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TELEWORK- Frequently Asked Questions
What is Telework? 

· Working at home or other approved location away from the regular worksite
What types of Telework options are available to me?
· Regular teleworking – Working at an alternative work site on a regular basis agreed upon by the supervisor
· Intermittent teleworking – Working at an alternative worksite for brief periods on an irregular basis as agreed upon by the supervisor  
· Virtual workplace – An alternative worksite and arrangement for a teleworker who teleworks on a full-time basis for the duration of his or her appointment
Am I eligible to Telework?  
Goddard’s policy does not expressly exclude any employees or positions from telework. However your supervisor must consider the following.
· Is telework a viable option based on position and personal suitability?
· Can job tasks be accomplished from an alternative worksite?
· That technician, wage grade, and secretarial positions are not typically conducive to teleworking.
· Is the employee sufficiently trained and adequately knowledgeable to perform tasks independently? 
· Does your performance “meet or exceed” expectations?
What role is the role of my Supervisor?
· Support and encourage telework & other programs that foster work-life balance

· Clearly define tasks and expectations 

· Assure teleworker is accessible during established work hours

· Make reasonable efforts to work through problems or obstacles that may occur 

· Evaluate work performance by measuring results without direct observation

· Assure ongoing communication with teleworker regarding work and performance feedback

· Assure use of government- owned equipment for teleworking is consistent with GPR 3600.2A

What is the procedure for requesting a telework arrangement?
· Employee requests approval of telework by completing and submitting to immediate supervisor GSFC Forms: 
1. 27-15 Basic Teleworking Agreement;
2. 27-16 Conditions & Tasks for Teleworking; and
3. 27-17 Self-Certification Safety & Information Technology Security Checklist for Teleworkers
· What tools are available that enables a telework arrangement?
1. Government or privately owned computers or telecommunications equipment such as fax machines, cell phones, etc.
2. Access to e-mail and voice mail to enable on going communication
	Telework Options
	Current Telework Options
	Telework Options Available Soon

	Regular Telework
	Teleworking no more than 2 days of the work week
	Teleworking one or more days out of the work week, but report to worksite at least one 8 hour day of the workweek

	Intermittent Telework
	Teleworking on irregular basis
	Teleworking on irregular basis

	Virtual Workplace
	Not available
	Available for suitable employees in positions necessitating presence at regular business worksite only for occasional meetings and commitments


Other References:

GPR 3600.2A, Telework Program, 2/15/05
OHR- http://ohr/family/telecommute/home.htm
OPM- http://www.telework.gov/
For more additional information you may contact: 
Learning and Worklife Office, Employee Service Desk- 301-286-7918    

OHR/Learning and Work-Life Office
