10 reimtarsement for authorized
eocpenses incurred while conducting bosiness foc e Governntent, as provided for by slatuie and implemeotiog nemalatbons.

Waork Aswn

It the Empinyec's appeoved Alkemative worksite is hotne-based, the Erployes agres 1o provide & work oo office arca tat iz adeoquate
For the peffocmance of offtcial duwies, The Employes whose alternmtive wacksite is o dedignuled wres in hiz or her home must
cornplels and altach an 016, Toly, Safety and Security Checklist for [lome-Based Telewrork: prior b beginning Lelewnck.

IF Lhe: Emptoyre's approved altemative worksite (s 2 Qeperal Services Adrokoistragion spoasored Lelecenter, the Emplayes most
complele ma ltach 8 Telecomemeting, Faeiliy Beimbursemeant Infovmadion Sheat. The Bnployes canno bagio teleworking at a
teleceater netil e the: requisie epprovals (fincluding funding) are reczived,

Worksite Yisiia

The BEmployee apmess w0 permit the Sovemment bo visit the home wecksiis during his o her pornal working hours, The porposes af
swchy wisdis are b insloll, epain, or muiniain Govermment-fomished equipnend ;nd 9 ensure conforimanes witi the temms and
condltoms of tis Televiork Apresment The CIG, DoD), muy tecrinats tis Agresment if the sorksite 1s unsafe foe ke perfomnincs
of oflaaal duties o if the Bingloyee refuses w allow workeite visits az deseribed,

Injury Comprrsation

T Ermplovee (s coveved by the Federd Bugployess Compensption Ac (FECA) when injurcd o suffering from work-relaisd ilnesses
reseelting foorn actually performing official Governonsmi busness, Undet home: wedeanock amangenients, e Gowernnlent’s poteuial
CEOSUTE i JisIHELY i regiticted 10 dbe ome ares in the Rorme destgnoted as Ge offtcial work or offlos aner. The Employes apreds o
nedify the supervisor imnediately of sy Secided or iducy thal ocore of e allomnative worksits while performing official dufies and
tr compleds and subdit vy required fovrns Unwdy, The supsrvistr apress W inveslimmle any such olying a8 soom as possible,
Stredards af Conducl —_—
The Ermployce aednoadedges that he o she eooiinges to be boanet bor the Depariment of Defense Standards of Condog whils sovking
at an allem dive worksite apd vsing Governineil-fuenizhed egipren.

Mileage Savings

Thi: Employes estimutes thar the telework arangemnett will resuit in o reduction of approsciely miles
rraveled in commeiog weskly o biweekly felveek one/,

Modilicaiion of the Telewark Arvaudemwnl

The Baplenyes fgmees to be available o work at his or her raditicnal worksite (o some odher officis] becarivn ac dirceted by GIG,
DDy, avirageinenty oo daye when he or she wenld gtherwise be i a telework: status, if eeceszitoted by wock requirerments. Examyples
inelude, bl are ned Tmited 10, siending moectings or training spd repelng to s des geiled loowicn oo a designated dale s a
designared e For drug testing if the Bmployes cecupies = shing desigaated position wodir the O, Doy, Drupgles Waorkplace
Progrm

Requpats by the Bmplayes 1o ciange his o fier scheduled Lelework day(s) in a particalar pay period showld De socomrmedated oy Lhe
supervisar wherever praclicable, eoasislent with missicn requirements.

IE Form 55 DEC 2000 (MG0R 1400620
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& pnarcnl modification, of the lework aran gement st e reflacted by execution wd approvat of unes OIG, DoD), Telework
Apreemenl, 15 Form 85

Terminntion of the Telework Arrangement _
The ictewark arrangentent described b fis Telewock Ajoretariol cin be terminuted by cither the Employes o the 010G, Dol by
siving advance written nodice. 16 the Brnployee elocts to wathdeae from e OI5, Dol Telework Program, he o she is expected 10
frives sufftcien notics faormally ban wecks) 5o that arrangements i be nade o acootncdale 1is or her retirmn (o the raditicau
wurksile. The Emplapee may be requined 4o conbines wocking at the alternative workslte foe o reasonable period drot 1o exosed

30 duys) 40 atew OIG, DoD), managentent tines toanange 4 woel stanon, The OIG, Thald, slhod] teroninate this Teleworkc A preement iF
the: Emplayes’s pertiormmes does not mest preseribed standaeds o the telewodk acrugernetl fils o meel arganizuticou needs.

Crther AcHon

Molhiog o this Agresment prechudes the QRG, Doy, fromntakibg sty appeoprioce diseipliny, odvesse, o olher sppoopriate
alrministrslive soticn sraingt the Employes if e or she Fails to comphy vath e provigicns of s Aprezment.

Tokwork Schedule

DAY WORKSITE WORK 3CHEDULE DUTY HOURS

QFEICE ALTERNALE | STANDARD | AUTCRNATIVE | (sperify bours of work and fench brock)
13t Znil 1x1 2ned {2:00-4:30% e [0

| Menday
Tuesday
[ Wednrsday

Lridiny

Type of Telewark
Fesgular and roeurring fie., wock a1 an aliernative worksite of laast one duy per biveskdy pay period}

Ad hoo (1.0, whrk L an slternative sovkEite less Uik ane 2y pér biveeeX]y pay period, of On &n oocagional,
ireepubar, or onc-time bagis)

Sipnaturcs .
-k
Dl Fmployee's Sipneturs Above the Line
Hmplorpee's il ar Printed Mo Below e Line
Tatn Nripervizary Jignatieesr Abowr e Lire

Stipervizar's Typed oF Privted Nowbe axd Title Below e Line
Stpervizar's Phome Number (Grclinfieg area codis]

Attachrenl [T ine mut e ou ot Is mor attached.
QIG, Db, Sufery end Seaurity Checklist for Hane-Based Telework
Telecommuting Facility Beindburseitient lofirmmtion Shest (for GSA Telecunies)}

15 Form 85 DEC 2001 (IGDE 1400.620)
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Approval and Effective Date
This Telework Agreeasod mesls the requirements of the O0G, DoD, Televwock Program and iz approved.

