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A.  PURPOSE

This policy and attached guide implements procedures and define responsibilities for the Southwestern Division Telework program.   For purpose of this policy, the term "Telework" applies to situations where the individual employee is authorized to work away from his/her permanent duty station at other than his/her normal government provided workplace.  In most instances, this location will be the employee’s home or residence, though with supervisor and management approval, such location may be other than at the employee’s home/residence.   

B.  SCOPE

This regulation applies to all activities of the Southwestern Division.  Where the provisions of the local negotiated agreement are different from the provisions of this program, the negotiated provisions will take precedence.  Commanders must ensure that local bargaining obligations are met before implementing this program.  

C.   DEFINITIONS  

Telework means flexibility in the work location.  Telework is a management tool that provides employees with the opportunity to perform work at alternative work sites.   Telework refers to 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 while on official travel).  The term “Telework” is similar to, though not strictly synonymous with the terms, “Work at Home," “Flexiplace," and “Telecommuting”.

 An employee's supervisor is the position or employee that develops and evaluates an employee’s performance standards.

Ad hoc telework is unscheduled and does not occur on a regular or predictable basis. This may include occasional, one-time, or irregular telework, typically for a day or block of days, to work on projects or assignments that could be effectively performed away from the office.  Ad hoc telework is available to all Southwestern Division employees regardless of position.  Any employee who believes they have an assignment or circumstances that are conducive to work at locations other than the regular workplace may request ad hoc telework.  

    a.  Supervisors have wide latitude to approve and schedule requests for ad hoc telework on a case-by-case basis.  

    b.  The same general policies apply to ad hoc as to regular and recurring telework with regard to time and attendance, suitability of the work and use of equipment.

   c. Overtime ad hoc telework is not precluded if the supervisor approves in advance in accordance with normal overtime approval procedures.

Regular and recurring telework is established by formal agreement between the employee and the supervisor.  This telework is performed on a regular schedule at least one day per biweekly pay period at a set location.

Telework agreement means a written agreement, completed and signed by an employee and appropriate official(s) in his or her organization, that outlines the terms and conditions of the telework arrangement (Appendix B of the SWD Telework Guide).
Traditional worksite refers to the location where an employee would work absent a telework arrangement. 
D.  POLICY STATEMENT
The following policy is in support of HQUSACE and DoD policy in that:

    a.  Employees may be approved to Telework on a continuing or ad hoc basis.  The employee’s supervisor will determine when the employee will be required to perform his/her work at the employee's regular government furnished office location in order to improve communication, minimize isolation and use facilities not available offsite.  

   b.  Telework may also be used to place injured, recuperating, and physically limited employees back to work and take them off sick leave.   An employee who is participating in the program during a period of recovery from an accident, illness or surgery and is able to perform the full range of duties may be approved to participate in the Telework program for the entire workweek.

    c.  Telework is a management option rather than an employee right and/or benefit.

    d.  Employee participation is voluntary and subject to supervisory and management  approval.

    e.  Telework should not adversely affect the performance of the employees who work at home or the performance of his or her coworkers.

    f.  Exceptions to this Policy may be approved by the SWD Commander/ Deputy Commander.

     g.  Employees may not use duty time for providing child/dependent care or any purpose other than official duties. Working at home, or other approved location, can provide valuable assistance in the management of work/family schedules, but is not a substitute for child/elder care. 

      h.  Division/District’s mission needs take priority over an individual’s telework arrangement.  Employees may be directed to return to their normal work location when the mission requires. 

      i.   Opportunities to attend telework orientation or training will be provided for both managers and employees before participating in a teleworking program.  Telework requires a new approach to work by both management and employees that is very different 

from traditional methods.   The central focus of telework training is to ensure managers and employees fully understand policies and guidelines before telework begins.  A Telecommuting Briefing Kit, designed by the Office of Personnel Management 

(OPM), can be used as a guide for briefing employees and supervisors on how to successfully implement a teleworking program.  This kit is accessible through the Internet at  http://www.opm.gov/wrkfam/telecomm/TBKit.htm
      j.  New government computers will not be purchased exclusively for home use.  Government computers will be utilized for telework.  Excessed laptops/computers may be reviewed for usability as telework hardware.  

k. SWD Telework must be consistent with DoD security information technology 

Policies.  The employee must certify that they have inspected their Telework premises, and that the premises and working conditions meet federal and state safety requirements. The SWD Telework Guide has forms that can be used to certify security and equipment needs. 

     l.  In no case will documents (hard copy or electronic) that contain classified   information be processed, or be authorized for processing, at other than U.S. Government or approved U.S. Government contractor locations.  Other information which is specifically protected from public disclosure by statute (such as data subject to the Privacy Act of 1974), or which has been determined to be exempt from mandatory disclosure under the provisions of the Freedom of Information Act, will be safeguarded according to regulations established for that information.  

 E.  DETERMINING ELIGIBILITY 

This is an excerpt from the DoD Policy Section E and will be used by all SWD organizations.  Positions eligible for telework are those involving tasks and work activities that are portable, do not depend on the employees being at the traditional worksite, and are conducive to supervisory oversight at the alternative worksite. Positions shall not be excluded as eligible based on occupation, series, grade or supervisory status. 

Tasks and functions generally suited for telework include, but are not limited to:
a. thinking and writing; 
b. policy development; 

c. research; 
d. analysis (e.g. investigating, program analysis, policy analysis, financial analysis); 

e. report writing; 
f. telephone-intensive tasks; 
g. computer-oriented tasks (e.g. programming, data entry, word processing, web page design); or 

h. data processing. 
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:
a. require the employee to have daily face-to-face contact with the supervisor, colleagues, clients, or the general public in order to perform his or her job effectively, which cannot otherwise be achieved via email, telephone, fax or similar electronic means; 

b. require daily access to classified information; or are part of trainee or entry level positions.
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:
a. demonstrated dependability and the ability to handle responsibility; 

b. a proven record of high personal motivation; 

c. the ability to prioritize work effectively and utilize good time management skills; and 

d. a proven or expected minimum performance rating of "fully successful", or equivalent. 

Probationary status employees generally would not be eligible for telework because probationary status periods are established to allow supervisors an opportunity to personally observe and evaluate employee performance. 
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The enclosed SWD Telework Guide will assist in the implementation of Southwestern Division Telework Program.  

1 Enclosure                                                              ROBERT CREAR

 SWD Telework Guide                                             Colonel (P), EN
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