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              SUPERVISOR’S TELEWORK CHECKLIST

	1.
	Is this job ELIGIBLE for telework?

OPM determines jobs can be determined eligible if the employee:

a.  FORMCHECKBOX 
Does not handle secure information*
b.  FORMCHECKBOX 
Is not required on-site staff (full time)
c.  FORMCHECKBOX 
Does not have poor conduct and/or performance

Is this employee a good candidate for telework?

d.  FORMCHECKBOX 
 Works well independently
e.  FORMCHECKBOX 
Is not dependent on daily face to face customer contact or daily work with secured databases.

f.  FORMCHECKBOX 
Has a good level of motivation

g.  FORMCHECKBOX 
Has effective time management skills.

h.  FORMCHECKBOX 
Has acceptable performance or better

* Management determines what information is too secure or sensitive to be taken from a DOD work site

	2.
	If ALL of the items in #1 are checked, APPROVE the telework and continue with this checklist.
 If any of the itens are not checked, reevaluate the request to determine the percentage of time spent on tasks to determine if the work can be organized to accommodate the telework request. DENY the telework request if any items in #1 a-c are not checked and the work can not be reorganized to accommodate telework. If telework is denied based on the criteria in a, b, or c, go no further with this checklist. If you were presented with a written telework agreement, complete the telework agreement DENIED portion at the top of the agreement and retain a copy for your files.

	3.
	Do you have a signed WRITTEN TELEWORK AGREEMENT? 

 FORMCHECKBOX 
 Safety checklist attached

 FORMCHECKBOX 
 Define schedule & contact phone numbers

 FORMCHECKBOX 
 Location where work is performed

 FORMCHECKBOX 
 All Continuity of Operations (COOP) essential on site staff are required to have written telework agreements in place at all times. 

	4.
	Does this employee require computer remote access?

The employee should check with IT to determine remote access requirements and if supervisory approval is necessary. Telework training is recommended and available online at www.telework.gov. DON telework information is located at https://www.donhr.navy.mil/Employees/telework2.asp.

	5.

	Retain a copy of the written telework agreement for your files. If the type of telework is ad hoc or situational telework, a written agreement is not required. Washington DC telecenter applicants must also complete and application on the General Services Administration  TOLBS software located at www.tolbs.com




SUPERVISORS:
· Telework training is recommended for both employees and supervisors

· Evaluate employee work by results, not physical presence

· Use teleconferences to include teleworkers in your meetings

· Consider equal employment policy when approving or denying telework
· Be flexible, rethink, and redesign how jobs are performed

· Stay in control of sensitive files and information

· Retain documentation (telework agreements and denials)

· Consider trial periods or have employees start out small

· Communicate your expectations

· Call your command telework coordinator or OCHR Work/Life Program Manager for more information. Their contact information is located on the OCHR telework  website https://www.donhr.navy.mil/Employees/telework2.asp
EMPLOYEES:
· Telework is not an employee right; it is a benefit.
· Organize your work and perform tasks conducive for telework on your telework days, such as report writing, telephone work, data entry, and analysis.
· Teleworking employees may be recalled to traditional worksites or have their telework agreements canceled at the discretion of their supervisor.
· Clearly communicate when you are out of the office at an alternative work location and the phone number at that location. Consider a dry board at your desk or leaving a note on your computer with your telework phone number.

· Telework is not a substitute for child care.
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