The tedework mrangement coversd by iz Agresment shall begin on or efler:
T thiz Agreernetit covers ad ioc telessark, the telework atrimigement eoverad by this Azresooe sful] sl om or befone:

QG Felewurk Program Coordirater's Tyged or Frinted Nawe
O, DDy, Telewoek Program Coordinutoe

o
o

IG Form £5 DEC HHL (IGLIE 40006200
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APPENDIX D
OIG, DOD, TELEWORK ARRANGEMENT CHECKOUT CHECKLIST

OIG, DoD TELEWURK ARRANGEMENT G_H.ECKDUT CHECELIST

EMPLOYEE NAME:

l_[iIG CORMPONENT: SR COMPONENTE:
POSITEON TITLE: __ SERIES AND GRADE:
Farpase of Chocktist

The follawing checklist is degigned W ensuye that e eraplayes is propecly oetented Lo (he palizics and proeedurss of the OIG, Dol
Telewrork Prograne Signify the completion of erch, activily by answering in the spaec provided

Tapreraark

1. OW¥ee [OMNo  Emplojee hazreceived sud read a eopy of GDR T400.620, 083, Dol Telewark Palicy.

2, 3Yes OMNo  Employves ks completed, and raceived appeoval fom the O0G, Doly, Telework Frogrom Coardinator of, an
OIG, DeD, Telework Agregcnenl, IG Faree 55, :

3. O¥es OMNo  IF the altenalive worksile i home-based, Emmplayes has compleied an OIG, DoD, Safedy dnd Secorily Checklisl
for Harne-Bused "[elewark, 105 Form 86,

4. O¥es OMe I the otemulive worksile is a0 o eleceoter, employes has complated, and receiwet atl appeovals of, o
Telecommuling Faciliny Reimbarsement Informutico Sheset

5 O¥es ONe  Engloyee e compleled 0 pregerly pass for 6] Government-furnizhed propecly.
Tropecty Furpished by the OIG, DD fofeck o applicalfe]
4 O%es ONe Compader

-~

OYe:s ONe Modem

=

O%Yes OHe  Prinder
O%es Mo  Sofpware
1 O%es OMNo  Qther fidzasify]:

Fedickez and Pracodures
1 OYes SN Polickes and precerlurss for the vse :and cure of Govemment-faormished property have been explaingd.
12, O%¥es ONo  Policies and procerdunas eovsring the saferuamding of Grevemment property have been sxpsined.

13. OY¥er ONo  Polictes and procadures concemdng e use and safepuarding al sensilive, imelossifisd dals have buen
explained. .

14, O¥es BONo Frocedures and requiretnents for cepading acaidents lisve b explained.

3. OYe: ONo  Frocedures and requibetnents for eapatting dusmege (o Crovemmeni-lumished euipmenl have baen expluined.

15 OYe: ONo  Performatcs expectations have heen explained,

155 Form 57 DEC 2001 (JGDER 1400620
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17. O¥es COINp  Folivies aod procedures poverning work schedule, time aod stlendooce secording, overtime and othor prentim
py Cas-applicabled, 1eave, carly dismissw] and closums live Daen discussed,

Termination of the Telework Arranpenwnt

1 OYee ONp  Essployes undecslands be or she nngt adbers bo the termg and eoodilions of his or her telewcel agreement, of
. his or her telework arangerment may be eominaled,

M. [Aves Mo Emrployes nnderstands hig o hee wieanck arrangernen shol] be teennated I he o she performes a€ 2 foss than
- Furlly guecasesainl Level or Me Armamgenient doss 0ol meed eogwizationsl oeeds,

0 0OYe:s OMo  Emplovee nnderstands ho o she msy termingie bis or her tedewock arrangament by so notifying his o her
suprviset I writing in advanes (normally two weeks), Bmployes toay be requived to continne Lo telework for
A fedsomable period (ot o exoced 30 daye) unlil arrungements tre made for big of Ler regum o the reditional
warkslte,

Pointa of Contact
2. OYe: ONo  Employcs snderstands he or she may Soaboet 1308 or ber snpervisct a1 the phome aumber helow, or the OLG,

T, Teleweck Program Coondinares ar 05-602-4523 (DSN 3334520, with questionz on policies or
proccdures redaled bo the QIG, DoD, Telework Progratr,

Sipmwlures
Ihite Empionpee's Slpnacurs Above the Ling

TEmplavce's Typed or Frinted Nave Setow ihe Line
Cuale Suprrviners Sgnadre Aboae the Line

Superviners Typed ar Printed Mame and Tiile Belove the Ling
Supervigors Fiuee Nuber finchuding ares code)

DISTRIBUTION:
Ciriginal - S1G, Dob, Telewosk: Program Coordirator
Cmiez - Ernploves and Supervizor

IG Form &7 DEC 20401 (IGDE. 00620
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APPENDIX E
PROCEDURES, PARAMETERS, AND REQUIREMENTS

1. Types of Telework. Two types of telework arrangements are available, "regular and recurring"
and "ad hoc," based on the recognition that organizational and employee needs may vary considerably,
and should be considered on a case basis. Some situations require occasional or infrequent arrangements
while others are more conducive to longer periods or regularly scheduled arrangements. The intent in
offering two types of arrangements is to provide supervisors, managers, and employees maximum
flexibility to establish an arrangement that is responsive to their particular situation. It is DoD policy that
regular and recurring telework of at least 1 day per biweekly pay period should receive most support and
approval from managers and supervisors.

a. Regular and Recurring

(1) Reasons for regular and recurring telework arrangements include the recruitment and
retention of high-quality employees, improved employee morale and a better balance of work and
personal lives, reductions in commuting related stress and costs, improvements in access or as a
reasonable accommodation for disabled employees, reductions in office space and associated costs, the
need for convalescence from a short-term injury or illness, periods when the traditional worksite is not
usable (e.g., during office renovation), or assignment to a special project.

