Attachment 2

SUPERVISOR INSTRUCTIONS

FOR IDENTIFYING POSITIONS AND DETERMINING ELIGIBILITY

1. Read the following guidelines below carefully and determine which positions are eligible for Telework within your organization.

2. Ensure that you are consistent with the guidelines provided.  It is your responsibility and at your discretion to determine which positions are eligible under these guidelines.  

3. After identifying eligible positions, forward to the Two-Letter Director/ Commander on a master list (Attachment 2) for consolidation and approval.

4. Two-Letter organizations will provide their master telework list to SMC/HRCE not later than 12 Feb 03.

5. If you have any questions determining eligibility, contact Charles Sowash at extension 3-5346.

6. Be prepared to justify positions denied telework.


DETERMINING ELIGIBILITY

1.  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 alternate worksite.  Positions shall not be excluded as eligible on the basis of occupation, series, grade or supervisory status. 

2.  Tasks and functions generally suited for telework include, but are not limited to:
2.1.  Thinking and writing. 
2.2.  Policy development. 

2.3.  Research. 

2.4.  Analysis (e.g. investigating, program analysis, policy analysis, financial analysis). 

2.5.  Report writing. 

2.6.  Telephone-intensive tasks. 

2.7.  Computer-oriented tasks (e.g. programming, data entry, word processing, web page design). 

2.8.  Data processing. 

3.  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:

3.1.  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. 

3.2.  Require daily access to classified information. 

3.3.  Are part of trainee or entry-level positions. 

4.  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:

4.1.  Demonstrated dependability and the ability to handle responsibility.

4.2.  A proven record of high personal motivation. 

4.3.  The ability to prioritize work effectively and utilize good time management skill.

4.4.  A proven or expected minimum performance rating of "fully successful", or equivalent.
5.  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. 
