Telework

Are You Eligible?
The Department of the Navy is committed to improving the work life of the civilian work force.  Telework is an effective tool to help employees balance their work and private lives and family responsibilities.
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What is Telework? 

Are you a good candidate?

How do I get started?

More Information…

What is Telework?
Telework is:
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Performing your work tasks at an alternative location other than your usual work site but not on official travel.
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You are still on official duty when you are teleworking, and are expected to be in a situation where you have the resources necessary to do your job.
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You are able to concentrate on that job without interruptions from other family members and are not expected to care for family members. 
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Teleworking will probably free up commuting time that you could otherwise devote to your family. 
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You can telework…

· On an occasional or one-time basis

· Irregular or set schedule
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Are you a good candidate to be a teleworker?
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You have a fully successful performance rating. 
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You are not in a trainee or entry-level position.
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The tasks you perform do not depend on you being at the usual worksite.  Tasks generally suited for telework are…

· Thinking and writing

· Research and Analysis

· Report writing


…but this is not a complete list.
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You do not need daily face-to-face contact with your supervisor.
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Your are:

· Dependable

· Able to handle responsibility

· Have a proven record of high personal motivation

· Can prioritize your work effectively
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Have demonstrated good time management skills.
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The OPM Telework website (www.telework.gov/#announcements) has an on-line course that can help you understand more about telework and offers further assistance on determining if you are a good telework candidate.  
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How to I get started?
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Determine what tasks you can perform successfully at an alternative worksite.

· Remember supervisors manage by product.
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Think of ways that telework benefits your office.
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Have solutions for handling meetings, telephone calls, IT needs and dependent care while you are teleworking.

[image: image15.png]



Talk to your supervisor and present your ideas.
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If it's decided that telework and you are a good match, you and your supervisor should check in with your activity/command telework coordinator and begin work on a telework agreement.  See More Information.
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More Information…

Section 359 of Public Law No. 106-346 required agencies to establish telework policies.  The Department of the Navy relies on the Department of Defense Telework policy and guide for use by managers, supervisors, and employees.

· DoD Policy and Guide
· DON Policy and Guide for Telework 

· OPM/GSA 

· On-Line Telework Courses 

· GSA Telework Centers 

· Department of the Navy Telework Coordinators. If you have a question about telework, please contact your Echelon I or II coordinator. 

· Telework hours have special pay codes that must be used. 
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