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Preface

P.1  PURPOSE

This directive describes the policy, procedures, and responsibilities for employees of the Goddard Space Flight Center (GSFC) relative to telework.

P.2  APPLICABILITY

This directive applies to all civil service employees of the GSFC.

P.3  AUTHORITY

a. Public Law 104-52, Treasury, Postal Service, and General Government Appropriations Act of 1996 

b. Public Law Number 106-346, Section 359, Department of Transportation Appropriation Act of 2001

c. Office of Personnel Management Guide to Processing Personnel Actions, Chapter 23  

d. NPR 3600.1, Time and Attendance

P.4  REFERENCES

a. Title 5, United States Code 552a
b. OPM Memorandum to Executive Heads of Agencies, “Establishing Telecommuting Policy”, dated February 9, 2001.

c. NPR 2810.1, Security of Information Technology

d. GPR 2810.1, Security of Information Technology

e. GPR 3600.1, Work Schedules

f. GSFC Form 27-15, Basic Teleworking Agreement

g. GSFC Form 27-16, Conditions and Tasks for Teleworking

h. GSFC Form 27-17, Self-Certification Safety and Information Technology Security Checklist for Teleworkers

P.5  CANCELLATION

GPG 3600.2, Telework Program.

P.6  SAFETY

Safety precautions for teleworkers at an alternative worksite shall be equivalent to those at the traditional worksite. Teleworkers and supervisors shall complete and sign GSFC Form 27-17 in order to obtain approval for teleworking.
P.7  TRAINING
No special training is required.

P.8  RECORDS

	Record Title
	Record Custodian
	Retention

	GSFC Form 27-15
	Supervisor
	General Records Schedule (GRS) 1/42a
Destroy 1 year after end of employee's participation in the program.

	GSFC Form 27-16


	Supervisor
	GRS 1/42c
Destroy when 1 year old, or when no longer needed, whichever is later.

	GSFC Form 27-17
	Supervisor
	GRS 1/42c


P.9    METRICS 

The number of intermittent and regular teleworkers per directorate is collected annually by the Office of Human Resources and included in an annual report for the Office of Personnel Management. 

P.10    DEFINITIONS 

a. Alternative worksite – A location other than the organization’s established place of business, at which a teleworker performs his or her duties. 
b. Duty Station​ – The city or town, county, and state in which the employee normally works.  This          is the location of the desk or the place where the employee normally performs his or her duties.  While the duty station for most teleworkers is based upon the organization’s common place of business, the duty station for a teleworker participating in a virtual workplace is the employee’s alternative worksite. 

c. Intermittent teleworking – Working at an alternative worksite for brief periods on an irregular basis as agreed upon by the supervisor.  This applies to employees whose day-to day responsibilities are not conducive to teleworking but who have certain short-term assignments that could be completed in a teleworking capacity.  Intermittent teleworking is also suitable as a short-term accommodation for employees with short-term medical or other special personal situations.  

d. Regular teleworking – Working at an alternative work site on a regular schedule agreed upon by the supervisor.  An employee may telework on a regular basis for one or more days of the week but shall report to the primary worksite for at least one 8-hour day of the workweek.

e. Telecenter - A General Services Administration, United States Department of Agriculture, or other approved facility established by state, local, or county government or private sector organization for use by teleworkers.   

f. Telework agreement - A written agreement, completed and signed by an employee and appropriate supervisory official(s) that outlines the terms and conditions of the telework arrangement. 

g. Teleworker - An employee who works at an alternative worksite (i.e., home, telecenter, or other satellite work location) on an established work schedule.

h. 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, except for occasional meetings and other          commitments at the organization’s business site or travel to other worksites.  

 
In this document, a requirement is identified by “shall,” a good practice by “should,” permission by “may” or “can,” expectation by “will,” and descriptive material by “is”.

1. Policy

1.1    The GSFC supports programs such as telework that assist employees in managing their work and family life, improve air quality, and reduce traffic congestion, while accomplishing their work safely and efficiently.

1.2    The following teleworking arrangements are available at the GSFC subject to supervisory approval (including approval from managers overseeing matrixed employees) and suitability of the employee and the work to be accomplished:

a. Regular telework,

b. Intermittent telework, and 

c. Virtual workplace. 

Employees who perform duties that are suitable for teleworking and meet other established eligibility requirements should be afforded the opportunity to telework.  See Attachment A, “Employee and Position Suitability”.