(2) Employees who telework must be available to work at the traditional worksite on
telework days on an occasional basis if necessitated by work requirements. Conversely, requests by the
employee to change his or her scheduled telework day in a particular week or biweekly pay period should
be accommodated by the supervisor wherever practicable, consistent with mission requirements.

(3) Regular and recurring telework may include "full-time" telework (i.e., performing all
official duties at an approved alternative worksite), including telework from geographic locations outside
of the commuting area to the traditional worksite (within the Continental United States or overseas).

b. AdHoc

(1) Ad hoc telework provides an ideal arrangement for employees who, at infrequent times,
have to work on projects or assignments that require intense concentration. Work assignments in this
situation may include a specific project or report, such as drafting a local directive, preparing a brief or
arguments, preparing an organization's budget submissions, reviewing grant proposals, or preparing audit
or investigation reports. Such situations may occur throughout the year or be a one-time event. Ad hoc
telework may also cover short-term assignments, e.g., for employees recovering from injury or illness.
Supervisor approved web-based distance and continuous learning are excellent examples of ad hoc
telework.

(2) Approval for ad hoc telework does not convey eligibility for regular and recurring
telework, nor does it meet the express intent of references d. and e.

2. Alternative Worksites

a. Home-Based
(1) Home-based (or work-at-home) telework means an approved arrangement whereby an
employee performs his or her official duties in a specified work or office area of his or her home that is
suitable for the performance of official Government business.

(2) In general, an appropriate office or work area for home-based telework should:
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(a) Consist of a specific room, or part of one, defined on the OIG, DoD, Telework
Agreement and the OIG, DoD, Safety and Security Checklist for Home-Based Telework.

(b) Be accessible by telephone during scheduled hours of work, unless the teleworker
is on approved leave, credit hours, compensatory time off, or time off as an award.

(c) Provide reasonable security for any Government-furnished property, documents,
supplies, or other resources.

(d) Comply with applicable local building codes.
(e) Provide a hazard-free, safe work environment.
(3) Advantages of teleworking from home include:

(a) Savings in time and reduced stress by avoiding the commute to the traditional
worksite, resulting in more and higher quality time with family and a healthier lifestyle.

(b) Savings in commuting costs.

(c) Convenience.

(d) Familiar environment.

(e) Enabling work at peak productivity times.

(4) The opportunity to telework at home is offered with the understanding that it is the
teleworker's responsibility to ensure that a proper work environment is maintained. Dependent care
arrangements must be made so as not to interfere with the work. Personal disruptions such as non-
business telephone calls and visitors must be kept to a minimum. The employee and family should
understand that the home office or work area is just that, a space set aside for the employee to work.
Family responsibilities must not interfere with work time at home.

(5) Home-based telework may increase an employee's home utility costs. The OIG, DoD,
assumes no responsibility for a participating employee's expenses related to heating, electricity, water,
space usage, etc. The rationale is that balanced against these increases are potential savings to the
employee resulting from reduced commuting, parking, meals, and clothing expenses. Potential costs and
savings cannot be viewed in isolation from each other.

(6) Before commencing telework at home, an employee must complete, submit, and obtain
approval of an OIG, DoD, Telework Agreement and an OIG, DoD, Safety and Security Checklist for
Home-Based Telework (Appendix F).

(7) An employee approved for telework may perform home-based telework at the home of
another OIG, DoD, teleworker provided that the host teleworker voluntarily agrees that another
teleworker may telework from the host's designated and approved home telework area and the work or
office area of the host teleworker's home designated and approved for telework is suitable to
accommodate an additional teleworker(s). In this instance, the telework agreement of both teleworkers
shall identify the specific area of the host teleworker's home where the work will be performed and both
(all) teleworkers will attach a copy of the host teleworker's Safety and Security Checklist for Home-Based
Telework to their telework agreement.
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b. GSA-Sponsored Telecenter Workstations

(1) The DoD provides a limited central fund to underwrite the expenses associated with use
of the GSA telecenters in the Washington, D.C., metropolitan region. The central fund is managed by the
Defense Civilian Personnel Management Service and covers all costs (within allotted funds) associated
with renting space, including equipment and utilities, at a telecenter. Employees work at telecenters
primarily because the centers are closer to their homes than the traditional worksite.

(2) Advantages of working at a telecenter are:
(a) On-site technical support and full resources.

(b)  The supervisor may prefer the structure of a telecenter for his or her employees and
use this as a first step towards home-based telework.

(c) Some employees' homes are not conducive to home-based telework.
(d) Provides a professional environment.
(¢) Maintains a clear delineation between home and work life.

