Procurement Division Implementation Policy on Telecommuting:

The Glenn Research Center (GRC) Telecommunication Policy establishes the general parameters for telecommuting.  It and other related documents can be found on the GRC Personnel Web Page.  The following describes our Division implementation of this Center policy.

1. General:

Division employees whose specific situation may be facilitated by one of the telecommuting options need to review the GRC policy and then discuss its feasibility and specific arrangements with their immediate supervisor.  Please note that while telecommuting arrangements in the Division have typically been granted to assist an employee, it is not an employee right and needs to be also in Government’s best interest.  The kinds of telecommuting arrangements the Division will typically consider are temporary telecommuting and as-needed telecommuting.  We don’t envision a need for ongoing telecommuting except in very rare circumstances.  Temporary telecommuting can last several weeks or months, and requires specific beginning and ending dates, as well as agreed hours the person will telecommute each week.  In addition to accommodating an employee who is faced with a health or family situation, there may be also situations where it is approved for a specific project with established beginning and ending dates.  As-needed telecommuting (also called Ad Hoc Telecommuting) is designed for occasional use of a shorter duration (typically no more than a couple of days at a time).  After an initial Telecommuting Agreement is documented and approved, as-needed telecommuting can be used with only a supervisor’s approval.  Although it has most often been granted to accommodate a short-term occasional health or family situation, it can also be used for business efficiency to permit an employee to have uninterrupted time to work on a task, project or a presentation. 

2. Attendance in Meetings and Other Division Activities:

While on extended telecommuting, an employee should work at least 20 percent of each week in the office.  Prior to telecommuting, a supervisor and an employee need to discuss the kinds of activities the employee is expected to attend, and an employee should make every effort to be present for those events.

3. Equipment:

It is expected that employees have their own equipment to telecommute.  The only exception is Ad Hoc telecommuting where an employee may borrow a Division laptop, if available, up to 2 weeks.  This policy is established to decrease the total cost of ongoing ODIN services to the Division and to ensure that there will be 

laptops available when needed for Division employees.  All Government laptops or PC’s currently used by Telecommuters on a long-term basis need be returned to the Division no later than September 30, 2001.  Although the employee is expected to provide a telephone instrument and local telephone access, the Division will provide long distance telephone cards to support business calls while the employee is telecommuting.

4. Contacting an Employee Who is Telecommuting:

All telecommuters need to provide their home phone numbers to their Supervisor and the Division Secretary.  Ongoing and temporary telecommuters need also to leave a message on their VMX which states the days/times they are   telecommuting.  Telecommuters (except as-needed telecommuters) will be identified in the Division roster with an asterisk.  All telecommuters are expected to check their VMX and their e@mail multiple times each day in order to stay in touch.

5.
Time and Attendance (T&A):

Telecommuters are expected to maintain their (T&A) records up-to-date and complete.  Hours telecommuted need to be identified as such in the Remarks Section of the electronic Time and Attendance sheet. 

6.
Performance: 

The performance of telecommuters will be appraised based on the attainment of the objectives of the performance plan, the same manner as the performance of all Divisional employees is.  In short, the supervisor will assess the volume and quality of work performed, as well as the degree to which the employees’ customers are satisfied.

