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Overview

Teleworking, also known as telecommuting, has grown in popularity
in today’s workforce, evolving from an employment perk to a
business imperative. Facilitated by improved mobile connectivity

What is Telework?

Telework is a work

and ease of remote access, employees and organizations are arrangement that allows an
increasingly embracing teleworking due to numerous benefits, employee to perform work,
including: during any part of regular,

paid hours, at an approved
Y Improved Job Satisfaction. Improved job satisfaction is

shown to be attainable through telework options. A 2007
study from Pennsylvania State University indicates that
teleworking can increase perceived autonomy, job Source: Telework.gov
satisfaction, and performance as well as reduce work-life
conflict and any stress related to roles and expectations. In addition, this study found no
incurred detriment to workplace relations and communication." Furthermore, teleworkers can
save time, avoid stress, and reduce costs associated with traditional commuting.

alternative worksite (e.g.,
home, telework center)

Y Increased Productivity. A multitude of telework studies quantify the real benefits for employees
and employers. For instance, a 2014 study from Stanford University shows that teleworking as a
modern management practice can in fact increase productivity levels, contrary to the traditional
belief that working from home leads to increased distractions and a lack of time management.
In fact, employees often find that their telework location offers fewer distractions, thus
enhancing creative thought. This study found that a 13% increase in performance is achievable
with teleworking, through an increase in hours worked as well as productivity during these
hours.” Furthermore, employees set up to telework experience less overall down time since they
have the ability to work on snow days, during sick leave, and outside traditional working hours.

Y More Stable Workforce. In addition to employees, distinct benefits for supervising managers
and the organization as a whole are also important to be communicated. For instance, the
aforementioned 2014 Stanford University study indicates that based on a series of case studies
and surveys of various companies, reduced turnover and absenteeism levels as well as higher
profitability are a positive result of teleworking. This assumes that supervisors are well trained
and capable of managing teleworkers. Studies also show that telework options serve as effective
recruitment and retention tools,’ as well as offer more employment opportunities for untapped
labor forces (e.g., disabled, part-time, retired, long distance).

Y Improved Environmental Sustainability. Greenhouse gas (GHG) emissions mitigated through
telework also help National Laboratories contribute to the US Department of Energy’s (DOE)

! Gajendran, Ravi S.; Harrison, David A. (2007). “The Good, the Bad, and the Unknown About Telecommuting: Meta-Analysis of
Psychological Mediators and Individual Consequences,” Journal of Applied Psychology, 92(6), 1524-1541.

? Bloom, Nicholas; Liang, James; Roberts, John; Ying, Zhichun Jenny (2014). “Does working from home work? Evidence from a
Chinese experiment,” The Quarterly Journal of Economics, 130 (1), 165—-218.

} Telework.gov

* Smart Travel Options - ORNL Commute Report: Survey Results and Recommendations, Oak Ridge National Laboratory, April
2010.
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percent reduction targets for Scope 3 GHG emissions set forth in Executive Order (EO) 13693.
This EO, entitled “Planning for Federal Sustainability in the Next Decade,” defines Scope 3
emissions as those from sources not owned or directly controlled by a Federal agency but
related to agency activities such as vendor supply chains, delivery and transportation services,
and employee travel and commuting. Specifically, DOE aims to reduce Scope 3 emissions to 25%
below 2008 levels by 2025. Furthermore, fewer miles traveled translates to decreased traffic
congestion and air pollution, benefiting the community.

According to GlobalWorkplaceAnalytics.com, 50% of the total US workforce holds positions that allow
for at least some level of teleworking, and approximately 20—-25% of the workforce have chosen to
telework at some level. These percentages are fairly consistent with telework statistics for Federal
employees, with approximately 44% of positions allowing telework and 31% of employees choosing to
telework, as shown in the figure below. Of the total US workforce, 80-90% of employees have expressed
interest in teleworking, specifying 2 to 3 days weekly as ideal for maintaining the proper mix of
concentrative and collaborative work. This source also states that at the close of 2014, 3.7 million
employees (2.8% of the US workforce) were working from home more than half of the time, and
teleworking growth (5.6%) outpaced employee population growth (1.9%) from 2013 to 2014.

Teleworking is deemed a viable option for National Laboratories when work can be performed away
from the lab with at least the same level of efficiency and quality as when it is performed at the lab and
continues to meet the needs of stakeholders, both internal and external. To help labs achieve this level
of viability, best practices for implementing or improving telework programs at National Laboratories
that will maximize the above benefits to both employees and employers are presented in this report.
Pertinent information on each step of the process is described in the following chapters, and sample
documents are provided in the accompanying Telework Toolkit.

Telework Participation Teleworker Characteristics

Do Mot Telework
Gender

by Choice

| do not telework because...

| have to be physically Female

present on the job

| have technical issues

| did not receive
approval to do so, even

Telework though | have the kind

Do Not Telework of job where | can
Due to Barrier telework
Tenure Supervisory Status
Syears  Sypervisor/
. . 15 years orless o ocutive
Telework Satisfaction or more
[+ 13% 40% 39%
3%
O 4@% Satisfied Very Satisfied
B, 81%,
o %
o ®,
G, .
e years Non-supervisor

Results from the 2015 Federal Employee Viewpoint Survey (Source: Telework.gov)
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Telework Implementation Plan

Before initiating a telework option, a National Laboratory should prepare and implement a
straightforward, methodical plan that aligns well with its workforce and culture. While this process can
seem quite overwhelming in the beginning, it can be simplified if first broken down into key areas and
then into individual steps. This chapter provides a high-level telework roadmap with best practices for
not only facilitating telework implementation, but also for growing participation and maintaining
engagement among staff. Each section provides step-by-step guidance for the three key areas of
telework implementation — “Define Your Policy,” “Develop Your Infrastructure,” and “Collect and Report
Your Data.” Numerous references to the Telework Toolkit are made throughout this chapter, guiding
readers to helpful sample documents already in use by National Laboratories with existing telework
options.

Telework Committee
with Telework
Coordinator

Define telework Goal Setting
program scope and Monitoring

DEFINE YOUR
POLICY

Participation
selection
criteria

Telework
Guide

Telework
agreement

Equipment Integration with
management Accounting
and support System

Telework
training

DEVELOP YOUR
INFRASTRUCTURE

Report Survey Survey Survey
Findings Results Development Selection

COLLECT
AND REPORT
YOUR DATA

Successful implementation of a telework option is based on three key steps

3
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DEFINE YOUR POLICY

A telework policy provides the foundation for determining candidate eligibility and establishing long-
term success. Goal setting and monitoring activities will help labs assess whether the policy is effectively
contributing towards their overall mission and the welfare of their staff.

)

Telework Committee. The first step towards creating a telework option at a National Laboratory is
to engage appropriate stakeholders and establish a telework advisory committee to
o Define the scope of the program, i.e., the telework policy/procedure (sample Telework
Policy/Procedures are located in the Telework Toolkit);
o Leverage resources needed to implement all aspects of an effective telework option; and
o Remain engaged in measures taken to continuously improve the telework option.

Multiple departments across the lab will play a critical role
in the program’s success, so their participation is needed

Telework Goals should

from day one. Support from senior leadership is crucial, be SMART:
which will require a clear explanation of how the benefits

to the lab outweigh the costs, both qualitatively and Specific
quantitatively. Representatives from Human Resources Measurable
(HR), information technology (IT), finance/payroll, Attainable

facilities, legal, training, and department heads will also
provide valuable insight for creating a clear and consistent
policy that can be seamlessly integrated into the entire
lab’s normal operations. Inviting one or more employees
who represent the interests of future teleworkers to join
the committee may also add value. Before National
Laboratories pursue a telework option, it is important that leadership commit adequate resources,
both financial and non-financial, that ensure its successful rollout.

Realistic
Time specific and timely

Source: Telework.gov

Designate a Telework Coordinator to oversee the team’s activities and act as the point of contact
for the entire program. This “champion” should have ample time to dedicate to the
implementation, promotion, organization, maintenance, and reporting of the telework program.
This individual would ideally have a proven track record of starting new programs.

Target Setting and Monitoring. Set specific, measurable, attainable, and time-bound goals that
are relevant to the lab’s mission prior to rollout. Specific metrics may include energy use,
recruitment and retention, productivity, and participant satisfaction. When setting goals, define a
clearly articulated path and timeline for meeting them, the purpose of accomplishing each goal,
the responsibilities of each party, the resources needed, and the proposed timeframe for
completion. The Telework Enhancement Act of 2010 requires Federal Executive agencies (e.g.,
DOE) to set and assess telework participation goals and is a preferred guidance tool for such
benchmarking.

Progress toward goals should be measured regularly to identify areas for improvement and
address them more quickly. Furthermore, accurate monitoring will serve as a foundation for
measuring the value of teleworking efforts in terms of sustainability metrics. Sources of data for
evaluating telework goals may include commuter surveys, focus groups, interviews, time and
attendance systems, utility and building/office space data, and transit subsidy data.
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DEVELOP YOUR INFRASTRUCTURE

Once lab leadership has given the “green light” and a telework committee has been established, the
necessary groundwork can be laid for offering an effective telework option at any National Laboratory.
An official kickoff should not commence until all of the following resources/processes are in place and
have undergone extensive review by the committee.

Y  Telework Guide. For managers and staff who are fairly new to the telework concept, a step-by-
step guide is an effective way to help individuals determine whether teleworking is a viable
option. Not only do such guides define the program and set general expectations, they also often
contain handy checklists and unique tips that create a simple, straightforward process and
personalize the experience for the individual. Sample telework guides for staff and managers are
located in the Telework Toolkit.

Y Participant Selection Criteria. All National Laboratory employees are welcome to apply to their
lab’s voluntary telework program, but managers will ultimately decide which employees are
eligible candidates for teleworking. To help in this decision-making process, managers should
consider completing an optional Candidate Assessment for Teleworking form (sample located in
Telework Toolkit) to determine if the telework option would be mutually beneficial to the
employee and the lab. Key considerations when making this decision include job tasks and
location (e.g., center/office vs. laboratory) as well as the employee’s level of performance and
length of employment.

Good Job Traits for Teleworking Job Traits That May Not Fit for
Teleworking

v Project-oriented work O Tasks that are difficult fo measure

v Computer programming O Tasks involving access to matenals

v/ Telephone calling or information that cannot be moved

v Auditing reports O Tasks requiring on-site equipment

v Planning and scheduling O Situations where face-to-face

v/ Data processing and analysis interaction is required

/ Reviewing proposals and written O Remote work is an unacceptable
reports security or confidentiality risk

«  Sufficient number of tasks that can be

accomplisted away from the office (e.g.,
reading, word processing)

Job traits that align / do not align well with telework (Source: PNNL)
)  Telework Agreement. Once a manager has approved an employee’s telework request, both

parties should be required to sign a telework agreement, which lays out the lab’s policy and sets
the terms for working at an alternative location. Contents often include guidelines for:
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e Maintaining a designated workspace that
is free of safety hazards and non-work- ok i NationalLaborory DDN\
related distractions, as well as being o e R o i e
ergonomically correct (samples of Home
Office Safety Guidelines and Inspection
Forms are located in the Telework
Toolkit); .

e Location and anticipated frequency of
teleworking;

e Time and attendance reporting;

e Accessibility expectations (e.g., phone westom, o
and email) during agreed-upon work P
hours;

e Transparency (e.g., accurate Outlook
calendars, consistent availability through
Skype for Business);

e Appropriate administrative, technical,
and physical safeguards to ensure

2

Employee Number:

‘¢ participation, and employee agrees to adhere to the appli
rpose of arrangement

work at an Alternative Work Location for a period not to exceed one year.

End Date

ormal hours and daysfo each work e and any arangement for lebiltyof scheduls

i)
Personal Residence D

6. Will ORNL be pr pplies? NO[] YESLJ  ffyes,
7. loyee have aworkvisa? NO[] YES[]  If employee
8 o work schedule an
5

ing Office Equipment and/or office sup

L
oisawROwED
O

security and confidentiality of records for

staff who possess or remotely access

sensitive information; ORNL’s Telework Agreement offers a clear
* Liability associated with job-related and concise arrangement between staff and

injuries property damage at the home supervisors
workplace; and
e Acknowledgment of possible geographic-based municipal taxes.

Inform candidates that teleworking is an employee privilege and not an entitlement, is voluntary,
and may be terminated or modified at any time. In most cases, staff must be available to attend
periodic business meetings, training sessions, and other activities on campus when requested by
their supervisor. Signed copies of this agreement should be provided to the employee, manager,
Payroll, and HR. Sample Telework Agreements are located in the Telework Toolkit.

Y Telework Training. Training modules tailored specifically to teleworkers and managers should be
required in preparation for the remote work experience. Addendums to the training may be
necessary to update teleworkers on recent policy changes. Annual refresher courses could also be
useful. Furthermore, efforts should be made to educate non-teleworkers on how thoughtful
interaction with their teleworking colleagues could contribute to team success and effect change.
Two sample telework training sessions (one for managers and one for staff) are located in the
Telework Toolkit. Telework.gov, managed by the US Office of Personnel Management, also offers
online training for federal employees entitled “Telework 101 for Employees” and “Telework 101
for Managers” in its Manager’s Corner. Some National Laboratories have chosen to engage
outside IT consultants with expertise in designing similar training modules to maximize
effectiveness.

Telework training may also include refresher courses for commonly used collaborative tools to
optimize remote work with colleagues. For example, Blue Jeans videoconferencing has been
introduced at multiple National Laboratories for one-on-one and group virtual meetings in which
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participants can share desktop screens and
presentations. Dropbox™ and MS SharePoint
servers are also valuable tools that allow team
members in different locations to store and
share files on a single website.

Alternate Worksite Setup. Guidelines should be
established to ensure that teleworkers have
access to the equipment and IT support they
need to be productive. For National
Laboratories, the nature of the work will guide
decisions as to what equipment and office
supplies need to be provided (e.g., telephones,
voice mail, printers, and monitors). These
decisions are made on a case-by-case basis and
should be clearly communicated in the
Telework Agreement. The use of government-
owned computers and telecommunication
equipment, including software, is often
permitted in a teleworker’s alternate worksite,
upon completion of proper paperwork (e.g.,

US Department of Energy National Laboratories

7

Everyone Can Influence Change

Include online
and call in

options for every

meeting. Even
those just across

campus Have a
Meeting
Buddy in the

room who is
online to

connect to

Announce the

names and teleworker

speak clearly

for
teleconference
Jonline
meetings
Discourage
side

conversation

Telework best practices should extend beyond
teleworkers to all staff to optimize daily team
operations (Source: PNNL)

property removal pass). Also, IT should communicate with the teleworker shortly after the
Telework Agreement has been signed to ensure secure and reliable remote access to the network,
phone lines, etc. Sample Telework Equipment Requirements Self-Certification Checklist are

located in the Telework Toolkit.

Integration with Accounting Systems. By reporting alternative commuting practices, employees
assist the lab in tracking progress toward sustainability goals, and reliable data collection provides
a strong foundation for quantifying emissions. Hence, it is important to design and implement a
quick and consistent way to log alternative commutes (e.g., telework, biking, carpooling, transit,
walk) that can be integrated into the employee timekeeping system. Otherwise, labs run the risk
of understating their participation levels and not getting full credit toward their sustainability
metrics. A sample alternative commute timekeeping procedure is located in the Telework Toolkit.

COLLECT AND REPORT YOUR DATA

Once a telework option has been rolled out and data has been collected for a designated period of time,
the telework committee can begin evaluating its impact on Scope 3 GHG emissions and reporting the
progress to DOE. In addition to dependable timekeeping procedures, commuter surveys offer a robust
source of concrete Scope 3 GHG emissions data needed to accurately calculate GHG emissions savings
from teleworking, assuming high response rates can be achieved. Labs can also use these commuter
surveys to solicit feedback from employees on their level of satisfaction with existing commuting
options, including telework, and what changes they would like to see in the future. Additionally,
utilization of office space and facilities can be estimated through commuter surveys.

Survey Selection. When searching for the appropriate survey, National Laboratory leadership
should consider their desired outputs (e.g., current commuter-related GHG emissions, employee
commute satisfaction levels) and select a survey that accommodates feedback for the desired
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outputs of highest priority. Typically, these surveys are administered on an annual, biannual, or
triannual basis. An example of one National Laboratory’s commuting survey is provided in the
Telework Toolkit.

Survey Development. To specifically evaluate the benefits of teleworking, labs need to determine
how much vehicle fuel and associated GHG emissions their employees are saving by working at an
alternative worksite. Therefore, compiling an appropriate set of questions needed for properly
calculating cost savings is critical. Frequently used survey questions prompt employees to list the
following:

e Five-digit zip code of primary workplace and home / alternate worksite;

e Employee status (e.g., government employee, contractor, other);

e Weekly work schedule (days and times);

e Daily commute methods of transportation during typical week;

e Daily commute miles during typical week;

e Primary commuting method (e.g., car, mass transit, motorcycle, bicycling);

e Teleworking frequency;

e Mood during commutes during typical work week;

e Typical commute arrival and departure times and lengths;

e Satisfaction levels of commute options;

e Interest and/or satisfaction levels of alternative commute options; and

e Vehicle characteristics (e.g., year, make/model, fuel type).

National Laboratories should also weigh options related to statistical sampling techniques. In
other words, if the lab prefers to reduce the time burden of its workforce, it may choose to
sample only a percentage of its workforce through either agency-wide or stratified sampling.

Survey Deployment. An informative email campaign before, during, and after survey deployment
may be warranted to inform employees of survey objectives, the schedule (typically Monday
through Friday), and participation rate and to remind non-respondents, thereby boosting
response rates. Also, survey tracking tools allow survey administrators to keep live track of
participation rates. National Laboratories should also consider leveraging commuter survey
schedules to collect data for campus-wide competitions. Such data could be filtered based on
specific programs/divisions, buildings, etc., and would not require a second round of surveys.

