National Aeronautics and Space Administration

Purpose:

The Office of Personnel Management defines telework as “work arrangements in which an employee regularly performs
officially assigned duties at home or other worksites geographically convenient to the residence of the employee.”
Telework is simply a way of getting work done from a different location. It can serve multiple purposes — and have multiple
benefits — when it is implemented effectively in an organization. Telework is not an employee right. Federal law requires
agencies to have telework programs, but does not give individual employees a legal

right to telework.

NASA’s policy states that all employees are considered eligible for telework unless they are determined to be ineligible

based on the following criteria:

1. The position requires, on a regular and recurring basis, direct handling of secure materials

2. An employee performs on-site activities that cannot be conducted remotely or at an alternate worksite. For
example, the position requires face-to-face personal contact for medical, counseling, or similar services; hands-
on contact with machinery, equipment, vehicles, etc; or involves other physical presence/site dependent activity
such as that of a forest ranger or security guard, or

3.

The employee’s last performance rating of record is below fully successful or the employee’s conduct has resulted
in disciplinary action within the last year

Although the majority of NASA employees are eligible to telework on an episodic basis, the employee must obtain an

electronic telework agreement.

NOTE: Currently in WebTADS the choices for telework are ‘Episodic’ and ‘Core’, however, these terms are changing to
‘Regular’ and ‘Situational’ and we will inform employees when these changes are made in WebTADS.

The Core Telework Agreement and Episodic Telework Agreement follow a three step workflow: Submitted, Approved and

Certified (by employee).

Agency Office of Human Capital Management

WWW. I Access the Human Resources Portal at https://hr.nasa.gov




This procedure outlines the submitted and certified steps. The employee cannot control his/her own ineligibility; rather, an 4. Review and make updates, if necessary

approver sets ineligibility status.
5. Read the Employee Checklist

Request Procedure: 6. Click the Submit Request button located at bottom left corner below checklist

To establish a Telework agreement, locate the Telework section from the employee’s Leave Balance page.

A. To request a Core Telework Agreement:
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1. Click on the ‘Establish Core Telework Agreement’ button

2. Enter Telework information (required fields are indicated with an asterisk)
a. Enter date range of Core agreement
b. Select the schedule of days per pay period (week 1 and week 2 — days of week may differ)
c. Home address is pre-filled on form (if home address is not accurate, employee must updated via Employee Express)
i. Verify or update the home address
ii. ‘Work Area’ is the actual location in the home (ex. Main level — off of kitchen)
iii. Click the ‘Other’ button and enter address if the alternative worksite is different than home address

3. Click the ‘Continue’ button located at the top left corner of form or the Withdraw button
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After the request is submitted, an email is sent to the employee and selected approver.



B. To request an Episodic Telework Agreement:

1. Click on the ‘Establish Episodic Telework Agreement’ button
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2. Enter Telework information (End date is not required)
3. Select Approver

4. Click the ‘Continue’ button located at the top left corner of form or the Withdraw button
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5. Review and make updates, if necessary
6. Read the Employee Checklist
7. Click the Submit Request button located bottom left corner below checklist
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After the request is submitted, an email notification is sent to the employee with information on the submitted telework
request.

An email notification is, also, sent to the approver notifying them to take action on the request.

If approved, an email notification is sent to employee and/or initiator and a reminder that action is pending on a Telework
request will appear on the employee’s timesheet.

An action to certify or reject a Telework Agreement Request is pending for the employee. Click the hyperlinked phrase to
go to the Pending Telework Agreement Requests.
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Certify Procedure:
To certify a Telework Agreement, locate the Pending Telework Requests from the employee’s Leave Balance page.
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1. Select the request that has the status of ‘Pending Certification by Employee’ by clicking the ‘View’ button

Pending Requests with Action Required for COWBOY, WOODY C (232)
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2. Click the ‘Certify’ or ‘Reject’ button located at the bottom of form. Comments may be applied to agreement.
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An email is sent to employee and/or initiator whether the request was certified or rejected.
Telework Agreement Requests may be back dated one year in the past.

After certification, It is recommended that the employee or initiator print the Telework Agreement and Checklist by clicking Telework Agreement Requests may be entered up to one year in the future.
the pdf icon or the hyperlinked ‘Print’.
To change a Telework Agreement after certification, simply submit/approve/certify a new agreement with the new status and
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Result:

Employee has submitted and certified a Telework Agreement Request to participate in the telework program.

Definitions:

Current Telework Agreement is a certified agreement that covers today’s date.

Future Telework Agreement is the next certified agreement.

Pending Agreement is an agreement that is pending action of approval or certification by the employee.
Historical Agreement is an agreement that has been certified, rejected, disapproved or withdrawn.

External Agreement is an agreement used to capture the employee’s Telework status in WebTADS over historical pay
periods. It is treated like a certified agreement.

Notes:
All new employees default to a status of ‘Episodic’ for Telework.

New and transfer employees will have an external agreement automatically generated and approved/certified using their
Enter on Duty (EOD) Date as the Begin date for the Episodic Agreement.

NonPaids and Contractors are exempt from Telework.

The Telework Agreement Request may be withdrawn at any time by the employee or initiator prior to certification.

A PDF version of a Telework Agreement Request may be printed at each state of the process. The employee or initiator
should print a copy of the certified Telework Agreement Request.




