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 HEADQUARTERS HUMAN RESOURCES MANAGEMENT DIVISION

STANDARD OPERATING PROCEDURE
Activity:  Telecommuting

Authority:  Public Law 106-346, Section 359, October 23, 2000

References and Related Documents: 

OPM Memorandums for Heads of Executive Departments and Agencies, dated 

February 9, 2001and March 6, 2001.

OPM and GSA Telework Guidance: http://www.telework.gov/ 

Responsible Branch:  Special Programs Branch

Effective Date:  October 28, 2002
Applicability:  All NASA Headquarters offices, except the Office of the Inspector General.

A.  INTRODUCTION:
Telecommuting* is an innovative management option that provides employees with the opportunity to perform their work at an alternative work site, usually their personal residence.  Telecommuting is voluntary on the part of an employee, with management approval.   NASA Headquarters offers three options for telecommuting:

1) Regular Telecommuting--follows a regular, recurring schedule in which the employee telecommutes one to three days per week.  

2) Episodic Telecommuting--consists of occasional, short periods of off-site work. Typical uses of episodic telecommuting include situations where an employee needs to work elsewhere for a short time in order to complete a specific task, or when commuting arrangements are disrupted by a national or local emergency.  

3) Temporary Work at Home--allows employees to work at home for a period of time—usually no more than 3 months.  This option is intended primarily for employees who are unable to come to the office, usually because of a temporary medical condition, but who are physically able to perform the duties of their position.

All three options are described in this SOP and summarized on the table in Appendix A.

* In this SOP, as in related NASA, OPM and GSA issuances, the words “telecommuting” and “telework” are used interchangeably.

B.  BACKGROUND:

At NASA Headquarters, telecommuting began in 1997 as a pilot program that was intended to be of limited duration and coverage.  Since then the program, as well as the related “Work at Home” program, have been functioning successfully. 

There has been significant and increasing emphasis on telecommuting as a tool for meeting the Governmentwide policy goals of attracting and retaining a high quality workforce, balancing family and worklife, and protecting the environment.  Public Law 106-346, Section 359, now requires all Federal agencies to establish policies that allow employees to participate in telecommuting “...to the maximum extent possible without diminished employee performance...”  Agencies are also required to make periodic reports to Congress, through OPM, on both program effectiveness and on the number of employees who are telecommuting.  

This SOP establishes telecommuting as a permanent program at NASA Headquarters;  it authorizes the episodic telecommuting procedure;  it combines the three options into one issuance;  and significantly simplifies procedures and requirements. 
C:  ELIGIBILITY:  All NASA Headquarters employees are eligible with the following exceptions:  students and employees in the Temporary Assignment Group (TAG) are not eligible to telecommute;  temporary employees on appointments of less than one year are not eligible for temporary work at home, but are eligible for the other two options.  

D:  APPROVAL:  The Official in Charge of the Code may approve regular telecommuting and temporary work at home.  The immediate supervisor may approve episodic telecommuting.  

E:  CRITERIA:  
There are both job-related and personal factors which supervisors and managers should consider in deciding whether to approve an employee’s request for telecommuting.  Employees should also review the factors in order to judge whether telecommuting would be right for them.

Job-related Factors:  

1) The work must be portable, i.e. able to be performed at a site other than the NASA Headquarters office.  

2) The personal interactions required for the work must such that they can be performed remotely.  

3) The work must be of a type that is measurable and that can be evaluated based on results rather than by direct observation.  

Examples of work that is appropriate for telecommuting include:  analyzing data, writing decisions or reports, and information technology tasks that are performed electronically.  Examples of work that is not appropriate for telecommuting include:  duties that require significant face-to-face communication with customers, co-workers, or the supervisor;  

work with classified or Privacy Act information (see below);  and work that requires equipment, facilities, or systems that are only available at the regular workplace.    

Personal Factors:  

1) The employee is fully trained in the requirements of the job.  

2) The employee is well-organized and able to work independently.  

3) The employee’s performance and conduct meet all expectations.  

Examples of employees who are not appropriate candidates for telecommuting include:  those who are in trainee status (particularly those who are receiving on-the-job training);  those whose performance or conduct does not meet expectations;  those whose work would suffer from lack of immediate, personal feedback;  or those for whom the social interactions of the workplace are an important source of personal satisfaction.