Survey Results. Using the questions above, the survey administrator can calculate the average
distance that each individual travels during a workday and by which commute method (e.g., single
passenger, carpool/vanpool, bicycling, public transit), and then multiply the distance traveled by
the number of workdays in a year. The individual results can then be added to calculate total GHG
emissions associated with staff commuting. Or, if a sample population is used, the results are
extrapolated to represent an entire agency population. Non-respondents are typically assumed to
be single-passenger drivers.

Reporting Findings. In their annual Site Sustainability Plans (SSP), National Laboratories report
progress toward meeting DOE sustainability goals set forth in EO 13693. With respect to Scope 3
GHG emissions, this means a reduction of 25% below fiscal year (FY) 2008 levels by FY 2025.
Information from these SSPs, in addition to commuter survey data, is used by DOE when compiling
its Annual Greenhouse Gas and Sustainability Data Report for FEMP. The SSPs also detail planned
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activities for upcoming years intended to make further strides in campus sustainability. These
include Scope 3 GHG emission reductions and, therefore, telework. Key telework data points in
the SSP may include:
e The number of employees with established formal telework agreements or on
compressed work week schedules,
e A comparison of Scope 3 GHG emissions from employee commutes for the current FY
and the FY 2008 baseline and the resulting percent change, and
e Planned feature upgrades to improve the accuracy of telework tracking methods.
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Employee Communication Strategy

With a telework option established, focus should shift to increasing and maintaining employee
participation. An effective strategic communication plan that clearly conveys the benefits of telework
and offers a straightforward process is essential for ensuring a healthy level of participation.
Furthermore, despite the distance, telework employees should still feel like a part of the lab community
to maintain a sense of involvement. Employee communications can be achieved using a three-pronged
approach—“Create Awareness,” “Build Interest,” and “Maintain Engagement” —which is of upmost
importance for successful long-term, high-impact teleworking programs.

A communication strategy for employee engagement, as illustrated below, is designed to steadily
increase teleworking at the National Laboratories. This strategy depends on making employees aware of
the benefits of teleworking, presenting a straightforward process, and encouraging active participation.

[ TELEWORKING ADOPTION THROUGH EMPLOYEE ENGAGEMENT STRATEGY ]

Aware Interested Engaged

Communication of
benefits for both Clarification of
employees and straightforward process
supervisors

Involvement in telework
program and its
development

Communication strategy for attaining employee engagement in telework programs
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CREATE AWARENESS

Clearly communicating the opportunities
and benefits of teleworking is the first
step towards building awareness and
garnering interest among employees.
New and innovative management
practices in the workplace, such as
teleworking options, should be
introduced to managers and staff alike.
To do so, a progressive approach is
needed for raising awareness and
interest and ultimately driving behavioral
change. A series of communication
channels for awareness-building follows,
ranging from written material to verbal
information sharing. Through these
channels, the benefits of teleworking can be clearly conveyed, including flexibility, improved work-life
balance, being a connected employee, and contributing to GHG emissions reduction.

ORNL Telework Program

Let 1\( (tele)work for

http://cta.ornl.gov/st/index.html ‘;C

Maximize awareness of telework options through
promotional outreach material (Source: ORNL)

Y Message to Staff. Prior to its launch, choose an
appropriate communications avenue for lab leadership
to alert staff of the exciting news. Without revealing
too many details, this is an opportunity for the
telework committee to share the overall vision for
teleworking at the lab and why staff should take note.
Whether disseminated as an email to the staff from
the telework advocate or committee or as a teaser in
the weekly news update, this message will pique staff
interest.

s » . Ecmms Senets o Abamatne Conenien

Internal, External Benefits for Alternative Commuters

Y Promotional Material. Building awareness requires e e o o e ehane
successful outreach programs using a variety of
communication channels. Marketing and promotional
print media, like Fact Sheets and brochures, are critical
for information-sharing and can even be included in SR -
new-hire packets. Strategically-placed posters in high- :
traffic areas at the workplace are also effective
attention-grabbers. Several National Laboratories have
also opted to highlight the benefits of their telework
options in internal laboratory newsletters. Placing
electronic screen messages on lab home pages and in
staff emails is a cost-effective way to disseminate

NELNow Mo » e of Sy 27, 2014 » On Carews:» e NRELions Ovwog Less?

mred bus sarvce 47 new iGht (ol Inas. he Cacrease  the Pusar of St par Weded dver owCAARS.
and rebing baty Soomers

information as well. Samples of these and other oo e
promotional materials for telework are located in the e e e e
Telework Toolkit.

Increase visibility of telework
option with features in lab-wide
newsletters (Source: NREL)
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Discussion Forums. Verbal communication channels offer a powerful means of sharing
information among employees, leveraging social influence to grow acceptance and thereby
adoption of telework. These include word of mouth by managers and staff as well as new-
employee orientation sessions. Telework webinars and workshops also provide opportunities for
potential teleworkers to openly address questions or concerns that will help them decide if
telework is appropriate for them. Such sessions also allow current teleworkers to share details of
their experiences firsthand.

BUILD INTEREST

It is important to create and grow employee interest in teleworking to ensure a higher likelihood of its
large-scale adoption. Interactive discussion forums as well as centralized information sources are key
tools in addressing concerns and describing the benefits of teleworking.

)

Addressing Questions and Concerns. In order to move from awareness to interest, it is important
to address any concerns or questions employees and supervisors may have early on in the
communication strategy. According to ORNL's latest commuter survey results, some of the largest
barriers to telework that often create a reluctance to participate on the part of employees include:
e A perceived lack of supervisor permission and support;
e The need for proper equipment and high-speed connections at home or other approved
alternate worksite;
e Concern that the loss of “face time” with their peers and superiors would impact their
careers; and
e The need to be in a lab environment close to their work, which might prohibit them from
participating in a telework arrangement.

Telework webinars and workshops can provide employees and managers opportunities to ask
guestions, address initial concerns, and provide input. Additionally, a direct line of contact with
the lab’s Telework Advocate gives employees a subject matter expert to further address
questions.

Centralized Resource Center. A centralized source of information for telework, such as a telework
website or within a laboratory’s sustainability website, that provides a user friendly and
straightforward process will further attract interest in and promote the teleworking option.
Important information such as what is required in preparation for teleworking, how to be
successful during teleworking, frequently asked questions (FAQs), and how to provide feedback
and suggest changes to the teleworking program should appear here. Print media should be
designed to provide employees with all the information they need to decide whether telework is a
viable option. Required forms for enrollment—and instructions for submitting them—should also
be clearly located on this website. Finally, links to informational webinars and required training, as
well as ways to contact an expert when needed, should also be included. The website should offer
both clear as well as interactive discussions and support channels. Sample organizational layouts
for telework websites are provided below and located in the Telework Toolkit.

13
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Forms

eQuick Start Checklist
eTelework Agreement
eCandidate Assessment
eHome Office Safety Guidelines

Print Media

eFact Sheets

eBrochures

eNewsletter Articles
eStaff/Manager Guides to Telework
oTips for Teleworkers

Expert Support

eRemote Access Support
*HR/Payroll Suport
*FAQs

Telework/Sustainability

Website Organization

Web-based Resources

eInformational Webinars

eTraining

eTelework Dashboard / Progress Tracker
eCollaboration Tools

National Laboratory telework website content suggestions

MAINTAIN ENGAGEMENT

Once awareness and interest in teleworking are established, maintaining engagement of employees to
avoid feelings of isolation and diminished social interaction is critical to sustaining the program.

)

Helpful Tips. Sharing of tips on how to be a successful teleworker and continue to be a connected
and productive employee, despite the remote location, should include key failure and success
factors. Tips for staff on teleworking at Pacific Northwest National Laboratory (PNNL) are shown
on page 15. Similarly, training aids and tips for managers on how to supervise teleworkers are
equally important to a successful telework program. It is important to dispel the notion that
occasional telework inhibits employees from staying connected and being part of their work
community.

Outreach Activities. In addition to information-sharing, active immersion of employees in the
telework program can further foster employee engagement as well as facilitate program
improvements through suggestions and feedback. This can be achieved by holding friendly
competitions between divisions of the laboratory related to teleworking practices, based on
monetary savings and/or commuting GHG emissions reductions attributable to teleworking. For
example, ORNL encourages staff to participate in quarterly Smart Trips Commuter Challenges,
hosted by the Knoxville Regional Transportation Planning Organization, where they can win gift
cards to local restaurants and shops.
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\
Have a good balance of work and personal activity
J
'
Empower yourself to plan and own your teleworking activities
7
.
Focus on work productivity and results; watch for trouble signs
»
LQJ;SJ )
§ Take breaks and keep the same office hours
@g J
'¢§ Take the initiative to be present at key meetings and social events
ét)
(}n? \
§ Learn to communicate with out visual presence
b
§ 7
N N
5\‘% Waork with your manager—even more so initially—and request feedback
§ ’
Don’t give up if things don’t always go as planned

Helpful tips for PNNL teleworking staff

In addition, an annual Laboratory Telework Week can be a useful tool for further involving employees
and promoting the telework option. The week can be structured such that teleworking practices
submitted by employees are collected at the end of the week to provide a good overview of lab
teleworking performance. The data can also be used to calculate monetary savings and tons of
pollutants avoided. This week can also include informatory seminars/webinars and include the
competitions among individual employees and/or divisions of the lab.

:Mpo Sma rt Trlp \ 4 P ¢ Local transport organizations, like

Knoxville’s Smart Trips, promote
uﬁmm{m% - commuting alternatives to driving
3. h.’.‘ alone, including telework, to ease
: R traffic congestion and improve
regional air quality. By logging their
commute behavior, participants are
eligible for quarterly Commuter
Rewards, including gift cards to
area restaurants and shops, as well

as merchandise.

How did you get to welk teeey?
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Y Share Survey Results. By taking the time to
participate in the telework option and/or commuter
surveys, employees demonstrate a vested interest in
new and improved commuting options at the lab, so
National Laboratories should keep them informed of
the latest trends and how their behaviors compare
to the lab average. Use internal newsletters and lab-
wide email to share survey results. Also, explain how
survey conclusions have led to plans for improving
the telework policy.

Y Celebrate Progress toward Goals. Labs should
regularly share telework program strides with
managers and teleworkers alike by reporting
progress towards telework goals on such media as
the laboratory’s telework or sustainability websites.
In doing so, teleworkers take pride in their individual ORNL recognizes past winners of the
and team’s contributions and are encouraged to Smart Trips Commuter Challenge
share their experiences with colleagues. When
appropriate, leading divisions or project teams should be recognized for their exemplary telework
efforts.

Y Solicit Feedback. The best ideas for improving a telework system are likely to originate from those
who utilize it on a regular basis, so encourage them to voice their opinions. Set up a system of
workshops or focus groups to enable the solicitation of constructive feedback, both from
teleworkers and their supervising managers, for informed, continuous improvement of the
laboratory’s teleworking program. Issues to be tackled can include:

e Expectations and abilities to meet them,

e Challenges being faced,

e Opportunities for improvement, and

e Positive effects experienced as a result of teleworking.

“Teleworking is a wonderful opportunity to reduce our transportation-related pollution effects
on our environment, but have you ever thought about how it can reduce the effects of “office
pollution” on your productivity? What is office pollution? For me it’s the well-meaning ‘drop
by’ of co-workers, or just noisy passersby that interrupt my ability to focus on the task at

hand. That’s not to say that | never want well-intentioned visits, but some tasks require your
undivided attention, and the flexibility to perform those tasks from the quiet setting of a home
office are just the right fix—for both productivity and the environment.”

-- Feedback from an ORNL Teleworker
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Progress at Partnering National Laboratories

Multiple National Laboratories have been proactive in adopting telework options in recent years,
especially following the enactment of the Telework Enhancement Act of 2010 that outlines telework
requirements at Federal Agencies in efforts to meet mission objectives. These include achieving DOE’s
Scope 3 GHG emissions reduction goal to 25% below 2008 levels by 2025, as well as delivering on the
employee benefits mentioned in the Overview. The following highlights demonstrate how embracing
the telework option is paying off for some National Laboratories and how much more untapped
telework potential still exists.

BROOKHAVEN NATIONAL LABORATORY

Brookhaven National Laboratory (BNL) has increasingly integrated teleworking into work protocol,
Laboratory policies, and timekeeping systems in its pursuit to improve metrics for teleworking. In

FY 2015, discussions were carried out between the Fiscal Services staff and Environmental Protection
Division team to establish how the Laboratory’s time-keeping system can be used to record the days and
hours teleworked by employees under BNL’s Flexible Work Arrangement procedures. In addition,
telework, as part of the Flexible Work Schedule program, is also recognized as a contributor to work-life
balance and an enabler of staff to reach their personal goals.

In 2008, BNL formalized flexible work agreements so employees and supervisors could discuss and agree
upon acceptable work schedules and locations, resulting in greater flexibility as well as increased
recruitment and retention levels. In FY 2014, BNL further enhanced its policies concerning flexible work
agreements to promote increased use and set guidelines for unplanned events, such as severe weather.

IDAHO NATIONAL LABORATORY

In its latest SSP, Idaho National Laboratory (INL) emphasizes the importance of telework as an
opportunity to promote efficiency and flexibility as well as improve employee attraction and retention.
While still in the early stages of implementation, INL has taken some key steps toward establishing
telework as an option for staff conducting unclassified work efforts. For example, a Laboratory-wide
procedure was revised in 2014, which details the purpose, applicability, instructions, and process
requirements for staff interested in telework. A telework agreement also exists, where the employee
and manager agree to specific arrangements. Finally, a “Self-Certification Safety Checklist for
Telecommuting Workplace” must be completed by the employee.

Currently, telework hours are not collected by payroll; instead telework agreements are kept on file to
determine total number of participants at any given time. Additionally, staff are asked to specify
telework participation in INL’s annual commute survey. No formal training is required, but prospective
teleworkers must read and follow INL’s Laboratory-wide procedure on telework. In FY 2016, INL had 41
full-time and 28 part-time employees participating in the official telework program. Future INL telework
efforts include an expanded employee awareness campaign and in-depth manager training.

NATIONAL ENERGY TECHNOLOGY LABORATORY

Telework is included in the National Energy Technology Laboratory’s (NETL) 2013 agreement with the
American Federation of Government Employees, American Federation of Labor, and Congress of
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Progress at Partnering National Laboratories

Industrial Organizations. NETL recognizes the need for continued advancement of “modern and
progressive work practices” in order to enable employee performance improvement as well as
successful operations. Telework is acknowledged in this report as a “situation in which an employee is
performing assigned duties at a location other than the official duty station.” This is a voluntary activity
that necessitates managerial approval. In addition, the location is to be an assigned alternative duty
station, such as the employee’s house or a government or private telework center.

Telework is recognized for its benefits in enabling employee flexibility and in reducing total weekly travel
hours. Reduced transportation time, which can instead be used for work purposes, is especially
considered for those with long commutes to and from NETL. In FY 2015, a total of 43 people or 8% of the
workforce participated in teleworking on a regular basis (at least once a week). In FY 2016, 55 people or
10% of the workforce participated in teleworking on a regular basis; 34 teleworked once a week, and 21
teleworked twice a week. Looking toward the future, NETL is in the process of actively working on
establishing concrete telework goals and strategies. In collaboration with union bargaining units,
teleworking is being made more available and visible to employees, in addition to postings and
announcements, as well as engagement of supervisors.

NATIONAL RENEWABLE ENERGY LABORATORY

Among its flexible work strategy options ranging from alternative work hours to off-campus satellite
offices, teleworking has the highest impact on GHG reduction at the National Renewable Energy
Laboratory (NREL). The key purpose of NREL’s telework option is to support its position as a
sustainability-driven organization, decrease the Laboratory’s carbon footprint, and minimize traffic
impacts to the community. A number of additional benefits of teleworking are recognized by NREL,
including attaining and retaining employees, improving employee morale, increasing productivity,
expanding the candidate pool, accommodating disabled employees, supporting a work-life balance, and
reducing stress. As a voluntary initiative and not an entitlement, it is also stressed that only those
individuals well suited for teleworking should proceed in adoption of this option.

NREL emphasizes these alternative work schedules, including telework, are influenced by cultural and
behavioral change, rather than solely policy change, and that employees and managers alike must be
receptive to new ways of working. A change at NREL can clearly be seen. For example, in the FY 2014
NREL commuter survey, teleworking was shown to have increased by 6% from FY 2007, with 27% of
respondents stating that they telework at least once per week and 57% stating that they telework but
less frequently than once a week. In FY 2016, approximately 19% of NREL staff teleworked at least one
day per week.

OAK RIDGE NATIONAL LABORATORY

Findings from the ORNL Commute Report: Survey and Recommendations, published in 2010, indicated
that a large majority (89%) of staff commuted to work through single-occupant gasoline vehicles, and it
recommended an aggressive strategy to combat this and its consequential Scope 3 GHG emissions. As a
result, the Laboratory introduced a telework policy in 2012, recognized as a way to enable commute-
related emissions reduction, as well as provide additional benefits to both employees and employers
alike. For employees, these benefits include improved employee morale, work-life balance, flexibility,
and productivity, as well as decreased stress. For the supervisors and Laboratory at large, benefits
include improved corporate citizenship, decreased absenteeism, a more mobile workforce, modernized
management practices, and also attraction and retention of talented staff.
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ORNL intends to continue promoting and engaging with employees for increased teleworking to enable
a more mobile workforce as well as contribute to its Scope 3 GHG emissions reduction strategies.
ORNL'’s Sustainable Campus Initiative captures data from ORNL’s HR and IT organizations in order to
understand the current state of teleworking at the Laboratory and has plans to more accurately track
telework time (e.g., promoting an update now available in the timekeeping system). In FY 2016, 32 staff
(or approximately 1% of the ORNL workforce) teleworked on a regular basis under formal telework
agreements, meaning that they worked one or more days per week from home or other approved
alternate worksite. ORNL plans to distribute a formal Laboratory-wide commuter survey in FY 2017.