1.3    Teleworking should be considered in providing reasonable accommodations for employees with disabilities or for employees with short-term medical or other personal problems as long as the employee is able to safely and successfully perform tasks to be accomplished.  A telework arrangement that serves as a reasonable accommodation is not subject to the requirement for a regular teleworker to report to the workplace for one 8-hour day per week.

1.4    Telecenters are not excluded from this telework policy but will not be a common alternative worksite.  If use of a telecenter is approved, the cost will normally be incurred by the employee’s home organization.  

1.5    This program is intended to provide flexibility to both the supervisor and employee, within the following parameters:

a. Teleworking is a management option rather than an employee entitlement and does not change the terms and conditions of appointment, nor does it alter salary, the amount of time an employee is expected to work, job responsibilities or benefits. Employee participation is voluntary and subject to supervisor approval. 

b. Teleworking shall not adversely affect the performance of the teleworker or others in the work group. Further, service organizations shall be able to continue to provide excellent support to their customers, both internal and external. Within a work unit, the supervisor shall consider rotation of teleworking periods, work requirements, and employee equity, if the work situation is impacted by too many employees requesting teleworking.

c. An employee’s tour of duty shall be consistent with requirements of the same work schedules established for the Center’s regular business site.  Employees may be approved both to telework and work an alternative work schedule.

d. Tasks and/or deliverables to be performed at the alternative worksite and teleworking time period shall be determined in advance. 

e. The employee shall have a safe and adequate alternative worksite that is free from interruptions and provides the necessary level of security and protection for Government property. Teleworkers are covered by the Federal Employees Compensation Act (FECA) and may qualify for payment for on the job injury or occupational illness in the same manner as employees working at the Center’s regular business site. 

f. Although teleworking will give some employees more time for their family responsibilities, it is not a substitute for dependent care. Employees shall not use duty time for any purpose other than official duties.

g. Employees working at an alternative worksite shall be subject to callback to the regular worksite if necessary to accomplish the mission of the organization. In such cases, the supervisor shall provide as much advance notice to the employee as possible.

h. The GSFC may place Government-funded computers and telecommunications equipment in employee homes, but the Government or the outsourcing vendor retains ownership of and control of hardware, software, and data. Such equipment is for authorized use only and its repair and maintenance are the responsibility of the GSFC. The individual organization shall determine what equipment is required for a specific teleworker, and how the equipment will be provided. Purchases of equipment 

solely for the purpose of teleworking shall be in accordance with "Decision Matrix for Purchase of Equipment at the Goddard Space Flight Center," (See Attachment B), and will be funded by the requesting organization. Use of personal equipment shall be at the employee’s own risk. While organizations may provide suitable equipment to allow an employee to telework, it is not an employee’s right that equipment is provided for his or her home so that he/she may telework.

i. Teleworkers shall reasonably assure the protection of NASA assets, including electronic data.  All applicable NASA IT security requirements shall be met, including IT security training and safeguards for electronic data (such as anti-virus software).  Government-funded equipment used at the teleworker’s offsite location shall be compliant with NPR 2810.1 and GPR 2810.1.

j. Classified data shall not be taken to or accessed from the alternative worksite. This also applies to source selection information and contractor bid or proposal information for competitive procurements unless prior approval is obtained from the source selection official or designee. Administratively Controlled Information (ACI) data shall be handled in accordance with current NASA policy.  All regulations as stated in the GSFC Security Manual and Privacy Act requirements set forth in the Privacy Act of 1974, Public Law 93-579, codified at Section 552a, Title 5 United States Code, applicable to the use, storage and disposal of Privacy Act data, apply to work performed at the alternative worksite as well as the organization’s business worksite.  

k. For those teleworkers who live outside the local calling area of their regular duty station, calling cards may be provided.

l. In the event that employees at the regular worksite are dismissed early or if the Center excuses employees due to inclement weather or other emergency situation, the teleworker who is working out of his/her home is normally expected to work his/her regular schedule. If an emergency situation occurs at the teleworker’s alternative work site that prohibits the employee from completing his/her work assignments, he or she is normally expected to report to the regular work site or request approval for leave.  If the nature of the inclement weather or emergency causes the accomplishment of work at the telework site, as well as reporting to the regular business site, to be impossible or excessively hazardous, the supervisor shall consider the appropriateness of excused absence.

m. Bargaining unit employees may raise any matter of concern or dissatisfaction (including denial of a request to telework or termination of a teleworking agreement) under their Negotiated Grievance Procedure. Other employees may use the Administrative Grievance Procedure.

