Reclamation Manual
Directives and Standards

TEMPORARY RELESE
(Expires 06/03/2013)
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Appendix A

™ Telework

Determination made

that employee Is
eligible to telework
(see HMR TRMR-41,
Paragraph 7), and
employee requests
permission to

participate.

Iz

Participation considerations in addition to Paragraph 8
of HRM TRMR-41:

special equipment required that either is not cost

effective to be duplicated for home and the office or
cannot be located outside the office?

= Are the work assignments such that they can be

accomplizhed outside the office?

\,

Meet with
employee to
discuss, and

document
the decision.

STOP, do not
approve request.

Supervisor approves)
disapproves the request with
documentation. Employee and
supernvisor complete Telework
Agreement.

Is reguired govt.
equipment now
available for the

telework location?

) 5

Supervizor meets with employee to discuss th;'ﬁ

following:

+ Telework schedule—days per week, hours
expected to be working.

+ Assignments when teleworking.

« How performance will be measured.

+ Reclamation Manual D&S with regard to

who iz responsible for payment of any
associated costs.

+ How often e-mail and voice messages must

This d

\\5 be checked on telework days.
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