PACIFIC NORTHWEST NATIONAL LABORATORY

With an expressed commitment to establishing an environmentally, socially, and economically sound
organization, the Pacific Northwest National Laboratory (PNNL) states that integrating flexible workplace
options is important in enabling a more attractive workplace for current as well as future employees.
Teleworking was initially introduced at PNNL in order to reduce its GHG emissions attributable to
commuting and business travel by 13% from FY 2008 levels by FY 2020 and 25% by FY 2025. In addition
to emissions reduction, teleworking has also increasingly been shown to give a number of benefits,
including productivity, decreased stress, an improved work-life balance, job satisfaction, and higher
retention rates.

PNNL’s teleworking goal is to have 20% of staff teleworking once a week by FY 2020 and 40% by FY
2025. In FY 2015, 5% of staff teleworked at least once a week, and 15% had signed official telework
agreements. In FY 2016, 15% of staff had telework agreements, and 5.6% teleworked once a week on a
regular basis. Total telework days for FY 2016 were 52,781 for the entire organization. As part of PNNL's
Scope 3 GHG emissions reduction goals, telework training modules will be updated in order to more
effectively equip employees and managers for teleworking and engage the PNNL community as a whole
on the subject. PNNL’s telework option is designed to enable “regular telework,” for which staff can
operate fully in an alternative workplace, as if he/she were in the office, attending meetings, answering
phone calls, and being as accessible as usual. This is done on a set schedule. “Situational telework,” in
contrast, is an option utilized as needed and not under a set schedule.

SUMMARY

The following is an overview of teleworking at six National Laboratories—BNL, INL, NETL, NREL, ORNL,
and PNNL—summarizing why teleworking was introduced, benefits recognized by the Laboratories, the
status of teleworking, and future targets. All Laboratories give Scope 3 GHG emission reductions as a key
factor behind the introduction of teleworking, with a positive impact on work-life balance as a main
resulting benefit. Employee attainment, retention, productivity, and work morale are all benefits that
are also acknowledged at large. In FY 2015, the Laboratories investigated had a rate of 1-19% of
employees teleworking at least once a week, with all Laboratories expressing targets to promote and
increase teleworking.
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Telework Progress at Partnering National Laboratories

Why teleworking? Current status Related targets*
Progress in Scope 3 GHG emissions ~ Options are being evaluated to Continue promotions for increased
reduction due to decreased accurately tally the number of teleworking
BNL commute-related emissions employees teleworking and
their teleworking frequency.
Opportunity to promote efficiency In FY 2016, 41 full-time and 28 Enhanced employee and manager
INL and flexibility as well as improve part-time employees awareness; continue annual
employee attraction and retention participated in the official commute survey
telework program.
As a modern and progressive work In FY 2016, 10% of all Continue promotions for increased
NETL practice, to enable employee employees telework at least teleworking
performance improvement as well once a week.
as successful operations
To support NREL's position as a In FY 2016, approximately 19% Continue promotions for increased
sustainability-driven organization, of NREL employees teleworked  teleworking to reduce Scope 3
NREL decrease the Laboratory’s carbon at least one day per week, and emissions
RE footprint and minimize traffic approximately 25% of NREL
impacts to the community employees work an alternative
work schedule.
To aid in the reduction of Scope 3 In FY 2016, 32 (~1%) Enhanced promotion for increased
GHG emissions and enhance teleworking agreements were teleworking, improve tracking
ORNL employee and organizational in the system and 103 (~4%) system, and conduct new
benefits employees were on alternate commuter survey
work schedules.
To enhance flexibility and promote In FY 2016, 15% of employees 20% staff teleworking once a week
NNL a healthy work-life balance. Also an  had telework agreements, and by FY 2020
P opportunity to reduce Scope 3 GHG  5.6% teleworked at least once
emissions per week.

* In addition to EO 13693 Scope 3 GHG emissions reduction targets
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Sample Telework Policies/Procedures
Sample Telework Guides

Sample Candidate Assessments for Telework
Sample Home Office Safety Guidelines
Sample Telework Agreements

Sample Telework Training Modules

Sample Timekeeping Procedures

Sample Commuting Surveys

Sample Promotional Material

Sample Telework Website Layouts
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SAMPLE TELEWORK POLICIES / PROCEDURES

INL’s Laboratory-wide Telework Procedure

Document ID: LWP-25702
evision ID: 2
Effective Date: 12/1/2014

Laboratory-wide Procedure

Telecommuting

Idaho National Laboratery

‘ Tdentifier- LWP-25702
TELECOMMUTING Revision: 2
Effective Date: 2014 Page: 2of 15
CONTENTS

1 PURPOSE 3
2. APPLICABILITY. 3
3. ALL EMPLOYEE KEY ACTIONS 3
4 INSTRUCTIONS 4
41  Factors to Consider 4
42 Cntena for Job: 4
43 Criteria for Employees 5
3 PROCESS REQUIREMENTS 5
51  Approvals and Notifications 5
32 Labor Rate and/or Adders 6
53 Pay Policie 6
54  Commuting 6
55  Timekeeping 6
5.6  Safety, Accidents, and Insurance 7
57  Computer Equi and Security 7
58  Employee Expenses 8
5%  Tax Considerations for Employees Working Outside of the State of Idaho. )
510 Purchase: 10

511  Sensitive Unclassified Information (SUIT)/Controlled Unclassified
I ion (CUT)

10
512 INL Required Traming 10
513 Travel 10
514  Equipment Use. 10
p— 515  Review Period 10
. 6. DEFINTTIONS 1
7 REFERENCES 1
The INL is a U.S. Department of Energy National Laboratory
operated by Battelle Energy Alliance. 8 APPENDINES 12
. APPENDIX A 13
Idaho Nafional o o
L°b°f°'°f)’ APPENDIX B 15
Tel # Flowchart 15
sboratory Idaho National Laboratory
Tdentifier: LWP-25702 Identifier: LWP-25702
TELECOMMUTING [Revision: 2 TELECOMMUTING Revizion: 2
[Effective Date: 12/1/2014 Page: 20f 15 Effective Date: 12/172014 Page: 4 of 15
CONTENTS 4. INSTRUCTIONS
1. PURPOSE 3 A formal telecommuting arrangement can be negotiated between the manager and
2. APPLICABILITY 3 employee for one to five days 2 week Full time felecommuting is permissible on 2 case-
by case basis only, when necessary, justifisd, and in INL's best iterest to accommodate
3. ALLEMPLOYEEKEY ACTIONS 3 this type of amangement for the employee, The employee's Leadership-Management
4 INSTRUCTIONS 4 Team (LMT) member, in consultation with HR&T), must decide whether to approve the
41 Factors to Consider 4 telecommuting arrangement before it can be put in place.
42 Criteria for Jobs 4 41 Factors to Consider
o .
43 Criteria for Employees Approvals, denials, and terms of telecommuting amrangements are based
5. PROCESS REQUIREMENTS 5 on the needs of the job, the work group. the organization, and the
51 Approvale and Notifications s manager. If the arrangement is not cost-newtral, a cost analysis is required
N . This is a cooperative arrangement between the manager and employee, not
52 Labor Rate andior Adder: 5 an catitlement
53 PayPolicies 6
Thres primary factors must be assessed and analyzed to determine the
54  Commuting 6 Feasibility of a telecommuting arrangement and 1ts benefit to INL:
55 Timekeeping 6
56  Safety, Accidents, and Insurance 7 1) the nature of the job;
57 Computer and Security 7 2) the employee's performance; and
58 loyes Expenses 8
Employee Exp 3) other stipulations made by the employes's manager or supsrvisor
59 Tax Considerations for Employees Working Outside of the State of ldaho. ... ¥ ; <
510 Puschase 10 42 Criteria for Jobs
51 fe‘nsmve l'n(c([aégﬁrd Information (SUI)/Centrolled Unclassified © Generally, jobs well suited for telecommuting have the following characteristics
512 INL Required Training 10 « obious. pre determined benefits to TNL and the employes that can be attained
S0 Toe o 25 2 result of: atelec 2
) - + minimal face-to-f i ‘with manager, co-
514 Use. 10 workers. team members. and/or customers (ie  communication can be
515 Review Period 10 handled via telephone. voice mail electronic mail or fax machine)
. « canbe performed independently or alone
6. DEFINITIONS. 11 « unclassified content, including tasks such as writing, reading
7. REFERENCES 1 telephomng. plarming. compuer progrmming. or performing work
- that requires frequent use of a computer
"
§.  APPENDINES + clearly defined tasks and/or work products
APPENDIX A 1 +  measurable work activities and results
Responsibil 13 + objectives with identifiable time frames and check points
APPENDIX B 15 + tasks that require concentration. and/or large blocks of time when the

T £ Flowchart 15

employee works independently of others
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Idaho National Laboratery

ldentifier: LWP-25702
TELECOMMUTING Revizion: 2
Effective Date:  12/1/2014 Page: 7of 15

Idaho National Laboratery

»n
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Safety, Accidents, and Insurance

TWorkers' Compensation: Eligibility for workers' compensation benefits
contimues while an employee is on an approved “Telecommnting
Agreement.” Any injury or occupational disease that arises during the
course of performing one's job duties will be covered in accordance with
applicable state Workers' Compensation laws. Employees must report
accidents to their manager immediately. The manager should then contact
INL’s worker s compensation lead

Envirommental Safety and Health (ES&H): Employees must apply all
ES&H requirements for having a safe office at INL to their workplace
environment. Employees must complete the “Self-Certification Safety
Checklist for Telecommuting Workplace™ while preparing the
“Telecommmuting Agreemenr” with their manager. In the event the
employee moves, a recertification and 30 day notice is required

The workplace should be in a well-ventilated room with sufficient clear
space around the desk and equipment to allow reasonable movement and
air circulation. Lighting should be adequate for the tasks to be performed
but should not produce glare on work surfaces or video display terminals.
Avoid damp areas and those that are unheated in cold weather. The room
should be equipped by the employee with a comfortable chair and a sturdy
desk or table at an appropriate work height

Managers or designees may make on-site visits to the employee's
designated workplace after giving Employee one (1) working day’s notice
to ensure ergonomic requirements for office safety are met

Other Accidents: INL is not liable for any injuries to family members,
visitos, and others in the employes's workplace. Employee will provide
HR Business C: iith an insu o that
employee maintains adequate homeowner s or renter’s insurance on the
telecommuting location in the amount set forth on the Safety Checklist.
Homeowner’s or renter s insurance, and any changes in rates or coverage,
are the responsibility of employee and not INL

o

Computer Equipment and Security
Telecommuters must use INL provided computer squipment

+  The employee is expected to comply with all equipment inventories
and audit responsibilities

ldentifier: LWP-25702
TELECOMMUTING Revision:
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+ The decision concerning type, nature, function, and/or quality of electronic
hardware, modems, systems access, data. and phone lines shall rest entirely
with the employee's organization

. must be with INL's Property
Managemen( Policy. and all Cyber Smm requirements must be followed

Telecommuting expenses not specifically covered in this procedure will be
addressed on a case-by-case basis by employees and their employing manager

+ Al maintenance and inventory will be performed by an authorized person at
INL’s expense (local maintenance should be amanged by the employee and
approved in advance by the manager)

Technical support is available by contacting INL Communications
Infrastructure Services Help Desk at (208) 526-1000

INL will repair or replace lost, damaged, or stolen equipment, provided the
employee has taken appropriate precautions to safeguard the equipment

In the event that the employee termmates from INL or that the telecommuting
amangement is teminated for any reason, INL-provided equipment, soﬂmme
data, and supplies must be retumed to the employee's organization.

o
e

Employee Expenses

+  Employees are expected to provide Intemet comection expenses such s a
telephone and telephone access lime at their own expense. The organization, at
its discretion, may provide the employes with such equipment and/or
comections.

Employees are responsible for costs associated with remodeling, set-up. and
maintenmce (e.g., fumitue, accessories) of the designated workplace.

Employees are responsible for workplace expenses (e.g., heating and
electricity).

Employees are responsible for any increase in liability insurance purchased
for their workplace (a copy of Homeowners Insurance must be supplied to HR
Business Consultant). INL does not assume any liability for loss, damage. or
wear of employee-owned equipment/furmifure.

» INL may at any time change any of the above conditions under which the
employee is allowed to telecommute, and the organization will not be iable
for employee's costs, including but not limited to any investment in fumiture
or equipment for the designated work space.

Tdaho Natisnal Laboratary Tdaho Natisnal Laboratry
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+  minimal requirements for special equipment + Payrll
+  General Accounting Tax Office.
43 Criteria for Employees
For work locations inside Idaho. a legal review may also be warrated
Employees who wish to be for a tel 2
are expected to have the following characteristics Unless the employee is converting to a part-time work schedule,
" salaries, job resp . benefits, and laboratory-
« work performance that meets or exceeds job expectations sponsored insurance coverage do not change as a result of
+ unique skills for a specific work project or project deliverable that telecommuting arrangement
would benefit INL
« proven ability to perform work in 2 relishle manner without direct 1 Labor Rate andior Adders
supervision . . _
+ self motivated, self disciplined, and self directed Manager should contact the Business Lead for the organization to discuss
« shilled in planing, orssmizing, managing e, and nsesting standards potential Jmtpaﬂ on labor rate and/or adders as a result of telecommuting
and objectives arrangement
«  proven ability to adhere to all relevant INL policies, processes and 53 Pay Pelicies
procedures. - §
- Refer to POL-25101, “Pay Policies.”
5. PROCESS REQUIREMENTS !
54  Commuting
Telecommuters must comply with all laboratory and i
related to work or job performance. Procedures related to workplace environment Comumuting time between an employee’s workplace and INL is typically
information securify and safety practices must also be followed. non-compensable, even if the employee reports to INL on a day scheduled
for telecommmting.
Note 1. This document does not consfitute a contract for employment, either expressed =
or implied. Agreements must be revisited each year during anunal reviews to Timekeeping
malke sure arrangenent is still in the best interest of the laboratory.
i . Notificai INL labor recording and timekeeping requirements (see STD-5, “Time
51 Approvals and Notifications Attendance and Reporting”) must be followed in all telecommuting
The manager and the employee must complete a “Teleconmuting :ﬁ:ﬁ‘:{m‘jiﬁﬁﬁ:ﬁ?ﬁ uf:’ﬁ:*;;fﬁ’cm“m‘:‘d
Agreement” (template supplied by HR. E“smfss Consultant) before any employees” hours, when th‘ey can be contacted, when they will check
telecommuting arrangement can bmn. The “Telecommmnting Agreement™ voicemail and electronic mail, must be outlined in the uﬂ,mammmg
mmust be approved by: Agreement " Any changes of work hours or work location must be
reviewed and approved in advance by the employee’s manager
+ Employee
* Manager Managers must maintain effective procedures for review of work
+ Employee’s LMT member produced. and conduct frequent feedback sessions for validating the
R Business Consultant. Teported time worked by the telecommuter.
For work locations outside Idaho, the following notifications are required
aminimum of 30 days prior to the start of the arrangement:
+ Legal
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+ Local . zoning laws and neig d covenants may put
restrictions on the types of activities that can be performed in vanous
locations. For example, heme offices in residential areas may require a
business permit or may be prohibited entirely; fire inspections may be
required, etc. At employee’s expense. employee must investigate any legal
obligations assoctated with the work location and make sure the work location
is in compliance.

Note 2 Tax implications related to the workplace are the responsibility of
the relecommuting employee. Employees are advised to consult
thetr personal tax advisor.

»n
b

Tax Considerations for Employees Working Outside of the State of Idaho

+ 30 days advanced notice to Payroll is needed for compliance with individual
state requirements for employers. INL will need to register with the outside
state for withholding and unemployment accounts.

Generally, INL will report wages to the state where the employee performed

services

o If services are performed in one state, the employee must submit to
Payroll Form 322.06, “Declaration of State Tax Status.™

@ If services are performed in multiple states (for example, some work is
at home and some work 15 at INL), the employee must submit ta
Payroll Form 32206, “Declaration of State Tax Status™ and contact
Payroll to work out the proper reporting of time to each state.
Generally, if an employee expects to be in a state for two months
(continuously) or 30 work days in one year (contimiously or not), the
employee should contact Payroll. Reporting thresholds and
Tequirements vary from state to state.

.

Certam activities can create nexus or a business presence i a state. The
Employee must submit to Payroll Form 322.06, “Declaration of State Tax
Status.” This means the state can impose its laws on INL for various taxes
such as sales tax. income tax and gross receipts taxes. Each state is unique, but
some activities that may create nexus are setting up a public business office,
renting space, buying equipment, meeting with INL clients in your workplace,
soliciting work, shipping or storing goods, displaying laberatory signs or
logos, etc. Employees should be aware of this so that tax obligations are not
unimtentionally created. Ifit 15 necessary to perform some of these activities.
the employee must contact the tax office in General Accounting and our
Legal Department.

Idaho National Laboratery
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510  Purchases

The telecommuting employee must follow all INL policies and procedures related
to purchases as if they were working at an INL work location.

511 Sensitive Unclassified Information (SUT)/Controlled Unclassified
Information (CTT)

The employee must abide by INL requirements on proprietary and

sensitive information,

512 INL Required Training
Telecommuting employees must attend and complete all INL mandatory training
a5 well as training assigned by their manager, regardless of the regular
telecommuting schedule.
T ing employees shall participate in any INL-sponsored tel 2
or technology training as requested by the employee’s manager

513  Travel

The employee must ensure that all travel arrangements are made through
INL travel deparment Commuting between the workplace and INL is not
considered travel and those expenses are not reimbursable. If the
employee 15 located out of state or more than 100 miles from INL, travel
expenses will be handled on a case by-case basis. Reimbursable travel
expenses must be specifically detailed in the “Telecommnfing
Agreement.”