2. Implementation

2.1    An employee who participates in this program shall sign a Basic Teleworking Agreement, GSFC Form 27-15, GSFC Form 27-16, and GSFC Form 27-17.  The teleworker’s supervisor shall retain the original documents and provide a copy to the teleworker.  GSFC Form 27-15 and GSFC Form 27-17 shall be retained for the duration of time for which they are applicable.  GSFC Form 27-16 shall be updated as needed for the accuracy of equipment, contact, and task information.

2.2    Canceling a Teleworking Agreement can be initiated by either the employee or the supervisor. If the supervisor is initiating the cancellation, it shall be in writing and state the reason for cancellation and provide a minimum of two weeks notice unless providing such notice is clearly not feasible.  If the employee is initiating the cancellation, reasonable notice shall be provided, if possible, to allow for any necessary equipment or space adjustments at the organization’s regular business site.

2.3    The supervisor of a teleworker shall communicate effectively and clearly define tasks and expectations, make reasonable efforts to work through problems or obstacles that may occur, and evaluate work performance by measuring results without direct observation.

2.4    Supervisors shall be responsible for certifying time and attendance of their employees who telework.

2.5    Teleworking employees and their supervisors shall engage in frequent communication regarding performance issues.

2.6    GSFC safety or management personnel shall have the option of performing home inspections of teleworkers during normal working hours to ensure proper maintenance of Government-owned property and work site conformance with safety standards and other specifications in this document. The employee shall be given at least 24 hours advance notice of the inspection. The notice shall be given by telephone call, phone mail, e-mail, or U.S. Mail.  For members of the Goddard Engineers, Scientists and Technicians Association (GESTA) bargaining unit, a Union representative may be present at the inspection, at the request of the employee.

ATTACHMENT A:  Employee and Position Suitability
While teleworking can benefit both the employer and employee, it is not appropriate for all employees.  To be successful, both the nature of the work as well as the characteristics of the employee shall be suitable to teleworking.  Examples of suitable positions include those that require analysis and writing, are computer-oriented or are telephone-intensive. Positions that are generally not suitable include those requiring extensive face-to-face contact with the supervisor or others, those requiring continuous access to material or equipment that cannot be moved from the main office, or those positions involving certain types of customer service or work that is directly linked to the regular business site. Employees in technician, wage grade, and secretarial positions are not typically eligible for regular teleworking but may be candidates for telework on an intermittent basis.  Some positions, which may not appear suitable for teleworking, may become candidates if specific tasks are reorganized or if teleworking occurs on an intermittent basis.

Employees suitable for teleworking include those who work effectively independently, are fully trained in job requirements, and whose performance "meets expectations”.  Employees who are typically not suitable are those performing tasks for which they are not fully trained, those requiring close supervision, and those whose performance “does not meet expectations.”

ATTACHMENT B:  Decision Matrix for Purchase of Equipment at the GSFC 

Use of the Telework Program shall be fiscally responsible.  Except for teleworkers participating in the virtual workplace option, most employees are provided necessary office space, equipment, and supplies at one of the Center’s regular business sites.  An organization usually shall not expend money exclusively for an employee’s regular or intermittent teleworking arrangement.  To mitigate costs associated with this program, purchase of equipment solely for the purpose of allowing an employee to telework shall occur only after all other sources have been exhausted. Many employees own their own equipment, which could be used in performance of their official responsibilities due to the benefits they derive from teleworking. Other sources include property that would otherwise be excess, laptop computers owned by the organization that can be shared among several teleworkers, and lease of equipment. While this last option is not expected to be used very often, it might have merit for an intermittent teleworker. As organizations refresh their office equipment, they should consider the purchase of laptop computers that could then be used at both the employee’s alternative work site as well as in the regular business office. Managers are urged to explore the current availability of equipment and services that are available through the Center’s outsourcing program.

If some of an employee’s work requires equipment that is only available at the regular worksite, consideration may be given to rearranging the employee’s tasks so that the work that does not require this equipment is performed on teleworking days. Employees wishing to telework shall also realize that budgets and priorities vary from organization to organization. While equity is a worthwhile goal, the needs of organizations are not the same, nor are their abilities to provide the same level of equipment. This is reflected today in the varying capabilities of equipment from office to office. 

To mitigate inequities that could occur and ensure the fiscal integrity of the program, the following decision matrix shall be applied to equipment purchases once the other alternatives discussed in this section have been exhausted. Costs for purchase of any of the equipment or services shown will be incurred by the requesting organization following established organizational procedures for the purchase of hardware, software and related services. In addition, purchase of an item identified as being "rarely" justifiable strictly for teleworking use shall be approved by both the Telework Program Manager in the Office of Human Resources, Career Development and Employee Work Life Office and the Center Chief Information Officer (CIO).  See Attachment C for examples to assist the teleworker and supervisor in determining the appropriateness of purchasing equipment for teleworking use.  While the matrix and examples may not be all-inclusive, they provide enough information to relay the intent of the policy.  If an employee requires equipment not available through sources discussed in this section and not appropriate to purchase based on the following matrix, then it is most likely that the employee’s position is not suitable for teleworking. As stated previously in the policy, it is not an employee’s right that equipment is provided for his or her home so that he or she may telework.