(3) After eligibility for telework is determined, the employee should contact the director of
the appropriate telecenter (i.e., the center closest to the employee's home that is closer to home than his or
her traditional worksite) to ensure space is available, obtain the current cost, and make a reservation. The
employee and his or her supervisor complete the top of the Telecommuting Facility Reimbursement
Information Sheet (TFRIS) (available from the OIG, DoD, Telework Program Coordinator) and forward
it and the completed OIG, DoD, Telework Agreement to the OIG, DoD, Telework Program Coordinator.
The Coordinator will fax the completed TFRIS to the central DoD approving office. The form is routed
through the appropriate funding office for approval and then to GSA. A copy is returned to the employee
through the OIG, DoD, Telework Program Coordinator and the OIG component administrative point of
contact. The employee must provide a copy of the approved TFRIS to the telecenter director. A new
form is required for all changes in telecenter work schedules. Upon termination of the telework
arrangement, the employee must secure the signature of the telecenter director and provide a copy of the
signed form to the OIG, DoD, Telework Program Coordinator, who will provide it to the appropriate
funding office.

(4) The foregoing steps and approvals must be accomplished before an employee
commences telework at a GSA-sponsored telecenter.

3.  Security Considerations. These considerations must be read in conjunction with the OIG, DoD,
policy on security for telework.

a. All files, records, papers, or machine-readable materials created while teleworking are the
property of the OIG, DoD. As such they must be given to the OIG, DoD, upon request by the OIG, DoD,
or when the telework arrangement terminates.

b. Records subject to the Privacy Act may not be disclosed to anyone except those authorized
access as a requirement of their official responsibilities. Appropriate physical, administrative, and
technical safeguards must be used to protect the security and confidentiality of such records.

c.  Only copies, not originals, of Privacy Act documents may be permitted to be taken out of the

traditional worksite and then only on a temporary basis and not permanently stored outside of the
traditional worksite.
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d. Any teleworker who will be working on Privacy Act materials must receive appropriate
Privacy Act training.

e. All unclassified sensitive information will be properly marked and protected from
unauthorized viewing. Ata minimum, such materials will be placed in a folder and stored out of sight
during the telecommuter's non-work hours.

f.  No classified material (hard copy or electronic) may be taken by teleworkers to alternative
worksites. Similarly, no source selection sensitive information or contractor proprietary information may
be taken by teleworkers to alternative worksites without the prior written consent of the contractor.

g.  Government-furnished property that is furnished to teleworkers must be issued and properly
accounted for in accordance with references b and c.

h.  Teleworkers must regularly update virus-checking files on Government-furnished computers
and install and regularly update virus checking software on privately owned computers used to perform

official Government work.

4. Personnel Policies and Procedures

a. Official Duty Station. A teleworking employee's official duty station generally continues to
be the traditional worksite, not the alternative worksite. The OPM Guide to Processing Personnel
Actions provides guidance on documenting duty station changes and should be followed if it is
determined that the location on an employee's current Standard Form 50, Notification of Personnel
Action, is not where the employee normally performs his or duties. Entitlement to locality-based
comparability payment, special salary rates, travel allowances, and relocation expenses is based on the
official duty station.

b. Hours of Duty. The existing rules on hours of duty apply to teleworking employees.
Management determines employee work schedules consistent with the requirements of the work group.
A teleworker may work an alternative work schedule with prior supervisory approval. The teleworker's
work schedule is documented in his or her OIG, DoD, Telework Agreement. The teleworker is required
to be available to traditional worksite personnel, customers, and his or her supervisor during the
established telework schedule, unless he or she is on approved leave, credit hours, compensatory time off,
or time off as an award.

c. Pay and Leave. Existing rules on pay and leave administration apply to teleworking
employees.

d. Overtime. The existing rules on overtime under title 5, United States Code, and the Fair
Labor Standards Act apply to teleworking employees. Supervisors should ensure that teleworkers work
overtime only with advance approval and should cancel the telework privileges of employees who
continue to work unapproved overtime.

e. Certification and Control of Time and Attendance. Supervisors must report time and
attendance to ensure that teleworking employees are paid only for work performed and that absences from
scheduled tours of duty are accounted for. Supervisors may make occasional telephone calls or visits
during the employee's scheduled work time at an alternative worksite, determine the reasonableness of the
work output for the time spent at an alternative worksite, etc. The employee, following standard OIG,
DoD, practice and procedures, will record time and attendance daily. Time spent in telework status
during the regular daily tour of duty will be entered in the DCPS as "LX," pending establishment by the
Defense Finance and Accounting Service of a new, distinct code for telework.
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f.  Position Descriptions and Performance Standards. Telework will seldom require major
changes in position descriptions, but may affect factors such as supervisory controls or work environment.
Performance standards for teleworkers should be results-oriented and describe the quantity and quality of
expected work products and the method of evaluation. Generally, supervisors will use the same measures
for evaluating the performance of teleworking employees and employees who perform similar tasks at the
traditional worksite.

g. Special Considerations for Home-Based Telework. Employees considered for home-based
telework must identify a specific work or office area in the home and complete an OIG, DoD, Safety and
Security Checklist for Home-Based Telework as to that area's suitability for the performance of official
OIG, DoD, business. The employee must agree to site visits during official duty hours, with advance
notice from OIG, DoD, management, and maintain the home work area in a safe and secure manner, or
risk having his or her telework arrangement terminated. Use of an employee's home and personally
owned computer and other equipment for telework is voluntary on the employee's part.

h. Workers' Compensation. Teleworking employees are covered by the Federal Employees'
Compensation Act and may qualify for payment for on-the-job injury or occupational illness.

i.  Assistive Technology. The Computer/Electronic Accommodations Program (CAP) provides
assistive technology accommodations, devices, and services to persons with disabilities at the DoD and
other Federal agencies at no cost to the requesting organization. The CAP's mission is to ensure people
with disabilities have equal access to the information environment and opportunities in the DoD and
throughout the Federal Government. The CAP will purchase equipment for telework employees with
disabilities to use in their homes or at other alternative worksite locations. Items available include
computer hardware and software and telephone equipment. Such equipment and software remain the
property of the Government and must be returned to the employee's traditional worksite upon termination
of the telework arrangement.

j-  Emergency Dismissal or Closing

(1) Emergency dismissal or closing procedures for employees (including those teleworking
from an alternative worksite) in Federal executive agencies located inside the Washington, D.C., Capital
Beltway are prescribed by the (OPM on an annual basis. These procedures apply not only in adverse
weather conditions (e.g., snow emergencies, severe icing conditions, floods, earthquakes, and hurricanes),
but also in all kinds of emergency situations (including air pollution, disruption of power and/or water,
and interruption of public transportation).