514 Equipment Use

The employee agrees that the use of equipment. software, data. supplies, and
services provided by employee's organization for use at the employee's
workplace is limited exclusively to the employee and to purposes related to INL
business.

Review Period

The original “Telecommuting Agreement” must be kept in the
employee’s official personnel file. A copy of the “Telecomnmfing
Agreement” should be kept in the employee's department file.

erformance standards and emplayee's accountability for quantity snd
quality of work will be established by cmployes’s manager. Evaluation of
employee’s job performance will be based on established standards

Idaho National Laboratery
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Telecommuting employees must maintain a record of significant progress
‘made on assigned projects and significant discussions with their manager.
and should repert progress to their manager regularly, as outlined in the
“Telecomumnng Agreement.”

Employees and their manager should review the telecommuting duties at
Least every six months (more often if needed) to assess its effectiveness.

e ‘may modify or g amang
at any time and for any reason. The employee may also terminate a
telecommuting arrangement at any time. If the employee transfers to
another organi the e is subject to
receiving the new manager's approval

6.  DEFINITIONS

Tel ¢ is an alternative work arrangement in which all or parts of an employee’s
duties are performed away from an INL based work location

‘Outplant Assignmnents are assignments away from INL campuses that typically last 90
consecutive days or longer and are primarily for the convenience of the laboratory.

7. REFERENCES
HBK-25001, Employes Handbook
HBK-25002, Benefits Handbook
POL-25101, Pay Policies
LWP-25700, Outplant Assignments
STD-5, Time and Aftendance Reporting
LWP-11202, Controlled Unclassified Information Program
LWP-2001, Control of INL Government Property
LWP-1302, Information Technology Procedure
PDD-12005, INL Training Program
LWP-3205, Employee Travel

LED-13300. Procurement

Idaho National Laboratery
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LWP-4001, Material Acquisitions
LWP-4002, Service Acquisitions
LWP-4003, Using Purchase Cards to Acquire Materials and Services
LWP-25100, Position Description
Form 32206, Declaration of State Tax Status
Form 325 01, Position Description
8. APPENDIXES
Appendix A, Responsibilities

Appendix B, Telecommuting Flow Chart
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APPENDIX A Performer Responsibilities
Responsibilities Travel Office Provide expertise with regard to federal travel regulations for the term of the
Representative assignment
Performer ibilities Legal Department Legal Department reviews Agreement.
Employees and Complete and approve the “Telecomniting Agreement™
Managers Worker's Ensure BEA workers compensation is applicable/effective if work location
= If the arrangement is not cost-neutral, prepare a cost analysis Compensation Lead is outside of Idaho.
Contact Business Lead for organization to determine whether labor

rate/adders are impacted
Complete the “Self-Certification Safety Checklist for Telecommuting

Workplace.”
Complete Form 322 06, “Declaration of State Tax Status” and submit to
Payroll at MS 3596
Provide HR. Business Consultant with a copy of H Renters
Insurance.
Leadership Approve the “Telecommufing Agreement.”
Management Team
(LMT) member
HR Business Provide all telecommting templates to Managers and Employees at their
Consultant request Lead the facilitation, coordination and signing of the paperwork for
the “Telecommuting Agreement,” engaging others as necessary
Provide overview of process and requirements to both manager and
employee prior to implementation of agreement.
Contact Workers Compensation Lead if work location is cutside of Idaho.
Contact Legal Department to review for potential legal issues
Issue final authorization for assignment to begin at specified work location
Payroll Office Provide expertise in regard to payroll regulations for the term of the
Representative assignment.
Process Form 32206, “Declaration of State Tax Status and “Report of Tax
Entity Change.
General Acconnting | Provide guidance on behalf of the Laboratory on tax ramifications in a
Tax Office telecommuting assignment and establish tax presence in the identified state,
Representative as needed, which can take 30-60 days

Idaho National Laboratery
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APPENDIX B

Telecommuting Flowchart
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NREL'’s Telework Procedure

Laboratory-level Procedure

Number Procedure Title
s=s | Telecommuring oalzolis obhalss osfaglza
Purpose:  NREL considers telecommuting to be a viable worlk aption when work can be performed anay from NREL. In accordance
with mlsplg:edum curent fl-time, part-tme regular =::
oy, In addition, Tlecommutieg provides thes banefts suehas.
+  Atminiretain employess
+  Heighten employee morale
+ Incresse productivity
+ Expand candidate pool
+  Accommodate employees with disablities
+ Supportaworklife balance
+  Seducestress
Applicabiiity: Jpiiss T NREL idual sk andjob functions thatare well-suited o
theirlin manager. NREL'

emmemen; is mlumary and may be terminated at MREL's discretion without cause.

Definitions:  Seeinks to glossary definitions.
Cyher securiy
Telecommuting

Approval mustbe approved i ager.

considerati ing i the lins manager and on the:
. centerjoffice, Laboratory, and employs

+  Employee's lavel of performance

«  sobraskssuitable forwork sthome.

Line managers consider the following guidelines ing the suitability of
+ Thetslecommuting arrangament wil likely resuitin benefits o both the Laboratory snd the smiployes.
+ Thejob, assigiment, or project can be performed remoty.

+ Thejob, assigmen, or project has dearly defined tasks and deliverables with mezsurable resuits

« Thejob, assigiment, or project has obijsctives with identifisble timeframes.

st groglaeas) Pageacy

©iNREL

L RENEWABLE ENENGY LABORATORY

Laboratory-level Procedure

Number Procedure Title Effective Date Supersedes  Scheduled Reissue Date
525 | Telecommuting oalzofs ofiazlas og/2g/20
approval:  Considerations
+ Resourcesto perfom the job, asignment, or project at home are available and appropriate.
Line the Candida for help determine i ploy: d
candicate for NREL's telecommuting program.
‘The line manager- b which in the
Agreement: The Telecommuting Agreement describes the general conditions for working at home.
Managament or maxdiy the Agresment or siter the agreed-upon work schedue i
ampiyes isnsedad stNREL dus towork demands, required attenciance st meeting, training, or other business
Equipment:  AnNREL Department of Ensrgy compuar i rothavea
\amptnmplﬂr pearsh crthe sen fora o cos loaner sysem.
information, personally
ot b doaml e o parsanaly owned acuprant inldnghard e, ﬁ\umbdms, orprintars. The employesis
required 1o kesp virus protection up-to-date on the sy
Emp i aT “srulesand security
Information: 1 prevent unauthorized it with poiicy o-3 Cyber Sacuriny
Viabiity . he amployee e ullspn iy frdamage o or e peronlor el popery it gt o e e of
working at the home workplace. Workers' ||am|ny may apply to, while
working under an approved telacommuting arrsngement.
Timeand When telecommuting, Empb|ee5muslreponoﬂﬂmmme'sbe!lasmwghtheramalNREL :rnptu,eamus(
Attendance:  accurately record time worked 2y for Hours
Worked
I the avent of s Labaratary closure, the employas's time may not be chargesto “Lsboratary Closure” ftelecommuting
on the affected day and under an approved Tekecommuting Agreement, EXCept n the Caseof an early refease due o
holiday. anformation, refer in the Laboratory
Taxss: isi ing municipalii jurisdiction: ax, the
ampiyes may be subjectto an Ocaupational riviegs Tax. Aurors, Denver, Glendale, Gresmwood Village, and Sheridan.
wwhera sppicable, the Office of Chisf rinancisl Officer (GCFD] (Payrol withholds the required municipal taves from the
empioyes's paycheck. These taxesaiffer by cty, but are typically s5/menth orless.
Safety:  Empl i aT ted verkspace s eew e
Fice safery oo ing and when chs yafictne
safey o i . wiorkers’ on ki o b it
TelacoMMUTing AITanGEMATE. In the svent of an acciient, tha emplopes must allow the injury iness rapomng process
‘outiined in Laboratory-level procedure &-5. 3NUlrﬁ ation, Inue;.lgz'.lun and Rﬂnngfcre.mand \ssue,. If 2 work-
raisted injury occurs, NREL zhy
acddentiincidant investigation process.
Performance  Theline manager must monitar the the
Moritoring: o ba aviabis work option, heneﬁnn;bm muammloq andthe amployes.

s2giogfaons, Fage 20fy

WABLE ENETIGY LABORATORY

Laboratory-level Procedure

Number Procedure Title
g5 | Telecommuting caloles oflaslss agiaglzo
i i be modified by revising the approved obeaining the
line manager’s signature.
The Laboratory or i any time. Ti be
Agreement.  documented in writing with the i ag , the OCFD (Payroll, znd
the Human Resources Office.
not addrassed in other sections includ the following:
Role Responsigifities
settingup
Center
Environment, Health, | In the event of an accident, may perform aworksite evaluation 2s part afthe
and Safety Office accidentiincidentinvestigation process.
Employee A edure.
2 il ori
telecommuting
3 Isreasanably accessible via email or phane during agreed-upon hours of work..
. h
official business while telecommuting
5. Maincains telecommuting workspace that s safe and fres of hazards and nanwork-
related disractions.
Initiatinga  Follow this procedure to initiate a Telecommuting Agreement,
Telecommuti
eement: | Step who action
1| Employes compiet
k!‘ﬂz«ﬂ»e E)e(ummuungHurrEDfﬁt?,-a?g( idelines.
Contact the rtner
: [ o2
employes Note: Line review the Candidat: 2 1«
heip d i o candidate for N
program.
3 Line managar ‘Approve or disapprove Telecommusting Agreement. Motify employee of decision.
atechmens, fany
Send and relted do
OCFO (payrall), and the Human Resources Office.
s |ozo Review Telecommuting Agreement for tax requiremens

Fagieglaag, Pageinfy

Number

JABLE ENENGY LABORATORY

Laboratory-level Procedure

Procedure Title Effective Date Supersedes Scheduled Reissue Date

525 | Telecommuting osizolas offaales osfagiza

Penny Burton
Human Resources Office Director
Griginal approved documant on fle i

ymT—1

3-a5ngianag, Fage sofy
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SAMPLE TELEWORK GUIDES

PNNL'’s Telework Guide for Staff

TELEWORK GUIDE
FOR STAFF

Updated November 2015

PNNL's Telework Option

Pacific Northwest

Telework Advocate INATIONAL LABORATORY

Kayla Croskrey
telework@pnnl.gov
http://telework pnnl.gov

Proudly Operated by Banielie Since 1965
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Telework Overview

PNNL is committed to making the Lab a great
place to work- environmentally, socially, and
economically. Integrating flexible workplace
options help create a more attractive
workplace for current and future staff
members.

Being a teleworker at PNNL can improve
productivity, job satisfaction, and retention.
PNNL's commitment to a flexible workplace
demonstrates thought Ieadership and helps
enhance our reputation W|th our DOE
customer.

The telework option was initially introduced to help PNNL mcn ns goal of reducing
greenhouse gas emissions (GHG) from emp iness travel 13% below
the 2008 baseline by FY2020. The telework ophon also creat&s a more flexible workplace for
staff. Teleworking can save you money and time by avoiding a commute, reducing stress, and
potentially reaching a better work-life balance.

As a PNNL staff member, you have the opportunity to participate in the telework option. This
Guide will help you become familiar with how to embark on a process of teleworking; covering
your personal suitability to tips for making telework successful.

Make sure to check out the HDI workflow to understand the process of becoming a teleworker
which can be searched in HDI as “Request and Maintain a Telework Agreement.”

If you and your ine you are potentially eligible to be a , then you will
take the required Staff Telework Training, fill out a Telework Agreement, and you and your
manager will both sign the electronic agreement. A copy of the form will be emailed to both of
you confirming the agreement has been signed, or, if denied, you will both be notified of that
aswell. The agreement can be revoked at any time by either you or your manager for any
reason.

All the information and references in the guide, along with other helpful resources, can be
found on the Telework Community Website: hitp://telework pnnl.gov.

If you have questions, you can also contract the Telework Advocate, Judy Thomas, at
telework@pnnl.gov.
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Benefits of the Telework Option

Numerous studies demonsirate that offering flexible work arrangements can produce benefits
for both you and PNNL. Some benefits are easily quanfifiable; some are less tangible, but
real nonetheless. Many PNNL staff members say that their telework day is their favorite day
of the week.

Incorporating telework can:

0 Allow greater staffing and organizational flexibility

When they're not limited by geographic area, agencies can fill positions from among the top
candidates anywhere in the counfry, without expensive relocation or the cost of in-person
meetings. As business needs change, agencies can reassemble teams and allocate
personnel to suit individual projects.

0 Help cost performance and productivity.

Telework empowers you to choose and control your work envirenment in ways that suit you
best. Both public and private studies point o the enhanced productivity achieved away from
the office, where interruptions and other distractions are reduced. Additionally, the practice of
working away from the office can better prepare and enable staff to work extended hours
from home when deadlines loom.

0 Enhance recruitment and retention.

Flexible work is a strategic tool for attracting and retaining talented staff whose optimal work
styles don’t comespond to traditional hours or places of business. Increasingly, job seekers
choose employers that offer telework because it better matches their lifestyle.

0 Improve staff morale and reduce stress.

Flexible work arrangements can contribute to improved quality of life and sense of well-being
for staff members by freeing up precious time and energy. Staff members can use the weekly
hours they might otherwise spend in a commute, for example, to enjoy more family or
personal time and to attend to other needs.

0 Have a positive affect on the environment

Teleworking enables employees to avoid traveling in a vehicle from home to work, which
means fewer GHG emissions. By teleworking you can help the Laboratory meet the DOE-
mandated goal to reduce our commuting emissions by 13 percent.

0 Promote continuity of operations.

Organizations with functioning telework options can betier meet emergency preparedness
challenges and continue their operations during emergency situations, such as severe
weather conditions, facility closures, or other disruptions.

Getting Started...
A handy checklist

0 Become familiar with the basics. Visit the telework website and this gunde oftento
understand the drivers of telework, staff and
as tips and etiquette associated with it.

as well

QO Determine if you're eligible. In reviewing the i y on the telework website
and in this guide, make sure you visit HDI's workflow on telework eligibility and the process
that needs to be followed to become a teleworker.

0 Get Trained. Staff who are going to become regular teleworkers must take the Staff
telework training, and managers who have teleworkers must take the Manager telework
training. Contact your Training Coordinator to get registered for the one-time telework
training. Technical training is not required, but is offered on the telework website.

0 Assess your suitability for felework. Your off-site work location must provide an
environment conducive to telework. For personal suitability, consider comparing your
position and characteristics to those in the “Is Telework a Fit?" section of this guide.

0 Meet with your manager with your telework plan. After reviewing your eligibility, meet with
your manager with your plan for telework, and discuss the option’s possibility. Remember,

the flexibility of the agr is by your It may be as flexible as a
few days a month, as desired, or a strict day each week.

0 Complete a telework - The telework gr isa i of regular
telework. The canbe by either or staff member at any
point. The agreement demonstrates that:

Qyou and your and app telework as an option,
Q that you have a safe work environment,
Qthat you both have been trained and the requi of

Q and that you came to an agreement on the frequency.

0 Get connected. Ensure you know how to connect to the PNNL network and have adequate
knowledge of other tools you will need to successfully telework.

0 Get questions answered. Contact your manager, HRM, or the Telework Advocate, Judy
Thomas, with questions, concerns or issues. Each directorate has a telework advocate as
well. Contact for the advocates is on the telework website, and through
telework@pnnl.gov.

US Department of Energy National Laboratories

Types of Telework

For those of you who currently work from home, it's important to realize that PNNL's telework
option is designed to enable regular telework. If you've worked from home before, you've
probably been doing so as a situational teleworker.

Regular telework sets you up to operate fully - as if you were in the office. You will attend
meetings, answer phone calls, and be just as accessible as you normally would be. It also
happens ‘regularty,” on a set schedule; not just when you think of it or when it's necessary.
Even if you've been a si regular is different and requires
diligence and practice to get right. Remember, regular telework requires a Telework
Agreement. You are expected to keep your normal work hours on regular telework days.

Situational telework is usually on an “as needed” basis. For example, you may situationally
telework when you have a home repair emergency, a sick child, there's inclement weather, or
a project you really need to work on without interruptions.

It's important to recognize the differences in expectations between situational and regular
telework.
If you start working from a remote location (hcme)for 250% of your time, you wnll no longer be

teleworking; you will need to consider an
telework advocate, your manager, or HRM for de@arls.

If you have a work-related injury while teleworking, you need to call 509-375-2400; just as you
would when working on-site. In situations such as this, it is especially important to ensure all
regular teleworkers have a telework agreement in place.

INTENTIONAL

Situational
Telework

Regular

w
2]
2
¥
9
a

Is Telework a Fit?

~ Job Type

Job Eligibility for Telework

to ine if the tasks with a specific job can be performed away from
the primary work location for part of the time (220% time) without workflow or security
concems. A job, not an individual, is evaluated for eligibility. If the job tasks can accommodate
telework then the job is eligible for telework. Your manager (or HRM), is responsible for
evaluating job function eligibility and will advise you whether your job is eligible. Once a
position is determined to be eligible, it will be consistently applied across the organization.

Examples of good job traits for telework Examples of job traits that may not fit for

telework
O  Project-oriented work O Tasks that are difficult to measure
Q  Computer programmi QO Tasks involving access to materials or
a Te,ep,mp:,ﬂng o information that cannot be moved
QO Auditing reports O Tasks requiring special
i . in-house equipment
0 Planning and scheduling e
: 3 QO Situations where face-to-face

O Dataprocessing and analysis interaction is required
0O Reviewing proposals and written reports 5 g ote work is an unacceptable
O Sufficient number of tasks that can be security or confidentiality risk

accomplished away from the office

(e.g., reading, word processing,

thinking)
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Is Telework a Fit?
Personality

Individual Suitability for Telework

Evaluate if telework is suitable to your work style and needs. This occurs only after your job
has been determined to be eligible. This individual suitability ion is ¢ by you,
the staff member, and then discussed with your manager. Your manager will have the final

say in your approval. If you and your manager are not in agreement on your suitability, your

must clearly arti the for their decision.