F.  PROCEDURE:

Before submitting a request to telecommute the employee should approach the supervisor informally to initiate a discussion of telecommuting options.  The employee and supervisor should both consider and discuss as necessary such issues as the criteria in paragraph E above, the work assignments that could be performed at an alternate site, how communication will be maintained on telecommuting days, and how the supervisor will review and evaluate work products.

The employee should then submit a request to their immediate supervisor by email.  A sample format, which can be attached or copied and pasted to an email message, is attached as Appendix B.  Note that the email message includes a statement to the effect that the employee will comply with the provision of this SOP.

The supervisor’s and OIC’s actions will also be documented by email.  When a request is approved, the approving official will forward a copy of the message to the Headquarters Telecommuting Coordinator in Code CP for record keeping purposes.

This series of messages is the only required documentation of the telecommuting arrangement.  However, it is recommended that regular telecommuters and their supervisors complete a Telecommuting Agreement, as described below, and a Safety Self Certification Checklist, as described under paragraph N: “Safety.”  These documents may also be attached to the email message.  

G.  TELECOMMUTING AGREEMENT:

No written agreement is anticipated or required for episodic telecommuting and temporary work at home.

For regular telecommuting, the employee and the immediate supervisor are encouraged to complete a written telecommuting agreement.  A sample agreement is provided in Appendix C.  The sample is all-inclusive;  some provisions may not apply in individual situations.  The Headquarters Telecommuting Coordinator is available to provide guidance

regarding the format and content of a telecommuting agreement, and supervisors are urged to contact Human Resources this office for advice on the best type of documentation for any particular telecommuting arrangement.  

H.  OFFICIAL DUTY STATION:

Telecommuting does not change the official duty station.  For most NASA Headquarters employees, the duty station is Washington, DC.  All pay, leave, and travel allowances are based on the official duty station.  

I.  SCHEDULED TELECOMMUTING DAYS:

Regular telecommuting is limited to 3 days per week.  The specific days and hours that the employee will telecommute should be specified in the request/approval email message. 

Episodic telecommuting is by definition an occasional, irregular event.  It is not expected to be performed according to a recurring schedule.  Temporary work at home is usually worked all or most days of the week.

J.  TIME AND ATTENDANCE:

Telecommuters follow the same procedures as non-telecommuters for time and attendance, leave approval, and overtime.  Federal office closures authorized by OPM, and other emergency dismissals will apply to telecommuting employees as well.  

Telecommuters have the same work schedule choices, and approval requirements, as non-telecommuters:  regular Headquarters schedule, a compressed work schedule, or a flexible work schedule.  

K.  POSITION DESCRIPTIONS AND PERFORMANCE PLANS:  

Telecommuting does not require a change in either the position description or the performance plan, because telecommuting does not change the employee’s position, duties, or performance elements.  The employee is simply performing those duties, etc., at a different site.  

The specific tasks to be performed while telecommuting must be agreed upon by the employee and supervisor.  The supervisor will establish any related performance expectations and feedback/review methods.  For regular telecommuting this may be documented in a telecommuting agreement or in the request/approval email messages.  

L.  SAFEGUARDING GOVERNMENT RECORDS:

The employee is covered by the same requirements for safeguarding Government records as non-telecommuting employees.  Off-site access to classified data is not permitted.  Employees are prohibited from removing classified and Privacy Act material from the premises of NASA Headquarters.  

M.  FACILITIES AND EQUIPMENT:

Regular telecommuters will normally work at home.  Work at a GSA telecommuting center may be approved if the employee has an unusual need to work at a site other than their home, and if their doing so in also beneficial to NASA.  In considering an employee’s request to work at a telework center, the OIC should consider factors such as cost, IT security, and ease of administering the arrangement.  

Episodic telecommuters typically work at home, although supervisors may approve other 

sites in unusual situations.  Because of its intermittent and occasional nature, episodic telecommuting is not appropriate to be performed at a telework center.

IT equipment, software, telephones and/or extra telephone lines, etc. may be provided to telecommuters to the extent permitted by Federal law and regulation.  The equipment must be necessary for the performance of the employee’s assigned tasks, reasonable available, and cost effective.  The HQ Information Technology and Communication Division will provide equipment and support services according to established procedures.  Telecommuters are subject to the same IT security, appropriate use, and property management requirements as non-telecommuters.