(2) The OPM's current policy in situations where it deems Federal agencies to be "closed" is
that employees not designated as "emergency employees" (including teleworking employees at alternative
worksites) are excused from duty without loss of pay or charge to leave. Consistent with this policy, it is
DoD policy that DoD teleworkers whose traditional worksite is inside the Washington, D.C., Capital
Beltway will observe the same closure procedures as employees at the traditional worksite. For DoD
employees located outside the Washington, D.C., Capital Beltway that are affected by emergency
situations or closings, supervisors should determine action on a case-by-case basis.

(3) Ifasituation arises at the employee's alternative worksite that results in the employee
being unable to continue working (e.g., power failure), the supervisor should determine action on a case-
by-case basis. Depending on the particular circumstances, supervisors may grant the teleworker excused
absence, offer the teleworker the option to take leave or use compensatory time off or credit hours (if
applicable), or require the teleworker to report for work at the traditional worksite. If a similar occurrence
(not covered by OPM emergency dismissal procedures) causes employees at the traditional worksite to be
unable to continue working (e.g., part of a large organization is dismissed due to a lack of heat or
cooling), employees who are teleworking would not be affected and would not need to be excused from
duty.
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(4) If the teleworker knows in advance of a situation that would preclude working at the
alternative worksite, a change in work schedule, leave, or work at the teleworker's traditional worksite
must be scheduled.

k. Employee Redress. If an employee disputes the decision not to approve him or her for
telework, or to terminate his or her telework arrangement, he or she may submit a grievance under the
administrative grievance procedure found in reference f.

5. Steps to Implementing Telework Arrangements

a.  Managers, supervisors, and employees must become familiar with the policies, procedures,
parameters, and requirements of the OIG, DoD, Telework Program found in this Regulation. They are
encouraged to regularly visit the interagency telework website (http://www.telework.gov) sponsored by
the Office of Personnel Management and the General Services Administration for current information on
telework for Federal employees.

b.  The duties, responsibilities, and tasks of encumbered civilian positions and the work
performance and conduct characteristics of the incumbents must be analyzed to determine eligibility for
telework, consistent with the policies and criteria found in this Regulation. The OIG, DoD, Quick Guide
to Determining Eligibility for Telework and the OIG, DoD, Checklist for Determining Eligibility for
Telework are provided at Appendices G and H, respectively, for such reviews.

c.  Where the characteristics of the position and the characteristics of the incumbent are suitable
for telework, the supervisor must offer the employee an opportunity in writing to participate in the
program and maintain a record of the offer and the employee's response.

d. Where an employee believes he or she occupies a position suitable for telework and he or she
possesses the characteristics to be a successful candidate for telework, he or she should request from his
or her supervisor the opportunity to participate in the program. The determination on eligibility to
participate in the telework program is normally that of the employee's first level supervisor and is based
on the supervisor's review of the characteristics of the position and the incumbent.

e. Guidelines must be established to minimize the adverse impact on non-teleworking staff
members. Telework should not place a burden on staff remaining at the traditional worksite. An
equitable distribution of workload should be maintained and methods instituted to ensure that office
employees do not have to handle the work of employees away from the traditional worksite. Adequate
office coverage must be maintained, which may require that teleworkers work at alternative worksites on
different days or that teleworkers may be required to work at the traditional worksite on a day scheduled
for an alternative worksite if the needs of the office so require.

f.  An OIG, DoD, Telework Agreement must be completed by the candidate and his or her
supervisor and approved by the OIG, DoD, Telework Program Coordinator before the employee begins to
telework. A completed OIG, DoD, Safety and Security Checklist for Home-Based Telework (signed by
the employee and his or her supervisor) or a completed TFRIS must be submitted with the agreement.

g. Following approval of the telework agreement by the OIG, DoD, Telework Program
Coordinator, the supervisor and employee conclude all necessary arrangements for implementation of the
telework arrangement. This may entail arranging for the loan and installation of Government-furnished
equipment (e.g., a computer and software).

h.  After the supervisor and employee complete all necessary arrangements for the telework, and
as the last step before the employee commences telework, the supervisor and employee must complete an
OIG, DoD, Telework Arrangement Checkout Checklist and send the original copy of the completed form
to the OIG, DoD, Telework Program Coordinator.

22


http://www.telework.gov/

IGDR 1400.620

6. Determining Eligibility for Telework

a. Itis essential to review job content, rather than job title, in determining a position's suitability
for telework. The duties of the position must be such that they can be effectively and efficiently
performed at an alternative worksite. Supervisors should consider the characteristics of the work to be
performed, the arrangement's impact on other staff, impact on internal and external customer service, the
candidate's work history, and the supervisor's level of effectiveness in managing by results rather than by
day-to-day observation of the employee.

b. Anemployee eligible for telework should be an exceptionally competent and productive
employee. He or she should have a history of reliable and responsible discharge of work duties and
attendance, ability to establish priorities and manage time, and a proven record of personal motivation.
A past record of discipline or leave abuse does not in itself disqualify someone from participation in the
telework program, but it can and should be considered in determining employee eligibility for the
program.

c. An employee whose job includes working with unclassified, sensitive data may be able to
telecommute. However, there will be some limitations on the types of work an employee can perform at
the alternative worksite or when an employee may be allowed to telework.

d. Refer to Appendix G, "OIG, DoD, Quick Guide to Determining Eligibility for Telework," and
Appendix H, "OIG, DoD, Checklist for Determining Eligibility for Telework," for more information on
eligibility criteria and identifying positions and employees for telework.