Example personality traits of a good Examples personality that may not fit for
teleworker telework
O Requires minimal supervision Prefers a structured environment or
O Has a high level of skill and knowledge guidance
O Isproductive at O Not comfortable using the required
O  Is self-motivated, well-organized, and technology

highly productive =] Prelers in-person communication (with
O Selfstartingand perati co-workers, and

independently custorners)

; Q  Likes the availability to socialize in the

a m’;ﬂnzdaswmredenwmmem e o oo sl T
o B — companionship

skills
O Solves problems independently before

asking for help
a C icates well with a co-

workers, and customers

What you bring to Telework

You, more than anyone, can make telework il and ial for your and

customers. You recognize that a job can be well-done from a telework location with proper
planning and strong communication; PNNL has clearly defined requirements and will provide
training and support to help you be an effective teleworker.

0 Demonstrate an exemplary work ethic.
0 Do your best work.
0 Work independently.
D Offer new ideas.
O Volunteer for and/or collaborate on projects.
0 Keep your supervisor informed on work and accomplishments.
0 Ensure customer needs and commitment to coworkers are completed in a
timely manner.

0 When beginning a telework process, expect a trial period where you will meet
frequently with your manager to discuss how things are going. Some questions include:

0O What aspects of the work you do can be effectively performed from an alternative
work site?

0 Does the schedule work for you, your manager, your coworkers, and your
customers?

Qs the quality and quantity of work up to your manager’s expectations?

0 Do any of the specifics in the telework agreement need to be changed?

o progress with your g
0 Make sure you and your manager review details of telework amangement early and
revisit them as often as needed.

O You discuss with your manager how your progress will be monitored and how your
level of access will be the same as your coworkers. These mechanisms should be
detailed in the telework agreement.

0 Although telework has been adopted in businesses for more than a decade, there
are still several concems that may make you reluctant to request a telework arrangement.

0 Take steps to ensure that telework works for customers, coworkers, and other key staff to
ensure seamless coverage of work-related responsibilities.
QO When teleworking, plan meetings in advance or be available to participate via
telephone or use other suitable tools and resources.
0 When making or receiving work assignments, be flexible to accommodate your
manager's, coworkers or customer’s scheduling requirements.
0 You take responsibility for identifying specific technology requirements, are familiar
with, understand, and comply with their organization's information security policies:

Is Telework a Fit?

Environment

Envir itability for

The altemate work location you will be working in (most likely your home) needs to be safe,
comfortable, and free of distractions. It has to satisfy your physical needs (comfort, light, and
ergonomics), as well as your security and connectivity needs (electronic and physical).

Remember:

0 You need to provide everything yourself to set up a home office or workspace. PNNL will
only provide you with a SecurlD token. You may bring work materials home (laptops, mice,
etc_) to use upon management approval. Some managers may approve of you acquiring
and using equipment from excess. Any equipment staying off-site for greater than 6 days
will need to have a completed off-site agreement form- you can find it in HDI and on the
telework website.

0 If you have ergonomic needs, you will need to provide for those on your own; PNNL
provides you with what you need in your on-campus office. PNNL will not do an ergonomic
analysis of your home office.

0 PNNL will not provide a stipend for your phone or intemet so you may telework.

Example a good work environment Examples of a work envirenment that may

not fit for telework

O  Quiet A

O Comfortable work area = m;:s“’“a' Dackgrundiion

O Safe and secure for work-related O People or animals in background when
documents on phone calls or in web chats

O  Limited interruptions O TVormusicin background

0 Same child/elder care as on regular, @  No comfortable work area
commute-to-work days O  Slow internet connection or poor

O Maintains professional atmosphere phone service
while on the phone and during virtual Work environment at home that is.
meetings NOT free from distraction

O Professional voicemail or forwarded O  Family at home does not respect your
through Communite: privacy
nitps-/icommunite_pni_gov/communite/p O Distracting noises or pets
vt/main.aspx Q  Drop-in neighbors

O Temptations for not doing work

Remember: telework is not a replacement for
child or elderly care.
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What you bring to Telework

Telework must not adversely affect customer service delivery, your productivity, or the
progress of an individual or team assignment. The key to succeeding as a teleworker is
communicating clearly and often with your . and Tailor your
communication efforts to whom you are contacting. Some managers may prefer that you
check in each time you telework to review your daily plan and to discuss problems you may
be experiencing. Other managers may be comfortable with you checking in less frequently. It
is important to come fo an agreement about a communication plan that works best for you,
your manager, and your work group.

0 Effective Collaboration
D If you are new to telework, there are important communication aspects to consider.
Telework raises the communication question, “How do | participate in meetings
when | am not able to attend in person?” When teleworking, there may be meetings
that you will not be able to attend in person, so it is important to ensure that you set
up conference lines, video chat, or Microsoft Lync ahead of time.

1 If you are communicating from on-campus, it is important that coworkers can call in
and fully contribute to meetings. When planning meetings, assume teleworkers will
participate and be sure to initiate virtual meetings by using the Microsoft Lync or
other web meeting scheduling functionality.

0 As a new teleworker, you may want fo map out whom you will need to communicate
with on teleworking days and what you will need to be successful in those
conversations. You may also want to be exira diligent about communicating with
colleagues about work plans and timelines o be certain there is a shared
understanding of those plans even when you are working remotely.

0 situational Awareness
0 Be exira itive to those icipating in via the phone or video. Go the
extra mile to ensure that everyone has the same opportunity to access information,
speak, and be listened to. This will avoid a great deal of frustration on the part of all
meeting parficipants.

Q Trust—A Key Component of Teleworking
0 The key difference between the telework relatic nd the in-office relati ip is.
that your manager cannot see what you are doing when you are working at home.
While work is what you do, not where you are, it all comes down to trust. By
choasing to telework, you own the responsibility of proving you have an exemplary
work ethic.

12
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Virtual Etiquette

As virtual meetings are becoming more prevalent across campus and while teleworking, its
important not to forget meeting manners. In general, act as if you would in an in-person
meeting. Don't multi-task and be the center of distractions. Make sure 1o act professionally
and be prepared. Keep in mind, that its much easier to loose participation from distanced
collaborators- email and blackberries become major distractions — so keep virtual meetings
as on point and on time as possible.

Participants:

0 Pay attention. Minimize all other open windows not relevant to the meeting; especially e-
mails and chats. Key clicks while typing and audible, and asking to repeat topics covered
shows you are not engaged or care about the meeting.

0O Sounds are amplified. Snack bags, keyboards, and leather chairs all offer embamassing
and distracting noises while on a call- keep them to a minimum.

0 Remember that people can see you in a web conference. Be aware of your
surroundings in your conference space (office or home) and your facial expressions-
everyone will get a preview.

Presenters:

DO Prepare. If you have visuals in your presentation, make sure the slides are working and in
order. With nathing else to look at, participants can be more critical of mishaps.

0 Be conscious of internet speeds. If you are creating the presentation and decide to
include graphics, make sure the graphics are manageable for participants who may not
have fast internet connections.

O Introductions. Begin with a roll call that includes each participant's name, title and
location. Before sharing an idea or commenting on someone else's during the call, a
participant should state his name so others know who is speaking.

0 Watch the clock. The object of conferencing is to streamline communications and
increase productivity. Keep meetings focused by setting an agenda with clear objectives,
and make sure each participant has a copy beforehand.

O Control distractions. Be polite but firm with people who are talking too long or having side
conversations. Don't allow for conversation to wander- the peint of these meetings is to be
more productive.

0O Remember you are virtual. You don't have the advantage of reading visual clues to see if

ne is on-board with topics covered in the meeting; make sure to take logical breaks
fo gauge interest and asking questions. "Does anyone have questions before we move
on?" and similar questions are suggested.

0 Announce the meeting close. Since aftendees may not be able fo see all the visual
clues of a meeting ending, thank everyone for their time and recap deliverables.
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Telework Vision

PNNL is committed to making the Lab a great
place to work- environmentally, socially, and
economically. Integrating flexible workplace
options help create a more attractive
workplace for current and future staff
members.

Being a teleworker at PNNL can improve
productivity, job satisfaction, and retention.
PNNL's commitment to a flexible workplace
demonstrates thought leadership and helps
enhance our reputation with our DOE
customer. AT

Manager’s Role in Telewo

As a manager, your primary role in the Telework Option is fo provide guidance and support so
staff who are interested in teleworking are successful. You have input into the telework
process and are encouraged to take opportunities to discuss with and guide staff members.
The final approval in allowing a staff member to telework lies with you. Ask you make
decisions, keep in mind that many staff already telework on a situational basis. Think about
your situational telework expectations and make sure you are consistent with your rationale
and final decisions as related to telework participation.

Once a staff member expresses interest in telework, it is your responsibility to work with that
individual to first determine their eligibility, and if they are eligible, to ensure they are p

Telework Overview

The telework option was initially introduced to help PNNL reach its goal of reducing
greenhouse gas emissions (GHG) from employee commuting and business travel 13% below
the 2008 baseline by FY2020. The telework option also creates a more flexible workplace for
staff. Teleworking can help staff members save money and time by avoiding a commute,
reducing stress, and potentially reaching a better work-life balance.

Workers in all employment classifications are eligible for the option, with supervisor/manager
permission to participate based on work applicability and staff ability to perform work
independently. This guide will help you become familiar with how to embark on a process of
managing teleworkers; covering their job and personality’s suitability to tips for making
telework successful.

To help managers determine if a job and the staff member are a good fit for telework,
resources are available in the HDI workflow ("Request and Maintain Telework Agreement”) and
on the telework website.

If you determine your staff member is eligible to be a teleworker, then your staff member wil
initiate the telework process. No PNNL staff member will ever be forced to telework. Your
interested staff will speak with you, and then take the following steps: 1) attend the required
Staff Telework Training, 2) fill out and sign a Telework Agreement. You will receive a notice of
this in your Approvals Inbox, and from there approve or reject the electronic agreement. A
copy of the form will be emailed to both you and your staff member confirming the agreement
has been signed, or, if denied, you will both be nofified of that as well.  The agreement can be
revoked at any time by either you or your staff member for any reason.

Numerous studies demonstrate that offening flexible work arrangements can produce benefits
for both you and PNNL. Some benefits are easily quantifiable; some are less fangible, but
real nenetheless. Many PNNL staff members say that their telework day is their favorite day
of the week.

Incorporating telework can:

0 Allow greater staffing and organizational flexibility.
When they're not limited by geographic area, agencies can fill positions from among the top

to a successful telework arrangement.

If your staff member has a work-related injury while teleworking, they need to call 509-375-
2400. just as they would when working on-site. In situations such as this, it is especially
important to ensure all regular teleworkers have a telework agreement in place.

Managers and staff members both have a guide (this and the Telework Guide for Staff) on how
to get started in telework. In this guide, you'll find a manager's checklist that is consistent with
information provided in the Telework Guide for Staff.

All the information and references in the guide, along with other helpful resources, can be
found on the Telework Community Website: hitp:/telework pnnl.gov.

Additional resources available to help answer your questions and provide more information on
telework include:

0 Telework website
0O Telework advocate, Kayla Croskrey, (telework@pnni gov)
O Your HRM

anywhere in the couniry, without expensive relocation or the cost of in-person
meetings. As business needs change, agencies can reassemble teams and allocate
personnel to sult individual projects.

0 Help cost performance and productivity.

Telework empowers you fo choose and control your work environment in ways that suit you
best. Both public and private studies point to the enhanced productivity achieved away from
the office, where interruptions and other distractions are reduced. Additionally, the practice of
working away from the office can better prepare and enable staff to work extended hours
from home when deadlines loom.

0 Enhance recruitment and retention

Flexible work is a strategic tool for attracting and retaining talented staff whose optimal work
styles don't corespond fo traditional hours or places of business. Increasingly, job seekers
choose employers that offer telework because it better matches their lifestyle.

O Improve staff morale and reduce stress.

Flexible work arangements can contribute to improved quality of life and sense of well-being
for staff members by freeing up precious time and energy. Staff members can use the weekly
hours they might otherwise spend in a commute, for example, to enjoy more family or
personal time and to attend to other needs.

0 Have a positive affect on the environment

Teleworking enables employees to avoid traveling in a vehicle from home to work, which
means fewer GHG emissions. By teleworking you can help the Laboratory meet the DOE-
mandated goal to reduce our commuting emissions by 13 percent.

0 Promote continuity of operations.

Organizations with functioning telework options can better meet emergency preparedness
challenges and continue their operations during emergency situations, such as severe
weather conditions, facility closures, or other disruptions. .
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Types of Telework

It's important to realize that PNNL's telework option is designed to enable regular telework. If
you or your staff have worked from home before, it's probably been as a situational
teleworker.

Regular telework sets your staff member up to operate fully - as if you they were in the office.
They will attend meetings, answer phone calls, and be just as accessible as they normally are.
It also y.” on a set . not just when they think of it or when it's
necessary. Even if they've been a situational teleworker, regular teleworking is different and
requires diligence and practice to get right. Remember, regular telework requires a Telework
Agreement. Your staff member maintains their normal work hours on regular telework days.

Situational telework is usually on an “as needed” basis. For example, your staff may
situationally telework when they have a home repair emergency, a sick child, inclement
weather hits, or have a project they really need to work on without interruptions.

It's important to recognize the differences in expectations between situational and regular
telework.

If your staff want to work from a remote location (home) for 250% of their time, they will no
longer be teleworking; they will need to consider an Altemative Workplace Agreement.
Contact your HRM for details.
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Virtual Etiquette

Managing Teleworkers...
A Handy Checklist

0 Become familiar with the basics Visit the telework website and this guide often to
understand the drivers of telework, staff and management feedback on teleworking, as well
as tips and etiquette associated with it.

0 Prepare for conversation with staff by considering:

Q The introductory materials, HDI's workflow on telework eligibility; and the process
that needs to be followed to become a teleworker.

0 Job eligibility for telework for all jobs in your department (see “Is Telework a Fit?
Job Type™ from the Staff Guide- attached to the end of this guide).

O Individual eligibility for all staff members reporting to you with and interest in
telework_ Your staff member will also do a self-assessment of suitability (see “Is
Telework a Fit? Personality” from the Staff Guide- attached to the end of this
quide).

0 Get Trained. Managers who have teleworkers must take the Manager Telework Training,
and staff who are going to become regular teleworkers must take the Staff Telework
Training. Contact your Training Coordinator to get registered for the one-time training.
Technical training is not required, but is offered on the telework website.

0 Sign telework agreements. The telework agreement is a requirement of regular telework.
The agreement can be terminated by either manager or staff member at any point. The
agreement demonstrates that:

0 you and your staff member discussed and approved telework as an option,

O that you have a safe work environment,

Q that you both have been frained and understand the requirements of teleworking,
0 and that you came to an agreement on the frequency.

0 Meet with your teleworkers o see how it's going. Keep in mind it fakes a few days of
regular telework for your staff member to fully acclimate to working from home for a full
workday, with all the same expectations of the office. Set time periods to check-in and
evaluate progress, feedback, and if changes to the agreement need to be made.
Suggested time periods are often every 6 months. Remember, the telework agreement can
be revoked at any point by you or your staff member.

As virtual meetings are becoming more prevalent across campus and while teleworking, if's
important not to forget meeting manners. In general, act as if you would in an in-person
meeting. Don't multi-task and be the center of distractions. Make sure to act professionally
and be prepared. Keep in mind, that its much easier to loose participation from distanced
collaborators- email and blackberries become major distractions — so keep virtual meetings
as on point and on time as possible.

Presenters:

DO Prepare. If you have visuals in your presentation, make sure the slides are working and in
order. With nothing else to look at, participants can be more critical of mishaps.

0 Be conscious of internet speeds. If you are creating the presentation and decide to
include graphics, make sure the graphics are manageable for pariicipants who may not
have fast internet connections.

O Introductions. Begin with a roll call that includes each participant's name, title and
location. Before sharing an idea or commenting on someone else's during the call, a
participant should state his name so others know who is speaking.

0 Watch the clock. The object of conferencing is 1o streamline communications and
increase productivity. Keep meetings focused by setting an agenda with clear objectives,
and make sure each participant has a copy beforehand.

0 Control distractions. Be polite but firm with people who are talking too long or having side
conversations. Don't allow for conversation to wander- the point of these meetings is to be
more productive.

0 Remember you are virtual. You don't have the advantage of reading visual clues to see if
everyone is on-board with topics covered in the meeting; make sure to take logical breaks
fo gauge interest and asking questions. "Does anyone have questions before we move
on?" and similar questions are suggested.

0O Announce the meeting close. Since attendees may not be able to see all the visual
clues of a meeting ending, thank everyone for their time and recap deliverables.

Farticipants:

0 Pay attention. Minimize all other open windows not relevant to the meeting; especially e-
mails and chats. Key clicks while typing and audible, and asking to repeat topics covered
shows you are not engaged or care about the meeting.

0 Sounds are amplified. Snack bags, keyboards, and leather chairs all offer embarrassing
and distracting noises while on a call- keep them to a minimum.

0 Remember that people can see you in a web conference. Be aware of your
surroundings in your conference space (office or home) and your facial expressions-
everyone will get a preview.

=

Pages from the Telework Guide for Staff
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STAFF GUIDE
Is Telework a Fit?
Job Type

Job Eligibility for Telework

to ine if the tasks associated with a specific job can be performed away from
the primary work location for part of the time (220% time) without workflow o security
concems. A job, not an individual, is evaluated for eligibility. If the job tasks can accommodate
telework then the job is eligible for telework. Your (or HRM), s responsible for
evaluating job function eligibility and will advise you whether your job is eligible. Once a
position is determined to be eligible, it will be consistently applied across the organization.