NASA is not responsible for any operating costs associated with the employee using his/her home as an alternative work site, e.g. home maintenance, insurance, or utilities.

N.  SAFETY:

Telecommuting employees are responsible for adhering to proper safety practices at all times.  This includes maintaining a safe work environment and familiarity with the NASA safety requirements.  It is highly recommended that regular telecommuters and those on temporary work at home complete the attached Self-Certification Safety Checklist. (Appendix C)

O.  WORKER’S COMPENSATION:  Telecommuters are covered by the provisions of the Federal Employees Compensation Act (FECA).  The employee will inform the supervisor immediately of any accident or injury at the telecommuting site.

P.  LIABILITY:  

NASA will not be liable for damages to the employee’s real and personal property while the employee is working at the alternative site, except to the extent that the agency is held liable under the Federal Tort Claims Act or the Military and Civilian Tort Claims Act.  Advice and assistance regarding official matters involving legal claims or other liabilities should be referred to the Office of General Counsel.  
Q.  REPORTING REQUIREMENTS:
The HQ Human Resources Management Division will prepare reports on telecommuting activity as required by Congress, OPM and other external authorities.  To facilitate this, approving officials must forward the request/approval email message to the Headquarters Telecommuting Coordinator in Code CP.   Please inform Code CP of any cancelled or expired telecommuting arrangements as well.

The HQ HRM Division may ask for additional information from time to time in order to respond to specific, or ad hoc requests for information.    

________________________________

Alfred Castillo

Director, Headquarters Human Resources Management Division

APPENDIX A:  Summary of Telecommuting Options (table)

APPENDIX B:  Sample Email Request Format

APPENDIX C:  Sample Telecommuting Agreement

APPENDIX D:  Safety Self-Certification Checklist
















APPENDIX  A

SUMMARY OF NASA HEADQUARTERS TELECOMMUTING OPTIONS

	
	Eligibility


	Scheduled

Telecommuting Days per Week


	Approval
	Approval Criteria Apply
	Telecommuting Agreement
	Safety Self-Certification

	Regular Telecommuting


	All except

students

and TAG’s
	1 to 3
	OIC
	yes
	Recommended
	Recommended

	Episodic Telecommuting
	All except

students

and TAGS


	None regularly

scheduled
	Supervisor
	yes
	no
	no

	Temporary Work at Home
	All except

students, TAG’s and

temporary

appointees

(<1 year)
	Every day for temporary

time period
	OIC
	yes
	no
	Recommended











APPENDIX B

SAMPLE FORMAT

REQUEST TO TELECOMMUTE

1.  I request approval to telecommute using the following option:  (choose one)
Regular telecommuting

Episodic telecommuting

Temporary Work at Home (indicate this is for medical reasons)

2.  I would like to start telecommuting on ______________________.

3.  The address of my telecommuting work site will be:

4.  (For regular telecommuting only) My regular telecommuting days will be:

5.  While I am telecommuting, I will be available on:  (phone number and/or email address)

6.  I have read the Headquarters Telecommuting Standard Operating Procedure, and agree to comply with all of its provisions.










APPENDIX C

S  A  M  P  L  E

TELECOMMUTING AGREEMENT

This Agreement documents the employee’s participation in the NASA Headquarters regular telecommuting program. 

1.  The employee will begin telecommuting on: ______________________

2.  The employee’s official duty station is Washington, DC.   

3.  The employee’s telecommuting work site is:  ________________________________

_______________________________________________________________________

4.  The employee’s telecommuting work schedule is:

_______________(list hours and days the employee will telecommute)______________

5.  The employee is covered by the same time and attendance, leave, and overtime requirements and procedures as non-telecommuting employees.

6.  The employee is covered by the same property management, IT security, and appropriate use requirements and procedures as non-telecommuting employees.

7.  The employee is covered by the same requirements for proper use and safeguarding government records as non-telecommuting employees.  The employee will not remove Privacy Act or classified material from the premises of NASA Headquarters.

8.  The employee is covered by the provisions of the Federal Employees Compensation Act (FECA) while working at the telecommuting work site.  The employee will inform the supervisor immediately of any accident or injury at the telecommuting site.   

9.  The employee is responsible for adhering to proper safety practices at all times.  

This includes maintaining a safe work environment and familiarity with NASA safety requirements.  The employee has been given a copy of the Self-Certification Safety Checklist.