7. OIG, DoD, Telework Agreement

a.  The telework agreement prescribes the alternative worksite and telework schedule, and
addresses the terms and conditions of the telework arrangement. All information in the agreement must
be current, complete, and accurate.

b. The employee and his or her supervisor must complete an OIG, DoD, Telework Agreement
(including either an OIG, DoD, Safety and Security Checklist for Home-Based Telework or a TFRIS for
telecenter-based telework, as applicable), submit it to, and receive approval from, the OIG, DoD,
Telework Program Coordinator before commencement of telework.

(1) The OIG, DoD, Safety and Security Checklist for Home-Based Telework is designed for
the employee to assess the overall safety and security of the designated home work or office area for the
performance of official Government business. By completing the checklist, the employee is certifying the
condition of the designated home work or office area. The employee is responsible for informing his or
her supervisor of any significant change in any of the items identified on the checklist.

(2) The TFRIS is designed to secure the required approvals and DoD funding to allow an
employee to telework at a GSA-sponsored telecenter. Blank TFRIS forms are available from the OIG,
DoD, Telework Program Coordinator.

c. Both the OIG, DoD, and the employee can terminate a telework arrangement upon advance
written notice to the other as prescribed in this Regulation. Normally, a regular and recurring telework
arrangement should not be terminated sooner than 90 days after it begins. The 90-day time period
provides employees and supervisors a reasonable period to determine the impact of the telework
arrangement. The 90-day period is not necessary for ad hoc telework arrangements. A copy of the
termination notice must be provided to the OIG, DoD, Telework Program Coordinator.
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8. OIG, DoD, Telework Arrangement Checkout Checklist

a. Completion of this checklist by the supervisor and employee is the last step before the
employee commences telework. The purpose of the checklist is to ensure that the employee is properly
oriented to the policies and procedures of the OIG, DoD, Telework Program.

b.  The original of the completed form must be provided to the OIG, DoD, Telework Program
Coordinator.
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APPENDIX F
OIG, DOD, SAFETY AND SECURITY CHECKLIST FOR HOME-BASED TELEWORK

01, DoD SAFETY AND SECURITY CHECKLIST FOR HOME-BASED TELEWORE

EMPLOYEL NAME:

OFG COMPONENT: SUBCOMPONENT:
POSITION TITLE: SLRIES AND GHADE:

At-Haoe Alternailve Worksib:

Stren) Address: . City, Stite, and Zip Code:

Fhoos Meamber {(melnding ares codu): Fax Mueiber (imcluding area code):

Einple Desipnried Waork or Oiflce Ares:

Pugpase: of Chevkiisg

The Employes is sligible to teowork, under the OIG, Dold, Telework Prosron and has cequested tolelmwock 28 the work of oliice area
identified abowe tad o e wecompanying O1G, Doy, Talework Agreatrient, Prior to beginming lelework, e Bmplapes must
cowiplete fhis OFG, Don, Safely und Security Cheeklise for Bome-Based Telewark suad subroit it o hiz or ber supervisoe. The
cligeklist is desipued 10 fustes e cverall safoty and seourity of the desipnated work o alfice srea for the pecfermanee of ofiicial
Goverement business. By compleliny the checklist, the: Enploves is certifying e contitica of the desipneled home work, or oifles
ared, The Bmployer is respomstble for mfornadng his o hor aepervisce of any sietificant dimge io uny of the items identficd below,

Workplece Knvironmont

1. O¥es MBa  Isthe spaes ftee of asbestos contzabaing ealericdsy

2 O%es OMo  IF asbestos coolumiog materis] (s present, is il undanaged and i gocd condition ¥

3. ez OHMo  Isthe space [ree oI‘h-uimu- wir ¢quality problems?

4, O OMo  Isthe space frec of noize Ramands (n excess of 55 decibels)?

I f0%Weg ONe Iz there a potable (drinkable) weler supply?

6 O%es OMo Iy adeqete ventiiation prosent for the desired oocupancy T

T O%ez OMa  Ate ol stairs with foiur or mece slepe equipped with bandrails?

3 OYee ONo  Areall eiroeil bresters susdfor foses in the electrical pan_»;rlubdud wi [0 inkended service?

g OYer OMa  [ocivcest breabers clearly indicatle if they erein the apeq oF closed position?

0. OYes OMa  Izall electrical equiprient ree of becogod 264 hisserls feg,, Fruyod wites, bare eonductors, locse wires or

fizunes, cxposed wires on e ceilig, walls, or fror shat vanld cawse physical ham?
1L MYes ONo [aoss the hoee's elecideal system permit the grounding of eleciiic! equlprosnt?
12. OYes ONo  Does the elestrical servies conlem 1o appropiute Jocal building eodes?
13, 0¥ OMNo  Aoeaisles, devoways, aod eomers fres of obstrclions io peomil vistbilily and monvemene?
14 OYes ONo  Arcfile cabingts aned sioyage conthiiers drmmeped so bt /gr;wcrs and dooes o net oped dnto walkways?
3. OYes ONo  Poclimirs ave oy loose castees {whee[sy?
16 O%es TMo  Arethe rungs and legs of e cinics simdy?

17. OYes OHNo  Arethe phone lines, efeetrical cords, and exiension wires seetred imder [umilure ar alomgside a basslboard?