DECISION MATRIX FOR PURCHASE OF EQUIPMENT, SERVICES, AND SUPPLIES*

	
	Routinely
	Rarely**
	Never

	Work-related long-distance calls to and from office and home
	X
	
	

	Surge Protector
	X
	
	

	Software for home computer
	X
	
	

	Modems
	X
	
	

	Upgrades to excessed equipment
	X
	
	

	Office Supplies***
	
	X
	

	Internet service providers


	
	X
	

	PC/MAC/Workstations for home use


	
	X
	

	Additional phone lines


	
	X
	

	ISDN line


	
	X
	

	Printer


	
	X
	

	Fax
	
	X
	

	Answering Machine


	
	
	X

	Voice mail for home phone
	
	
	X

	Home utilities
	
	
	X

	Furniture for home
	
	
	X


*  All equipment, services, and supplies shall be used for official work-related business only.

**Such equipment/services are appropriate for employees participating in virtual workplace and in rare situations for employees who telework so extensively that equivalent equipment is not provided at a Center business worksite.

***Teleworkers shall maximize use of technology, such that minimal use of printing consumables (i.e.:  paper, ink, toner cartridges, etc.) is required. In rare situations where it is necessary for teleworkers to be provided such materials, particular care shall be applied to distinguish government from personal use.
Attachment C:  Examples

Surge Protector:  If an employee is using Government-owned equipment, GSFC will assume responsibility for providing a surge protector to adequately protect the equipment. If the employee is using personal equipment, he/she is responsible for providing adequate safeguards.

Software:  Many licensing agreements allow the user to load software on their home computer as long as any one license is being used by only one user at a time.  Some licensing agreements require that the software reside on government-owned equipment. In this instance, or for individual software products not purchased through a licensing agreement, the supervisor shall determine the cost/benefit of purchasing additional software needed for an employee to telework. In making this decision, the cost of the software shall be weighed against the benefits to the organization.

Modems:  If an employee requires access to a GSFC network and has equipment that does not already contain a modem, the employee’s organization may assume responsibility for providing a modem. Since not all teleworkers will require this access, supervisors shall determine if issuing a modem is appropriate.

Upgrades to Excessed Equipment:  Equipment available through excess is typically not equivalent to that which the employee has at his or her office. It may, however, be sufficient for composing documents and E-mail messages or for other tasks not requiring extensive memory or speed. If however the equipment available through excess is insufficient to allow an employee to perform tasks from his or her home, the supervisor may decide to upgrade the equipment by purchasing an upgraded motherboard, memory, and/or disk. As always the supervisor shall consider whether the cost to do so is advantageous to the government based on the benefits that are expected to be derived by allowing the employee to telework.

Goddard Connect Service:  This Service is used to connect to the GSFC network. Teleworkers who have registered network accounts may use this service to connect to the Goddard network from remote locations. Teleworkers are not authorized to exceed the time limits as published in the Goddard connect usage policy.

PC/MAC/Workstation:  Except for virtual workplace arrangements, GSFC will rarely purchase new equipment solely for the use of teleworking. An exception to this is if it is clearly in the best interest of the organization to allow the employee to work from his or her home. An example would be an employee considered by his supervisor to be a single point of failure, or who is working on an important or time-critical assignment and, due to a medical situation, needs to be away from the office for an extended period of time. Another exception would be an organization or mission requiring 24 x 7 coverage, which could eliminate a shift (saving salary costs) by providing a beeper and appropriate equipment to an on-call employee.

FAX:  With E-mail and file transfer capabilities, it is rare that a fax machine would be a necessity for teleworking. An exception would be an arrangement, which is advantageous to GSFC (based on reasons discussed above) for an employee requiring regular paper document interchange.

CHANGE HISTORY LOG

	Revision
	Effective Date
	Description of Changes

	Baseline
	10/05/04
	Initial Release

	A
	02/15/05
	Updated document references and clarified all requirements to clearly distinguish them from supporting text in accordance with the NASA Rules Review.  Changed from Goddard Procedures and Guidelines (GPG) to Goddard Procedural Requirements (GPR).
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