Examples of good job traits for telework Examples of job traits that may not fit for
telework
O  Project-oriented work O Tasks that are difficult to measure
QO Computer programmi QO Tasks involving access to materials or
a Tmp,:,ﬂng i information that cannot be moved
a  Auditin Q  Tasks requiring special
g reports k A
O  Planning and scheduli i house equipmen;
i s O Situations where face-to-face
0  Data processing and analysis interaction is required
O Reviewing proposals and written reports 5 g e R
QO Sufficient number of tasks that can be security or confidentiality risk
accomplished away from the office
(e.g., reading, word processing,
thinking)

STAFF GUIDE
Is Telework a Fit?
Environment

Environmental Suitability for Telework

The altemate work location you will be working in (most likely your home) needs to be safe,
comfortable, and free of disfractions. It has to satisfy your physical needs (comfort, light, and
ergonomics), as well as your security and connectivity needs (electronic and physical).

Remember:

0 You need to provide everything yourself to set up a home office or workspace. PNNL will
only provide you with a SecurlD token. You may bring work materials home (laptops, mice,
etc.) to use upon management approval. Some managers may approve of you acquiring
and using equipment from excess. Any equipment staying off-site for greater than 6 days
will need to have a completed off-site agreement form- you can find it in HDI and on the
telework website.

0 If you have ergonomic needs, you will need to provide for those on your own; PNNL
provides you with what you need in your on-campus office. PNNL will not do an ergonomic

analysis of your home office.
0O PNNL will not provide a stipend for your phone or internet so you may telework.
Example a good work environment Exampies of a work environment that may
not fit for telework

LI a u fessional backi ind fol

DO Comfortable work area "p",’";f'“"a et

O Safe and secure for work-related O People or animals in background when
documents on phone calls or in web chats

O Limited interruptions Q TV er music in background

O Same child/elder care as on regular, 0 No comfortable work area
commute-to-work days O  Slow internet connection or poor

0O Maintains professional atmosphere phone service
while on the phone and during virtual O Work environment at home that is
meelings NOT free from distraction

O Professional voicemail or forwarded O Family at home does not respect your
through Communite: privacy
hitps//communite.pnl.gov/communite/p O Distracting noises or pets
vi/main.aspx Q  Drop-in neighbors

O Temptations for not doing work

Remember. telework is not a replacement for
child or elderly care.
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STAFF GUIDE
Is Telework a Fit?
Personality

for
Evaluate if telework is suitable to your work style and needs. This occurs only after your job
has been determined to be eligible. This indivi suitability ion is ¢ by you,
the staff member, and then di: with your Your will have the final
say in your approval. If you and your manager are not in agreement on your suitability, your
must clearly arti the rati for their decision.
Example personality traits of a good Examples personality that may not fit for
teleworker telework
O Requires minimal supervision Q  Prefers a structured environment or
O Has a high level of skill and knowledge guidance | ’
O  Is productive at altemate workplaces 3 Not comfortable using the required
Q  Isseff-motivated, well-organized, and tecnology g bt
highly productive Q  Prefers in-person communication (with
O Self-starting and : a co-workers, and
independently customers) -
O Doesntneed astructured envionment |~ 3 Likes the availability to socialize in the
o Gidance office or are anxious without
a b ot companionship
skills
QO Solves problems independently before
asking for help
a G icates well with a co-

workers, and customers

STAFF GUIDE
What you bring to Telework

You, more than anyone, can make telework successful and beneficial for your coworkers and
customers. You recognize that a job can be well-done from a telework location with proper
planning and strong communication; PNNL has clearly defined requirements and will provide
fraining and support to help you be an effective teleworker.

0 Demonstrate an exemplary work ethic.
0 Do your best work.
0 Work independentty.
Q0 Offer new ideas.
Q Volunteer for and/or collaborate on projects.
0 Keep your supervisor informed on work and accomplishments.
0 Ensure customer needs and commitment to coworkers are completedin a
timely manner.

0O When beginning a telework process, expect a trial period where you will meet
frequently with your manager fo discuss how things are going. Some questions include:

0 What aspects of the work you do can be effectively performed from an alternative
work site?

10 Does the schedule work for you, your manager, your coworkers, and your
customers?

Qs the quality and quantity of work up to your manager’s expectations?

0 Do any of the specifics in the telework agreement need to be changed?

prog with your )
0 Make sure you and your manager review details of telework arangement early and
revisit them as often as needed
3 You discuss with your manager how your progress will be monitored and how your
level of access will be the same as your coworkers. These mechanisms should be
detailed in the telework agreement.

0 Although has been in busil for more than a decade, there
are still several concems that may make you reluctant to request a telework arangement.

0 Take steps to ensure that telework works for customers, coworkers, and other key staff o
ensure seamless coverage of work-related responsibilities.
0 When teleworking, plan meetings in advance or be available to participate via
telephone or use other suitable tools and resources.
0 When making or receiving work assignments, be flexible to accommodate your
manager’s, coworkers or customer's scheduling requirements.
0 You take responsibility for identifying specific technology requirements, are familiar
with, understand, and comply with their organization’s information security policies:
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STAFF GUIDE
- What you bring to Telework

Telework must not adversely affect customer service delivery, your productivity, or the
progress of an individual or team assignment. The key to succeeding as a teleworker is
communicating clearly and often with your manager, coworkers, and customers. Tailor your
communication efforts to whom you are contacting. Some managers may prefer that you
check in each time you telework to review your daily plan and to discuss problems you may
be experiencing. Other managers may be comfortable with you checking in less frequently. It
is important to come to an agreement about a communication plan that works best for you,
your manager, and your work group.

0O Effective Collaboration
QIf you are new to telework, there are imporiant communication aspects to consider.
Telework raises the communication question, “How do | participate in meetings
when | am not able to attend in person?” When teleworking, there may be meetings
that you will not be able to attend in person, so it is important to ensure that you set
up conference lines, video chat, or Microsoft Lync ahead of time.

O If you are communicating from on-campus, it is important that coworkers can call in
and fully contribute to meetings. When planning meetings, assume teleworkers will
participate and be sure to initiate virual meetings by using the Microsoft Lync or
other web meeting scheduling functionality.

0 As a new teleworker, you may want to map out whom you will need to communicate
with on teleworking days and what you will need to be successful in those
conversations. You may also want o be extra diligent about communicating with
colleagues about work plans and timelines to be certain there is a shared
understanding of those plans even when you are working remotely.

0 situational Awareness
QO Be exira itive to those icipating in gs via the phone or video. Go the
extra mile to ensure that everyone has the same opj nity to access information,
speak, and be listened to. This will avoid a great deal of frustration on the part of all
meeting participants.

0 Trust—A Key Component of Teleworking
0 The key difference between the telework relationship and the in-office relationship is
that your manager cannot see what you are doing when you are working at home.
While work is what you do, not where you are, it all comes down to trust. By
choosing to telework, you own the responsibility of proving you have an exemplary
work ethic.
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STAFF GUIDE
- Virtual Etiquette

US Department of Energy National Laboratories

~al

As virtual meetings are becoming more prevalent across campus and while teleworking, it's
important not to forget meeting manners. In general, act as if you would in an in-persen
meeting. Don't multi-task and be the center of distractions. Make sure to act professionally
and be prepared. Keep in mind, that it's much easier to loose participation from distanced
collaborators- email and blackbermies become major distractions — 50 Keep virtual meetings
as on point and on time as possible.

Participants:

0 Pay attention. Minimize all oiher open windows not relevant to the meeting; especially e-
mails and chats. Key clicks while typing and audible, and asking to repeat topics covered
shows you are not engaged or care about the meeting.

0 Sounds are amplified. Snack bags, keyboards, and leather chairs all offer embarrassing
and distracting noises while on a call- keep them to a minimum.

QO Remember that people can see you in a web conference. Be aware of your
surroundings in your conference space (office or home) and your facial expressions-
everyone will get a preview.

Presenters:

QO Prepare. If you have visuals in your presentation, make sure the slides are working and in
order. With nothing else to look at, pariicipants can be more critical of mishaps.

0O Be conscious of internet speeds. If you are creating the presentation and decide to
include graphics, make sure the graphics are manageable for participants who may not
have fast internet connections.

O Introductions. Begin with a roll call that includes each participant's name, title and
location. Before sharing an idea or commenting on someone else's during the call, a
participant should state his name so others know who is speaking.

0 Watch the clock. The object of conferencing is to streamline communications and
increase productivity. Keep meetings focused by sefting an agenda with clear objectives,
and make sure each icil has a copy L

0 Control distractions. Be polite but firm with people who are talking too long or having side
conversations. Don't allow for conversation to wander- the point of these meetings is to be
more productive.

O Remember you are virtual. You don't have the advantage of reading visual clues to see if
everyone is on-board with topics covered in the meeting; make sure fo take logical breaks
to gauge interest and asking questions. "Does anyone have questions before we move
on?" and similar questions are suggested.

0 Announce the meeting close. Since attendees may not be able fo see all the visual
clues of a meeting ending, thank everyone for their time and recap deliverables.

16

O Microsoft's Telework Information

O Telework Exchange: Information for Managers

O Telework.gov: Basics for Managers
0 GSA's article: Telework as a Team Sport
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SAMPLE CANDIDATE ASSESSMENTS FOR TELEWORKING

NREL’s Candidate Assessment for Teleworking

Candidate Assessment for Telecommuting

ASSESSING THE JOB

For each of the characteristics below, indicate whether you agree, disagree, or don't know.

AGREE DISAGREE DON'T KNOW

The jobinvolves independent work in which the employee can [ | |
control his or her own work process and schedule.

The needs of clients and co-workers can be met while working
remotely.

and measurable outputs.

O ] ]
The job is results-oriented, with clear commitments and goals O O O
O ] ]

The job allows for a variety of technigues and technologies to
communicate effectively with clients, managers, and co-
workers.

The job does NOT require the use of resources that are O O O
accessible only in the office.

ASSESSING THE EMPLOYEE

AGREE DISAGREE DONT KNOW
The employee consistently sets and meets deadlines for O Il Il
accomplishing his or her work.
The employee exhibits a high degree of skill in time [ | |
management.
The employee is results-oriented, self-motivated, and works O Il Il
well independently.
The employee has enough job knowledge to work effectively [ | |
with minimal supervision.
The employee is successful in meeting commitments of the O O O
current position.
The employee communicates effectively with his or her O O O
manager, co-workers, and clients.
The employee has sufficient space at home for a virtual office O O O

workspace.

If you have responded "Agree” to the above questions, the employes is a good candidate to be approved for telecommuting.
If you have responded "Disagree” to one or more of the questions, you may consider a limited arrangement for this employee
or deny participation.
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SAMPLE HOME OFFICE SAFETY GUIDELINES

INL'’s Self-Certification Safety Checklist for Telecommuting Location and Inspection Sheet

Schedule D

Self-Certification Safety Checklist
For Telecommuting Location

(“Employee”) must self certify the safety of the off-site workspace at the
Telecommuting Location. The Emplayee shall complete the safety checklist and retum to BEA as a
condition of employment During the Employee’s employment with BEA. BEA reserves the right to
inspect the off-site workspace, after giving Employee one (1) working day notice, to ensure a safe
working environment for the Employee The success of the telecommuting arrangement depends on
the assessment of the workspace and the ability of the Employee to successfully complete the required
work responsibilities in this environment

Workplace Environment:

13. Is the office space neat and clean? Tes No
14 Are floor surfaces level. clean, dry, and free of wom or frayed seams? Tes No
15. Are carpets well secured to the floor and free of frayed or worn seams? Tes No

16. Is there a fire extinguisher in the home, easily accessible from the office
space (required)? Yes__ No

17. Is there a working (test) smoke detector within hearing distance of the
workspace (required)? Yes__ MNo

Computer Workstation:

applicable zoning regulations and/or restrictive covenants. | am attaching a copy of an insurance

certificate d g that I maintain (b ) (renters) inswance on the workspace that
provides a minimum of one undred thousand dollazs (5100,000.00) lisbility inswance per occumence.
(Circle One)

Employee Dare

Rev. 9: October. 2014 S10-

1 Does the space ssem adequately ventilated? Yes_ Mo 1. Is your back adequately supposted by a backrest? Yes_ Mo
2 s the space reasonably quiet? Yes  No 2. Are your feet on the floor or filly supported by a footrest? Yes__ Mo
3 Are all stairs with four or more steps equipped with handrails? Yes___ No 3. Are you satisfied with the placement of your meniter and keyboard? Yes Mo
4 Are all circutt breakers and/or fises in the elsctrical panel labeled 4. Tsit easyto read the fest on your computer screen? Ye: Mo
a5 to intended service? Yes_ Mo ’
5 Ts your work ded with tor? T I
5. Do circuit breakers clearly indicate if they are in open or closed position?  Yes ___ No O [ o work area provided with a surge protectos st
6 Do you have enough legroom at your desk? Yes_ Mo
6 Is all electrical squipment free of recogmized hazards that would canse < E —"—
physical harm (frayed wires, bare conductors, loose wires, flexible wires 7. Is the screen free from noticeable glare? Yes No
ruaning through walls, exposed wires fixed to the ceiling)? Yes__ No I
8. Is the top of i t eye level? ¢ i
7. Are electrical outlets 3-pronged (zrounded)? Yes__ No 1P of Lie screen at eye feve g
9 Ts there space fo rest your arms while not keying? Yes_ Mo
8 Are aisles, doorways. and comers free of obstractions to permit visibility ! —
and movement? Yes__ No 10. When keying, are your forearms close to parallel with the floor? Ye: No
9. Are file cabinets and storage closets amanged s drawers and doors do not 11, Are your wrists fxrly straight when keying? e Mo
open into wallways? Yes_ Mo : ’ —
12. Have you performed an ergo-smart study of your werk area? Yes_ Mo
10. Do chairs appear sturdy? Yes__ No
13. Have you defined your work area? Yes_ Mo
11T the space crowded with fumiture? Yes__ Mo
If Self-Cernification
12. Are the phone lines, electrical cords, and extension wires secured under a
desk or alongside 2 baseboard? Yes___No T certify that [ have carefully inspected the of-site workspace at the Telecommuting Location and | am
of the opimion that the workspace will allow me a reasonable opportunity to meet the position
Rev. 9: October. 2014 -8- Rev. 9 October. 2014 -9
recuirements of my employment with BEA [ also certify that the workspace complies with all Schedule E

Inspection by BEA Inspector

As an authorized inspector for BEA. I certify that I have carefully inspected the off-site work space at
the Telecommuting Location and 1 am of the opinion that Employee’s off-site work space is an
(acceptable) (unacceptable) work space fhat (allows) (does not allow) Employee a reasonable
‘opportunity fo meet his position requirements. (Circle one)

Note: Employee has provided BEA with an insurance certificate demenstrating that Employee
maintains adequate homeowner’s or renter’s insurance on the Telecommuting Location in the
amount set forth on the Safety Checklist. Homeowner's or renter’s insurance and any changes in
rates or coverage are the responsibility of Employee and not BEA.

Print Name of Inspector Date

Signature of Inspector

‘Comments {optional):

Rav. 8 October. 2014 -
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NREL'’s Teleworking/Home Office Safety Guidelines

Telecommuting/Home Office Safety Guidelines

INSTRULCTIONS

The following guidelines are for use by telecommuters in establishing alternative work sites. The telecommuter should discuss
this document with his or her line manager prior to the start of telecommuting. Employess and line managers are encouraged
to work together to establish a safe altemative work site.

FART 1- ALTERHATIVE WORKPLACE(S) - GENERAL SAFETY

a1

Are temperature, nodse, ventilation, and lighting levels adeguate for maintaining your normal level of job performance?

2.

Are stairs with four or more steps equipped with handrails?

are aiskes, stairs, doorways, and comers free of obstruction to permit visibity and moverment?

Is the office space neat, clean, and free of unnacessary items and excess combustiblas?

are carpets well securad to the floorand free of frayed or worn seams?

enopn g

will indoor and outdoor walking swrfaces be free of trip hazards, such as ice, pulled up rugs, pets, or chutter?

Is there a working smoke detector and fire extinguisher in the office area?

Ph.FlTl ALTERNATIVE WORKPLACE(S) - ELECTRICAL SAFETY

8

15 alectrical equipment free of recognized hazards that wouwld cause physical harm, swch as frayed wires, bare conductors,
or loose wires?

will the electrical system accommaodate the grounding of electrical equipmient ithree-prong receptacles)?

Do elactrical enclosures, such as switches, cutlsts, receptacles, and junction boxes have tight-fitting cowvers or plates?

Argthe phone lines, electrical cords, and extension wires secured and located in a manner to avoid trip hazards?

BE(E[®

Are surge protectors used for computers, fax machines, and printers?

PART 3- ALTERMATIVE WORKPLACE(S) - COMPUTER WORKSTATION

a3.

Have you completed the MREL online ergonomic training?

fre

Is your chair adjustable?

ag.

Dioes the chair provide adeguate back support?

af.

Are your feet flat on the floor or on a footrest when sitting back in your chair?

as.

Is your chair stable? (Wheeled office chairs should have a five-point base).

a8,

Does your chair have armrests?

5

A4

are your shouvlders relaxed and elbows hald close te the body?

z0.

Is your moniter screen positioned directly in front of you?

Is the monitor 18 inches to zo inches from your eyas?

Is the top of the screen at aye level?

Is the screen positioned to avoid reflection/glare?

Do you haveineed a document holder?

Do you hiave a wrist rest?=

when keying, are your forearms close to parallel to the floor?

&re your wrists faify neutral (straight) when keying?

arethe mouse and keyboard able to be positioned on the same leval?

Does the workstation provide sufficient legroom?

Are your forearms, wrists, and back of the knees free from contact with hard, sharp edges?

are freguently used itams, such as phones, within arm's reach?

Heow many hours per day will you be working on a computer/laptop?

Are you currently experiencing cumulative trauma symptems such as pain, numbness or tingling in your hands, amms,
shoulders, or back?