[3 Fonm &6 DECR001 (ICA3E 140604200 Fage E af2
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12 O ¥z (Jida

1 OYe OiNo
20, OYes ONao

21, OTes [No

Computer Worksiabtivn {if applicrBe)

2% OYe Do
. O0Ye ONo
24 OYe:s OHo
5. O0¥e: OHNo
26 OYe:s ONo
X OYe: OHNo
28 O¥es [N
W Yes ONo
¥, O¥ee ONo
31 Ye: OMe
32 O0Yes N0
13 0%es ONa
34 O¥es Mg
Phyrleal Security
33 OYe: ONo
3. OYes Oidg
Hardware Secucily
37, OY« OHo
58 dYes [IMNo

Trata Secupity
. OYes OHNo
40, Oye: COMNe

Tz the ofifice space nest, clesw, aod e of excessive smoonts of combustiblcs?

Are floor surfuces clean, dry, level, and fees of winn senrs?
Are carpeds well securad todhe fooy and free of frayed or wom sewms?

Is tbere sullicien Light oo reading?

I your chir adjustabie?

Doz v Jowcy beovwy L fuekjues) yoaer chiade?

15 your hack, sdequately supported Dy o baclmes 2.

Are yw.r Fees oo the floen or fudly supported T A foofoest?

D yowr e enginght e yoom ot your desk?

Avre you satesfied with he placement of your visual display termdoat { WD) ood keyboard?
Fs the VT screen free from noticeable glare? '
Is e top of the DT soreen at cye love] b

I= it eaxy bo read fel oo your scveen’

D you oeed & document hiolder?

When keying, aee your foeearms closs wo being paralle] to e Aoor?
¥then kewing, are your weisis faidly siraight (Ra-dine waith your Forearms)?
While not kewng, is there space 1 resl your arms?

Do 2l execior doces and wingdows kave adequate lacking devices?

Tz whiete a file enbinel or olher softshle container available i which o plass Govemenent documenis?

2
I the VDT soresn positicoed so that wiauthorized persons cunnol vies the sepeen?

Are there adequote envircnmental controls =0 a5 10 safeguard equipened from exloeme lemperstures angd
homidity?

Can oibers o wecsss 10 the compaster Tom clher s:.rs.tems {r.p., viu the Tntemet, dial-up)?

Aretho compater and rerovabde ilia fe.p, floppy disks) adequately prodected [rom manthoized acoess (&4,
by fricneds, relatives, rootumates, heapsekospers, vigitors )t

Signaturia
i .
Tiate Supervirars Senciuce ined Printed Mame Bz ' Empluyec's Sigmanre
Superviserz Fliome Number (v’ Area Code)
8§03 Bornt K6 TS0 2000 (BGIR 14006200 Tuye 2 of2
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APPENDIX G
OIG, DOD, QUICK GUIDE TO
DETERMINING ELIGIBILITY FOR TELEWORK

1. The eligible teleworkforce, as prescribed in reference e and this Regulation, consists of those
encumbered civilian positions which, based on the characteristics of the position and the incumbent, are
suitable for teleworking on a regular and recurring basis (i.e., at least 1 day per biweekly pay period).

2. Employee characteristics probably will not vary dramatically from the traditional office setting to
an alternative worksite (i.e., a place away from the traditional worksite that has been approved for the
performance of officially assigned duties and may be the employee's home, a telecenter, or other
approved worksite). Some jobs/tasks are more easily teleworked than others. However, with some
advance planning and re-scheduling many jobs can be adapted to teleworking.

3. Positions eligible for telework are those involving tasks and work activities that are portable, do not
depend on the employee being at the traditional worksite, and are conducive to supervisory oversight at
the alternative worksite. It is DoD and OIG, DoD, policy that positions shall not be excluded as eligible
on the basis of occupation, series, grade, or supervisory status.

4.  Tasks and functions generally suited for telework include, but are not limited to: thinking and
writing; policy development; research; analysis (e.g., investigating, program analysis, policy analysis,
financial analysis); report writing; telephone-intensive tasks; computer-oriented tasks (e.g., programming,
data entry, word processing, web page design); or data processing.

5. Positions not generally eligible for telework are those positions involving tasks that are not suitable
to be performed away from the traditional worksite, including tasks that require the employee to have
daily face-to-face contact with the supervisor, colleagues, clients, or the general public to perform his or
her job effectively, that cannot otherwise be achieved via e-mail, telephone, telefax, or similar electronic
means; require daily access to classified information; or are part of trainee or entry level positions.

6.  An employee suitable for telework is an employee whose demonstrated personal characteristics are
well-suited to telework, as determined by the supervisor, including, as a minimum: demonstrated
dependability and the ability to handle responsibility; a proven record of high personal motivation; the
ability to prioritize work effectively and use good time management skills; and a proven or expected
minimum performance rating of fully successful.

7.  Probationary status employees generally would not be eligible for telework because probationary
periods are established to allow supervisors an opportunity to personally observe and evaluate employee
performance and determine suitability for continued Federal employment.