10.  NASA is not responsible for any operating costs that are associated with the employee using his/her home as an alternative work site, e.g., home maintenance, insurance, or utilities.  The employee does not relinquish any entitlement to reimbursement for authorized expenses while conducting government business, as provided for by statute and regulation.

11.  NASA will not be liable for damages to the employee’s real and personal property while the employee is working at the alternative site except to the extent that the agency is held liable under the Federal Tort Claims Act or the Military and Civilian Employee Claims Act.   

12.  The employee may discontinue participation in the telecommuting program at any time by giving written notice to the supervisor.

13.  The supervisor may remove the employee from the telecommuting program if the employee’s participation is not of benefit to NASA, for instance, if the objectives or priorities of the organization no longer support the employee’s telecommuting, or if the employee’s performance or conduct fails to meet expectations.

14.  The employee has been given a copy of the NASA Headquarters Telecommuting Standard Operating Procedure and agrees to comply with all of its provisions regardless of whether they are expressly stated in this Agreement.  

I have read the foregoing agreement and agree to comply with its provisions.

_________________________________

__________________

Employee





Date

_________________________________

__________________

Supervisor





Date

_________________________________

__________________

Official in Charge




Date


                                                                                                                    APPENDIX D

SELF-CERTIFICATION SAFETY CHECKLIST

WORK-AT-HOME PROGRAM 

EMPLOYEE NAME:________________________________________________________________

ORGANIZATION:______________________________________________CODE______________

The following checklist is designed to assess the overall safety of the alternate work area.  The work area is limited to the workspace and equipment necessary to accomplish duties at home (e.g., the area within a room designated as office space) and is limited to the area occupied by the desk, chair, and items on the desk to include computer, printer, and fax machine as applicable.  

The alternate duty station is located at:_________________________________________________

__________________________________________________________________________________

Describe the designated work area (e.g., specific room or area in room where work will be performed):________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
A.  Workstation Checklist.

1.
Is there adequate ventilation behind and around the computer equipment?
Yes  No  N/A

2.
Are the lighting levels comfortable?                                                             
   
Yes  No  N/A

3.
Is the top of the VDT screen (monitor) located at eye level?
Yes  No  N/A

4.
Is the VDT located 18-24 inches away from eyes? 
Yes  No  N/A

5. 
Is the VDT placed in such a way that light from windows and overhead lighting 

does not cause glare?
Yes  No  N/A

6.
Is the seat height of the chair adjusted so the entire sole of your foot rests on the 

floor or footrest, and the back of the knee is slightly higher than the seat of the chair?
Yes  No  N/A

7.
Does the chair have any loose casters (wheels)? 
Yes  No  N/A

8.  Are the casters suited to the type of flooring?
Yes  No  N/A

9.
Are the rungs and legs of the chair sturdy?
Yes  No  N/A

10.
Does the chair's back rest provide lumbar support?
Yes  No  N/A

11.
Is the keyboard adjusted so the wrist is in a neutral position so that the wrist is


not bent up or down?
Yes  No  N/A

12.
Is the pointing device (mouse) at keyboard height?
Yes  No  N/A

13.
Is the pointing device (mouse) in a comfortable position and operable without 

extended or repetitive operation?
Yes  No  N/A

14.
If documents are referred to, is there an adequate document holder?
Yes  No  N/A

15.  Are most frequently used items within easy reach?
Yes  No  N/A

16.
Is work area kept neat and free of clutter? 
Yes  No  N/A


17.
Are file and storage cabinets arranged so that drawers and doors do not open into 

walking areas?
Yes  No  N/A

18.
Are heavier files/items stored in bottom drawers of filing cabinets to prevent 

cabinets from tipping over?
Yes  No  N/A

19.
Are floor surfaces free of recognized hazards (e.g., no frayed or worn seams that 

could create trip hazards)?
Yes  No  N/A

20.
Are combustible items (e.g., paper) located away from heat sources?
Yes  No  N/A

21.
Is a surge protector used on the computer equipment?
Yes  No  N/A

22.  Describe any problems or conditions of the work area that require attention or investigation:_____ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

B.  Equipment Identification (check applicable items).

[ ] Computer     [ ] Scanner     [ ] Copier      [ ] Printer      [ ] Fax Machine      [ ] Multifunction Machine

[ ] Other (list)_______________________________________________________________________

Employee Signature and Date____________________________________________________