*MREL does not provide eguipment or supplies for use in the home office. Following the guidelinesin the ergonomics training
to set up an ergonomically suitable home office is weluntary.

aalzelis
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SAMPLE TELEWORK AGREEMENTS

INL’s Telework Agreement

Idaho Narional Laboratory
Telecommuting Agreement

This is  Telecommuting Agreement (Agreement) between Battelle Ener
doing business as Idaho National Laberatory (INL), and
(Employee). Employee will comply with the following provisions:

v Alliance, LLC (BEA),

1. Ar-Will Employment. Employment with BEA is at-will. This Agreement does not constitute a
contract of employment, either express or implied. The purpose of this Agreement is to outline
the terms of a special work amangement. Employee may terminate employment with BEA at
any time, and BEA may terminate Employee’s employment at any time for any lawful reason.
This Agreement is subject to review, modification, and/or termination at any time by BEA.

2. Work Assignment. Work Assignments will be provided by Enployes’s manager and can be
communicated in person, by phone, and/or by email. The frequency of meetings with the
‘manager at INL is at the discretion of the manager. Employee will complete all assigned work
according to procedures determined by the manager. Employee’s Position Description is
included as Schedule A, and Employee’s Objectives are set forth and included as Schedule B

3. Performance Standards and Evaluations. Performance standads and Employee’s
accountability for quantity and quality of work will be established by Employee's manager.
Evaluation of Employee’s job performance will be based on established standards

4 Td ing Location. The Tel Location will be City. State. (Include the
cation is outside of Idaho: The Emplayee 1s requived to complete Form
fion of State Tax Status”, prior to the commencement of this Agreement.)

322.06, “Declar

(Note: As the Employee’s telecommuting staius outside of Idahe may create a tax presence
Jor INL in that state or country, the Agreement may not commence until approvals from the
INL Tax Accountant and Legal Departuient aré abtainied. Sinilarly, an employee cannor
move to another state or conniry and perform work without prior approval by the INL Tax
Accountant and Legal Department. 4 minimum of 30 days advance notice is required prios
to a move.)

Approval of Employee's manager is required to change the Teleconmmuting Location to a
different state or comntry. Addifionally, 30 days advance nofice to BEA’s Tax Accountant and
Legal Department, including a new Form 322.06, “Declaration of State Tax Status.” is required
prior to Employee’s move to different state or country. Employee is not autherized to work in
a different state or country without these prior approvals.

5. Term of Assignment. The term of the telecommuting agreement shall be from through

unless terminated sooner. Employee’s manager possesses the umlateral authonity to
‘terminate the telecommuting agreement at any time. Any extensions to this Term of
Assignment shall be in writing and attached to this Agreement

Rev. 9 October. 2014 S1-

6. Type of Assignment. Employee will work from the Telecommuting Location on a full-time
{or part-time) basis_ (If parr-time, provide details of arrangement )

Pay and Attendance. All pay and leave will be based on Employee’s official INL position.
Emplayee's time and atteadance will be recorded as if performing official dutics at the INL.

8. Personal Leave. Employee must obtain supervisary approval for personal leave in accordance
with established INL policies. Employee agress to follow established procedures for requesting
and obtaining approval of personal leave.

9. INL-Owned Equipment. In order o perform work effectively, BEA will provide Employee
with the following

(list equipment here)

and any other equipment deemed necessary to perform job responsibilities (“Equipment”) for
use at the Telecomumuting Location and while on business travel. The Equipment must be
protected against damage and may be used for INL work nnl} Equipment will be serviced and

dby must be d with the INL's Property
Management Policy. and all Cyber Stc\mh- qu\memenls st be followed.

Before telecommuting, Employee must complete the Telecommuting Requirements Self-
Certification Checklist, included as Schedule C. Employee’s manager or INL's Information
Management organization may require Employee to periodically recertify Schedule C. In the
event Employee moves, a new Schedule C is required

10.  Workspace. Employee’s off-site workspace at fhe Telecommmting Location will be
considered an extension of the INL workspace. Before telecommuting, Employee must
complete the Self-Certification Safery Checklist for Telecommuting Location. included as
Schedule D. In the event Employee changes the workspace, a new Schedule D is required.

Employee’s off site workspace should provide adequate work area (i.e., table or desk), light,
telephone service, power, and temperatwre control. Additional requirements may vary.
depending on the nature of the work and the equipment needed to perform work

Employee must verify that the off-site work space complies with all applicable zoning
regulations and/or restrictive covenants.

Employee agrees to maintain safe conditions in the off-site workspace at the Telecommuting
Location and to practice the same safety habits in the designated off-site workspace as required
inINL workspaces.

As part of the ongoing monitoring process of this Agreement, Employee’s manager o7 2
designee will be allowed to inspect the off-sife work space, after giving Employee one (1)
working day’s notice. Drring that inspection, the manager ot designee shall complete the
Safety Checklist,

Rev. 9. October. 2014 _2-

Employee agrees to provide BEA with an insurance certificate demonstrating that
Employee maintains adequate homeowner's or renter’s insurance on the Telecommuting
Location in the amount set forth on the Safety Checklist. Homeowner’s or renter’s
insurance and any changes in rates or coverage are the responsibility of Employee and
mot BEA.

11 Costs. BEA will not be responsible for operating costs, home maintenance, or any ofher
incidental costs (e.g.. utilities), associated with the use of Employee’s residence as an office.
Emplayee will be reimbursed for authorized expenses incurred while conducting official duties
at the Telecomumuting Location.

12, Tuavel Expenses. Employee will submit business travel expense reports in accordance with
established INL policies and procedures for all laboratory directed business travel However,
travel to and from INL shall not be deemed business fravel. (De ¢ if travel to and from
Idaho will be reimbursed — which is unusual. Some managers opt o provide io critical out-af-

employees, especially if location benafits tha lab.)

13.  Workers’ Compensation. Employee is covered by workers’ compensation insurance if
injused in the cowrse of performing official duties at the Telecommuting Location. If Employee
incurs 3 work-related injury while tel the workers® laws of the Sfate
of Idaho shall apply. Employee must notify his/her manager immediately and complete all
necessary and/or management requested documents regarding the injury. BEA will not be
Lisble for injury to others in Employee’s home

4. Secwrity/Confidentiality of Information. Employee agrees to follow all appropiate INL
Tules and regulations regarding security and confidentiality of information, including computer
data and files security. Empln}ﬂ will apply approved safeguards to protect recards from
wanthorized disclosure or damage.

™

Work Hours. Work howrs are as follows: (modify as appropriate for agraement)
Work Days:  9x80s or as otherwise established with Employee’s manager
General Work Houss: 7 am to 5 pm or as ofherwise established with Employee’s manager

Emplayee agrees to obtain telephone and e-mail messages regularly on each scheduled
workday while teleconmmuting and to be available to other INL employees and customers as
needed during the work hours outlined in this Agreement.

16.  Orientation and Training. Employee is required to complete Telecommuting training as
provided by their HR BC prior to the commencement of this Agreement

licable Law. This will be under the laws of Idaho and any dispute,
claim, or litigation arising under or as a result of this Agresment will be brought in an
‘administrative agency or court of competent jurisdiction in Idaho applying Idaho law without
regard to its choice of law provisions. Employee also agrees to submit to personal jurisdiction
1n the state of Idaho and to venue in 1ts courts.

Bev. 9. October. 2014 _3_

By signing below, Employee certifies that hie/she has read this Agreement and the INL Telecommuting
Procedure (LWP-25702), and Employee agrees to abide by the terms and conditions of this Agreement
5702, the terms of which BEA may unilaterally modify at any time without nofice.

also agrees to abide by all other policies and procedures, as well as local, state, and federal
laws and regulations, including zoning laws and protective covenants. A copy of this Agreement shall
be placed in Employee's official persomel file.

Employee: Date:
Manager: Date:
LMT Member: Date:
HE Business Consultant: Date:
Artachments

Schedule A - Position Description
Schedule B - Objectives

Schedule C - Telecommuting Equipment Requirements Self-Certification Checklist
Schedule D - Self-Certification Safety Checklist for Telecommuting Workplace
Schedule E — Inspection by BEA Inspector

Copy of Homeowner s/Renter's Inswance certification

Form 322.06, “Declaration of State Tax Status”

Rev. 9. October. 2014 4o
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NREL’s Telework Agreement

ional Renewable Enery Labora: [ BTy

Nati
TELECOMMUTING AGREEMENT

Employee asumesful esponsloiy o damage o is o hr pssonalo el propeny at might acer 3 3 resU of werking at e

o workgace. Workers compensaton \d!\\rtym:lyzpply o c-relted s hat cucurwile working under 30 poroved
INTRODUCTION on-thejob that ocours at the agreed upon home workplace and during the
- e S ears e oventof o S the employee must follow the injuryiliness reporting process outined n
is 5 an agreement between the Alliance for Sustainable Energy. LLC [“Alliance") and its employee. Your Name. for the purpose of agreed ups
establishing the tems and conditions undervdun!l the emgloyee will telecommate. This agreement is not a contract of employment. Laboratory-leve! procedure 6-6.3 Nofificaten, Investigation, and Reporting for Events and Issues. The employee must n
progra privieg - . is voluntary, and may be ferminated at and ther line manager f 3 work-related injury aceurs, NREL has the right to physically
paty Elwuwh-hrvfw i g < e employee's line assess the designated workspace 35 part of the accidentiincident investigation process.
manager as directed in Laboratory 5 Tel Upo it the emplopee ' lighle [[EFFECT OF FAILURE TO FULFILL THE TERMS OF THIS
ricipate, lmsa yreement is approved by the = 2 et Ine mahagis i aesovdance wit Lol racedure 5-1.5
elecommatng pprovsany ""’h’“ o oty velp This agreement il be temminaed f e employee fais o ffl s lems or terms at his or her | ger's
disoreton. Temination o protect equipment. records, andlor data may result in
[ msTRuCTIONS drsciplinary action.
Employee. Complee s form and subit 0 your G e manages o review and approval. [ cERTIFICATION
Line Manager. Approve or deny and ; file for one year L the |herewnenﬁymuhammada.dunmsmudmtemﬁ and conditions of this agreement and Laboratory-level procedure 5-1.5
agr t.Send copies of approved agreements to MEM ation is accurate as of this date. Iundersl:nd that applicable guidelines may
[AGREEMERT EFFECTIVE DATE | m.gemneaunea that may moify this agreement_ | agree to abide by such changes. I this agreement is teminated by the e

manager or employee. an email must be sent to ARance/NREL payroll 3t

The stant date for this agreement is Insert start date. Employee may teminate th ater
nofice to his or her line manager. Employer may temminate or akter this agreement at any time, wihout cause. ‘wpon nofice fo emplayee.

[TeL LOCATION ] Employee e

Whis loyee's location w home address.
NOTES
« Ifthe home address is in one of th ipalities, or another jurisdiction that asimilartax, the employes may be

subject to an Occupational Privilege Tax (e.g.. head tax): Aurora, Denver. Glendal nwood Vilage. and Shendan. Where Line Manager Date

appicable, the Offce of Chief Financial Officar (OCFO) withholds the ic from the employes’s paycheck. Distribution of Agreement

‘These taxes difier by sty but are typically ~35imonth or less.

Orginal o directline manager

+  Bysigning that he or she from the home address provided above. Ifa

change in mebelemmmumg l:x::mnn is neaded, the employe must mmp\ebe and submit for direct line manager approval. a Copy to employee

revissd 10 3 changs in location. Send copies to: (OCFO (Payroll) - Payroll@inrel gov
Il EEEC ol Human Resouroes Office - Human Resources(@nrel gou
Employes il perom work ssignmens 32 3graed upan wih hisor her direc Ins mansgar. Employee wil have appmprme

ources avaiable, o acoess to 8 Employee wil
i r phone i heurs ot work, £ pl EL equipment and Tecorcs and o s equipment
200 resarsfor offiil busness whie elecommutng. Employee wil mamm a saﬁz conition af s orher home wearkplace
the Hom of dure 515

Telecommuting) prior to telecommuting and when changes occur that may amme sziery of the work environment. Employee wil
k==p NS or her Nome workplace hazard-free and reasonably free of non-work-related distractions.

[HOTICE OF CHANGE IN APPLICABLE GUIDELINES ]
This agreement will be subject to changes upon notice.

TIME AND ATTENDANCE ]

A copyofthis sgraemant wil When employe: ir fimesheet 35 though they are
NREL. In the event of a Laberatory closure. the employee's tme may ot be chalgedln Laboratory Closure i telecommuting on the
o day and under an approved T Agresment.

[[PAY. LEAVE. BENEFITS, AND WORK HOURS |
Pay. leave, and benefils will not changs dus o partcipation = this

RESOURCES PROVIDED |
A completed and sporoved Propery Pass must socompany Depsrment of Energy and NREL-owned squprment i s used in 3
‘telecommuting smangement. Required resources that ars not authorzed as part of tis agresment will remain the expense of

=mpioye.

EXPENSES ]

NREL is additional . such as i insurance, or utift
telecommuting such as intemet accass.

FI086-E02/2015) Page 1oz FI056-E[09/2015) Pagezorz
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ORNL’s Telework Agreement

US Department of Energy National Laboratories

Oak Ridge National Laboratory
Alternate Work Location Agreement

approved annually from the date of implementation.

DATE:
Request Type: Temporary Remote Employee ?

Initigl D or Extension ljl

UT-BATTELLE

The following constitutes an agreement between UT-Battelle, LLC, Oak Ridge National Laboratory (ORNL) and employee who
agrees to follow the terms and conditions of the Alternate Work Location Program. This agreement must be reviewed and

4

Employee Name:

Position Title: Division:

Employee Number:

Manager:

Employee and supervisor have read and agree to abide by the Alternate Work Location Subject Area. ORNL management
concurs with employee participation, and employee agrees to adhere to the applicable guidelines and policies.

Personal Residence I:,

Employee understands that they must obtain supervisory approval of any absence or time away from work in accordance

Non-exempt employees must obtain approval for overtime in advance. By signing this form, employee agrees that failing

2. Explain nature and purpose of arrangement:

3. Employee agrees to work at an Alternative Work Location for a period not to exceed one year.
Begin Date End Date

4. Employee’s work schedule will be:
(At a minimum, this should cover the normal hours and days for each work site, and any arr 1t for flexibility of schedule.)

5. New Work Location:

6. Will ORNL be providing Office Equipment and/or office supplies? NO [ ] YES[] Ifyes, attach list.

7. Does employee have aworkvisa? NO[] YES[C]  If yes, employee will need to contact Immigration Services.

8. Employee's supervisor has approved the employee's work schedule and arrangements have been made to record the
employee's time and attendance.

9;
with established procedure.

10.
to obtain proper approval for overtime work may result in cancellation of the Alternate Work Location arrangement or
other appropriate action.

11. ORNL will not be responsible for operating costs, home maintenance, or any other incidental cost (e.g., utilities) whatso-
ever associated with the use of the employee's residence.

12. Employee will receive work assignments and review completed work as agreed to with their supervisor and documented
in the employee's performance plan.

13. Employee's job performance will be evaluated based upon agreed-upon criteria and milestones as established with their
supervisor.

14. Employee may request to change their work location or return to an onsite work location at any time. Management must
agree that an onsite work location can be arranged, particularly if this agreement is terminated early.

15:

Management has the right to terminate the Alternate Work Location agreement if the employee's performance declines
or if the arrangement fails to meet organizational needs.

Teleworkers are encouraged to sign up for the Smart Trips program at https://www.logknoxsmarttrips.org/public/
Home.aspx to help ORNL collect telework and environmental metrics. By logging your telework days, you also become
eligible for Commuter Rewards including movie tickets and gift cards to local merchants.

IF MOT APPROVED, ATIACH JUSTIFICATION.

SIGNATURE (Employee) DATE
SIGNATURE (Manager) DATE I 7 | APPRQVED
El DISAPPROVED
SIGNATURE (Division Director) R DATE D APPROVED
E] DISAPPROVED
SIGNATURE (HR Manager) DATE D APPROVED
D DISAPPROVED

DISTRIBUTION: ORIGINAL TO: Division
Human Resource Manager ORNL-591 (9/2014)
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PNNL'’s Telework Agreement

N

PNNL Telework Agreement Pacific Northwest
MATIONAL LABORATORY
A/2812016 Prowdly Otperated by Bale{le Since 1965
HOI: Reguest and Maintain a Telework Agreement HDI: Alternative Werkplace

Staff Mame Croskrey Kayla D

Staff Employee ID 209033 Job Title HR Generalist

Work Group Human Resources Division

Telework, and the associated policy, is for a recurring telework schedule. It is not applicable to Bargaining Unit staff or for a
staff member whose official workstation is in the home full-time (See AWA in HDI link above). By signing this agreement, the

staff member confirms that s/he has reviewed, understands, and agrees to ahide by the requirements of telework expressed in
the Telework Training, Policy, and conditions from management.

Terms of Telework

This Telework Agreement is not a contract of employment and does not provide any contractual rights to continued
employment. It does not alter or supersede the terms of the existing employment relationship. The staff member remains
obligated to comply with all company rules, policies, practices, and instructions that would apply if staff were working at the
regular worksite. Work products the staff member develops or produces while teleworking remain solely the property of PNMNL.

Evaluation
Teleworkers will be asked to participate in PNNL study inguiries, reports, and analysis related to the telework program at PNMNL.
Teleworkers are obliged to comply with all rules, instructions and adopted practices.

Termination of Telework Agreement
The telework option may be discontinued at any time by either the staff member or the manager. A termination of telewark
agreement must be reviewed, signed and submitted.

Telework Comments: (i.e. | will be feleworking Fridays)

AuthorSignature

Submit v | G
Approval Signatures - J I—Dl

Approvals are electronically captured within the Approvals system and will be populated below upon
completion of the approval process. The originator, along with appropriate personnel, will be notified and
distributad a final copy upon completion. Use the following url to check on the current routing status upon
submittal. hitps: fapprovals.pnl.gov

Role Name Date Approve?