8.  Inregard to security issues, it is DoD and OIG, DoD, policy that:

a. No classified documents (hard copy or electronic) may be taken by teleworkers to alternative
worksites.

b.  No source selection sensitive information or contractor proprietary information may be taken
by teleworkers to alternative worksites without the prior written consent of the contractor.

c.  Government-furnished computer equipment and software with appropriate security measures
are required for any regular and recurring telework arrangement that involves sensitive unclassified data,
including Privacy Act or FOUO data.

d.  Where employees telework on an ad hoc basis (i.e., less than 1 day per biweekly pay period, or

on an occasional, one-time, or irregular basis), privately owned computers can be used to work on limited
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amounts of sensitive unclassified material, on the basis that the teleworker must delete the files as soon as
they are no longer required and verify in writing that he or she has deleted all files containing DoD
information from personally owned computer hard drives.

e. Employees who telework may be approved by the OIG, DoD, DAA to use their personal
computers and equipment for work on non-sensitive, unclassified data consistent with DoD policy.
Personally owned computers may not access DoD systems or networks remotely. The employee is
responsible for the installation, repair, and maintenance of all personal equipment.

f.  Providing and/or installing Government-furnished equipment at alternative worksites is a
matter for determination by the OIG, DoD, DAA. The OIG, DoD, will be responsible for the service and
maintenance of Government-provided equipment. DoD remote access software may be installed onto
Government-furnished computers to enable access to DoD systems and networks.

g.  Government-furnished equipment must be used only for official duties, and family members
and friends of teleworkers are not authorized to use any Government-furnished equipment. The employee
must return all Government-furnished equipment and materials to the traditional worksite at the
conclusion of the teleworking arrangement or at the request of an OIG, DoD, management official.

h.  Teleworkers are responsible for the security of all official information, protection of any
Government-furnished equipment and property, and carrying out the DoD missions at the alternative
worksite.

9.  The OIG, DoD, Checklist for Determining Eligibility for Telework is designed to help analyze the
teleworking success potential for an encumbered civilian position. The checklist should be completed as
objectively as possible.
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APPENDIX H
OIG, DOD, CHECKLIST FOR DETERMINING ELIGIBILITY FOR TELEWORK

0IG, Dol CTHECKLIST FOR DETERMINEIG ELIGIBILITY FOR TELEWORK
OIC, DoDy, Compenent and Svbcomppmenl:
Fosition Tille, Series, and Grade:

Incumbent: -
1. Isthis employee servity 4 probatienscy period? ¥es e
2. Dogs this employes Gecupy o trainee or intern pesition?  Yes e

[Maote: Generafv an employes who if serving a probationary period ar otcupying a treittee oF tem position I3 ot
eligitle 1o pariicipate in the OIG, Do, Telework Progran.)
3. 'What is this employee's current performance vating?
4, Troes this coaployee work with classified informativn on a daily basls?  Yrs No
5. 7Tz this emnloyee current an mandaiory aonual trainfog on:

YesDiate Mo
ethice?
seeurity?
compiter seeurity?
{i¥are: An employes is net eligibie 1o ielewerk if hivher performance rating i tess thon flly seccesifid, If Refshe must
work with clussified infocmation on g daity basis, or i he'she ar ned completed the anmmuel (N0, Dol ondaory
EHIRILE oI SINCS, Secariey, end compiler Securin )
fi. Evaluate the following work ¢hargelevistics of the emplayee's position.
Wk Charackeristic Lo Medium High
Clarity of goals and objectives for this position
Ability to scheduds face-to-face contact {o.g., meetings) on certain days of
the wesk
Do to which communicutions san be accomplished wsing telephone, &
1wl electronis file transfor, age.
Ability ta eontral wark flow £ sahedule
Pelisbility of technology 6o snpport eniployce when teleworking
(Mole: If responses were primarily in e medinm to Jieh columms, this empioves iy more Kkely to e n good teleworker.
Work Characteristic Low Medium High
Amount of fuee-to-face conract seqeired
Arneaint of 111-0ffice reference materialz or olker resourees required
[rapact on, wark team whin conployes is teleworking,
(Mt IF responses ware primarily i the low 0 mediom celumns, iis employee is more fkely fo be a good tedeworier.)
7. Ewvilugie the employer's wock siyle and periormance chamctenslﬁﬁ
Incundbent Churacienstic i Low Wedinm Hipgh

Lavel of job knowledge

Bxperionee on cummnt azsignment

Leve] of orpanizing and planning skills
Meed for qupervision f frequent feedbask
Self-discipling regarding work
Beliabality concetning work hours

Lavel of progductivity

Cuality of work produst

Computer lteracy

Flewibility

otz If resprmsey were privacily i the smedtun to ibgh colwnry, TRis amplopee i more Bkely 1o IPE & good teleworkyr

TG Foith 89 DB 2000 (GLIR 130K, B
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$. When reviewing job tasks of prospective teleworkers, answer the Toltowing to determine i their job will be
_.suitable for teleworking,

Jeb Characteristic - Yo Mo

Ability to zct clear work objectives

Ahility to cleerdy define tasks for telewnork days

Ability to scheduls foce-to-fase iteraction on specified days

Ability to roct customer { colledguc noeds whils telewarking

Ability ta bt the vse of on-siks Tesources

Ability o conteol wark scheduling

Ahiticy 1 bencfit from quiet or uninternipted o

9. s this enyployee an eliplble telework prapram parficipont? Yoz No

If not, annotate the reason:

10. Wit Iz the optimum televwork schedule For tlis employee?

_ Cine day each biwecky pay poried __ Dnc day every ather poy paniod
_ Cne day o wesk _ Ooe day 2 quarter
__ Twodays 2 week . Oleer fspecifil:

(Mote: An emplovee identffied ag efipibie to be @ jelewoerk progrom partichra wmust sige and submie s e G0, Do)
Televork Propram Coorditater for approval @i GG, Dof), Telework Agreereni prior fo comerenedmend of reloworking.
Work-gt-fipwie feleworkery must complete, sign, and subwnif we GIG, DoD, Safety and Secwvity Checklist for Home-Based
Telework with dwir felework apregatent.  GSA-sponsored relecemer releworkers must cowmplgts oad selemil o
Telecommtting Facility Reimbursemnent Information Sheet with telr telawark apresment.)

Dats Superviver's Sigaanee Above e Line
Supervisor'ys Typed or Prinied Name Bolow the Line
Superviser's Nyped or Printed Title
i—'h

153 Form Bd DEC 2001 {IGER 1400, 82200
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