ENABLING A MOBILE WORKFORCE: How to Implement Effective Teleworking at
US Department of Energy National Laboratories

SAMPLE TELEWORK TRAINING MODULES

PNNL’s Telework Training for Staff

Telework Training for Staff (Course#2356)

Welcome

Page 1

About This Course

‘Welcome to course #2356, Telework Training for staff. This course is intended for you to
receive the knowledge necessary for teleworking. At the end of this course, you shouki
understand what goes into being a good teleworker, and if teleworking is the right option

for you

Instructions: To get the most from this briefing and make the best use of your time:

Complete each section in the order outiined in the following table of contents.
After completing any topic, you may stop and retumn to the training later.

Review the leaming objectives at the beginning of each section to ensure
effective leaming

To ensure you receive course credit, follow the instructions at the end.
Average course completion time: 30 minutes

Questions: Please contact Kavla Croskrey (kayla.croskrey@pnnl.gov) (509) 375-4479,

Welcome

Page2
Introduction

Telewarking refers ta a work flexibility amrangement under which a staff member
performs the duties and responsibilties of their position, and other authorized activities,
from an approved worksite other than onsite at Pacific Nortwest National Laboratory.
Increasing the use of telework amrangements at PNNL can improve productivity, job
satisfaction and retention. Our commitment to these flexible workplace options shows
thought leadership and helps enhance PNNL's reputation with our DOE customer.

While there are many benefits to teleworking, it is not viable for everyone. At the end of
this course, you should understand what goes info being a good teleworker, and if
teleworking is the right option for you

If you have any questions throughout the course, click the mail tab in the upper
righthand corner. Or, refer to PNNL's teleworking website, Flexible Workplace
Community, and Reguest and Maintain a Telework Agreement for further information.

Telework Website: 1.pont W/Pages/T ing.asp
Request and Maintain a Telework Agreement:
hitps:/fhdi pn. i 7 ID=85221A57-3E4E-490F-91AA-095EC054
FDB4

Welcome

Page3
Telework

The start menu below shows the topics to be covered in the training. Click on Benefits
of Teleworking Below to get started

» | [Benefits of [l
b ‘eleworking {

rzl
ju=|
Ll

Benefits of Teleworking
Section 1

Page 1

How Teleworking Benefits You and PNNL

The goal of & telework envirsnment is to optimize the ability to compate and innovate in a rapidly
changing markstplace. By deciding to telework. you are taking an important step to drive
innovation, growih, and exceptional service delivery. Namely here are 3 few benefits of
teleworking:

Work Across Boundaries of Time and Space
The evelving werkplace allows PNNL to attract and retain the most talented individuals from
around the world by eliminating geographic restrictions. As teleworkers, individuals can now
collaborate with others across the globe, from their home, while on the raad, or from other remote
lecations.

Improve Workplace Efficiency and Effectiveness

By increasing the mobility of workers, staff will be able to work from & multtude of locations and
allow for increasing their productivity as well as work-lite balance. An example of this would be no

loss of hours due t inclement weather or a minor iliness.

Increase Team Engagement and Satisfaction

option sends a = leadership trusts its staff members to parform
their work duties in a location best suited for high productivity. This trust naturally translates into
increased engagement with management, team members, and chers, resutting in a cycle of
increased team performance and individual work satisfaction,

Further Decrease Our Organization's Carbon Footprint

Telewark allows organization planners to rethink the efficiency of workspace, offering the
patential for significantly reducing the amount of space and energy that is needsd to support work
activities. Telework can also allow participating individuals the choics to work from & home office
or alocation closer to home, not only reducing the time and frustration and costs of the commute,
but also emissions for every trip. telewark
completely re-cefines the term "mesting.” reducing o completely eliminating the inconvenience.
cost. and time of travelling to meeting rooms across campus. town. or the country to meet.

Section 1
Page 2
Let's Talk Numbers

The average gas price in 2015 was $2.64 per gallon, or $0.12
per mile. The total cost of vehicle operations per mile is $0.58.
The average round trip commute for PNNL employees is 25
miles_The US average MPG in 2010 was 22 4. That's saving
roughly $800 per year, and 1,145 miles avoided!

Still not convinced? Try it with your own commute on this
telework calculator!

Telework calculator hyperlink:
hitp:/itools.govieop.com/telework-calculator.php

Benefits of Teleworking Objective:
+ Recognize the benefits of teleworking for both the lab and yourself
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Logistics
Section 2

Page 1

Teleworking Agreement

A telework agreement must be signed by both you and your manager
prior to starting to telework. A telework agreement ensures that you and
your manager have had a conversation about the details of your
telework plan, and that you are properly prepared to start teleworking. A
telework agresment means you have taken the required training,
assures you have a safe alterative work location, and assures you
have the proper equipment and software needed

An approved telework agreement protects you and your manager -
proving that the conversation took place and you are approved to
telework in a safe, distraction-free location

For more see the Telework Agreement HDI Workflow.

Telework Agreement Hyperlink:
hitp:Neforms.pnl server/PNNL Telework Agreement

Telework Agreement Workflow:
hitps:/fhdi pnl.gov/document/B5221A57-3E4E 480F-81AA 095ECO54FDB4/FCCD4DES-
BEEC-4A4E 82ES ACF0E9105C4D aspx

Section 2
Page 2

Measurement

all through their primary PNNL office. In order for it to count as teleworking, ¥
the worker nesds to be logged on for greater than 6 hours, any day
Monday through Friday. In addition, they must not have proxed into
any buikding on campus throughout the day. The user must also not
have been on business travel

\
Teleworking means the user is logged in from a nen-work location, and not at o ‘@1 \

Logistics Objectives:
. Understand the significance of a teleworking agreement
. Describe the measurements of what it means to telework

Eligibility

Section 3

Page 1

Job Traits for a Teleworker

Primarily, a job is evaluated for eligibility. If the job tasks can accommodate telswork,
then the job is eligible for telework. Ultimately your manager is responsible for evaluating
job function eligibility and will advise you whether your job is eligible. Read the table
below to get an idea if your job is sligible.

Good Job Traits for Teleworking Job Traita That May Not Fit for
Teleworking

¥ Project-oriented work O Tasks that are difficult to measure

< Computer programming O Tasks involving access to materials

¢ Telephone calling or information that cannot be maved

« Audtting reporis O Tasks requiring on-site equipment

/' Planning and scheduling O Situations where face-to-face

/' Dala processing and analysis interaction is required

O Remote work is an unacceptabie
security or confidentiality risk

 Reviewing proposals and written
reparts

#  Sufficient number of tasks that ean be
accomplisted away from the office (e g
reading, word processing)

Section 3

Page2

Individual Traits of a Teleworker

PNNL understands teleworking is not for everyone. There are certain personality traits
that are important to have if you are going to incorporate teleworking into your weeks.
Look at the table below to see which traits match your personality.

ity Traits of a ity Traits That May not Fit for
Teleworker a Telework
/ Requires minimal supervision Q Prefers a stuctured environment or
¥ Productive at altemate workplaces guidance
7 Seftmotivated, well-oganized and Q Not comfortable using the required
highly productive technology (ie., remote in, Lync,
v Self-starting and comfortable operating connected)
independently O Prefers in-person communication (with
/ Doesn't nesd a structured environment  Manager, co-workers, and customers)
or guidance O Likes the availability to socialize in the
' Possesses strong time management office or are aious withodt
skils companionship
/ Solves problems independently before
aslang for help
/ Communicates well with 2 manager, co-
workers and customers e s
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Section 3

Page3

Regular vs. Situational Telework

Some jobs at the lab may not allow you to telework
regularly. For example, being a scientist, you would
not be able to work on your experiments at home.
However, you may be able to fil out your lab report
from home. If you feel your job requires all day,
on-site time, situational teleworking may be best for
you. Read the definitions below of regular and
situational telework to determine how you would best perform teleworking.

Telewark

Regular Telework: Sets you up to operate fully, as if you were in the office. You wil
attend regular meetings, answer phone calls, and be just as aceessible as you normally
would be. It also happens ‘reguiarly’, on a set schedule (e.g., once a week) not just when
you think of it or when it is necessary. Even if you've been a situational teleworker,
regular teleworking s different and requires diligence and practice to become a fully
operative teleworker.

Situational Telework: usually on an "as nesded” basis. For exampie, you may
situationally telewark when you have @ home repair emergency, a sick child, or a project
you really need to work on without interruptions.

Itis important to recognize the differences between situational and regular telework to
see which best suits your work role and style.

Section 3

Paged

Your Home Workspace

Click on the numbers on the bottom to leamn best practices for your home workspace set

up.

Introduction ("]
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(am«]mlsiﬁ(welolhrm,w A% by cliking on
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Section 3

Page 5

Challenge

Household Challenges

Description

There are some household challenges you may face with teleworking. Read the table
below for techniques on how to overcome them.

Overcoming the
Challenge
Discus: ithail

pting
Pattems

Sharing the Home

Working y disrupt |

Others being presentin the

| balance the need for home

activties and responsibities win
the goals of maintaining an

| eflectve. professional, safe. and |
| secure home-based work
| environment.

Establish physical and

a quiet and produciive home

office work environment.

ganizing pace and
Materials

Eligibility Objectives:

.

overcome them

WOrK,

1y
home environment

| Consider how you can best

how your workspace, malerials
and g

interact
your office layout, where the
i and

Define Regular vs. Situational telework

| what materals youneed 1o go
| your job eftecavely

*  Identify the traits of a teleworker and the work style that enables teleworking

Explain the aspects of what your home workspace should look like
Identify some of the household challenges that come with teleworking and how to

Expectations
Section 4

Page 1

Managing Your Availability

One of the many benefits of teleworking is the greater flexibility in how, when, and where
you work. This freedom however needs to be balanced with the needs of your projects,
manager, coworkers, and customers. Begin by establishing your communication and
availability commitments upfront with your manager and cowarkers. Be sure to:

Maintain your regular work hours an your telewark day

Ensure you are available for established core work hours so that you are
accessible o colleagues and customers.

Develop a strategy for balancing required team and
customer exchanges, quist work, and unscheduled or
informal interactions.

B
-

Set boundaries between your work and personal life

Set expectations about when you will and will not be
available to minimize excessive off hours contact.

Set up childcare amangements just the same as if you - H
were in the office.

Note: Remember that teleworking is @ privilege, not a right. Your telework agreement
can be revoked at any time for poor performance.

Section 4

Page 2
Communication

With fewer distractions and not being right down the hall, it is sasy to lose
communication on your telework days. It is essential to stay in just as much
communication with your coworkers and manager as if you were in the office. It is your
responsibility to take the initiative and remain in regular contact with your manager,
coworkers, and customers. You may want to schedule regular talks with your leader to
check-in or to discuss project work and make time for collaboration and idea-sharing

with your network.

Conferences

Section 4

Page3

[ Challenge
Visibiiity in the
| Organization

Interaction and
Collaboration

Teleworking Challenges

There are a few guidelines to follow when logging onto a
conference call. Since you are relying on technology, it is smart to

set up and test the spearkerphone, web connections, and any

other communication tools you have before the meeting starts, so

you are fully prepared. Try to join the conference call a lttle early,

50 others are not waiting for you to join. Reduce background noise

as much as possible while on the call (barking dogs, children,

radio, etc.,), and mute the phone when you are not speaking to ensure others are not
hearing any background noise of yours.

There are some unavoidable challenges to teleworking. Read the table below for
possible challenges, and how to overcome them.

Description Overcoming the
Challenge

Telework may requce your | Be a consistent contributor

visibility among your peers  Make regular first contact

and management. ‘with your manager and team
members, ana stay engaged
wAth key INOiguals

Telework

approach to interaction and
collaboration witn team
members.

Meetings

¥
managing meelings
becomes a particular
challenge forteleworkers.

what
tools are available (e.g
Lync); use these.
communication tools
proactively.
Leamn 10 use virtuial meting
tools, follow guidelines for
leading and participating in

5. and attend

meetings in personir
needed.

Section 4

Page 4

Evaluating Progress

Expect a Trial Period:

When you are beginning your telework process, expect a trial

period where you will frequently meet with your manager to
discuss how things are going. Some guestions can include:

1. What aspects of the work you do can be effectively C p
performed from an altemative work site? L

2. Does the schedule work for you, your manager, your s
coworkers, and your customers?

3. Is the quality and quantity ¢ werk up to your manager's expectations?

4. Do any of the specifics in the telework agreement need to be changed?

Frequent Evaluations

You should discuss with your manager how your progress will be monitored, and how
your level of access will be the same as your coworkers. These mechanisms should be
detailed in the telework agresment. Make Sure you and your manager review the details
of your telework agreement early, and revisit them as often as needed.
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Section 4

Page 5

Ensuring Accountability

Some managers may want to know what you will be working on while teleworking, to ensure a
reasonable amount of productivity is made on your telework day. If your manager prefers that
route, consider sending an email beforehand. View the interaction below highlighting key points of
2 sample email to send.

Teleworking Agencia Email

manager you are
D Marager, il bl to znswer any
questions regarding your

Z % > z 1
‘ : tolework schedule of
project

followring duriog my teiework coy

T it cqet o e -
21 wibflh the rough daftof my onkioe st repor s send i 10 Bob fo tesfew
3 | uilboginraseach for reject ¥

Paasa feot free to][0ach oLz o me vath any quactions| Thanks.

John Smitn
Resoarch Sclareist

Expectation Objectives:
* Give examples of how to manage your availability
* Recall the of keeping i and calls

*  Summarize what should go into an email to your manager about teleworking

. ize some of ing and how to overcome them

Mobility Best Practices

Section 5

Page 1
Connecting With Others

Maintaining a connection with others is a critical part of any job, and
becomes even more critical as telework increases. Consider the following
for effectively connecting with others:

* Know when it's important to come in the office: If you have a
regular telework day, but an imperiant meeting comes up; modify
your schedule. Part of balancing telework is knowing which = 2
meetings you can attend virtually and which ones need to be done in person.

Update your contact list: Keep your cell phone and other communications
devices current with contact information of those you will need to talk with while
teleworking.

Update your calendar and availability status: Update your outlock calendar to
ensure others have accurate availability information. Also be sure to update your
availability on Lync.

Have a telework partner: Find a colleague that is supporiive of telework to
ensure you are connected during meeftings and that materials are being shared
electronically in addition to paper copies.

Section 5

Page 2

Mo

ity Tools

Consider using a mobile bag for your teleworking nesds. Ideally,

your mobile bag will contain all you need to be highly productive and
yet should remain physically manageable. Consider the following as
you plan, acquirs and use a mobile bag most suitable to your nesds.

+ Bag Size: Robust enough to canry all you will need yet remai
organized and manageable.

<

Bag Type: Recommended padded bag to avoid damage to contents. If traveling
lightly, select a bag with a shoulder sirap. Consider using a backpack or bag with
wheels if you have more items than you can comfortably carry.

“

Contents Review: Regularly review the contents in your bag to ensure you have
everything you nesd before teleworking. A few sample items can include:
% Power Cord

< Flash drive

+ Any necessary connected equipment (i.e., bluetooth ear piece)

Section 5

Page3

Telephone Use

Use the call forwarding option to get all of your office calls, and consider giving your
cell-phone number in case of a technology failure. Enrolling in Connected is another
option, 50 you can access your work phone and Lync contacts anytime, anywhere, on
any device.

NNL will not provide an additional stipend or give you a stipend to pay for
teleworking communications over a personal line. Consider using Lync or Connected
to avoid using personal minutes.

Watch the video below on creating a rule to forward your phone on your telework day via

mic.pnl.gov.

% Inteaacrive Ineuicencr | CEe— 1

Messaging INteraction Center i  asswmssse  Gpowmw  Logmt b

Welcome, Brianna Chase Your status s Araruoie

Interaction Rules. Croats New A

b ol R

Orter Enabled Type Neme Condmons A
lck s Crnme e Catl i

Order Embied Type Mame Condions Actons Edii Deiese

» | 0001 0200 deuil 33

Connected Hyperlink: https://connected. onl.gov/
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Security Infermation

Section 5
Section 6
Page 4

Page 1

Electronic Filing
Classified and Controlled Classified Information

Efficient electronic filing is fundamental to an
effective mobile workplace. Try to regularly purge
and eliminate as many paper-based files and
materials by scanning documents and keeping

designated limited areas. Working on controlied unclassified

Classified information can never leave the Laboratory or its W
information while teleworking, is up to the discretion of your manager

i & =
slectronic documents and files. Consider utiizing sk yoursel the questions below i determin if your workload s .
PNNL resources like Share Drives and ShareP compatible for teleworking:
sies to save these files in the cloud' so you can access them anywhers. Controlled Unclassified Information: s

Share Drives Hyperlink: myshares prl gov 1. How are you going to meet the protection requirements for controlled unclassified
il i nl.

hitps-W/spser aspx information?
Classified Information:
1. What percentage of your work falls in the unclassified space? Are you able to
bundle that work inc one day a week for teleworking?
ty Best Practices Objectives: 2. What is the likelinood that you might accidentally slip info classified space or
+  Recognize the importance of connecting with others while teleworking unknowingly producs classified work while at home?
+ Listthe aspects of a mobile bag 3. How often do you have unscheduled classified phone calls or meetings?
*  Recallthe options of telephone use (i.e., Lync, mic.pnlgov) 4. Do you have duties that require you to be "on-call”to handle classified materials
+  Understand the resources available for slectronic fiing such as being an ADC?
Section 6
Page 2

Network Access

Only use wireless access points (APs) that are IT approved and
managed. L APs could allow access to
organizational resources, posing a serious security risk.

When you are logged into PNNL through remote access, be carsful of
what else you have or allow on your computer as it could get onto the

PNNL network Summary
If you are connected to two networks (2.9 muiti-homed, remote access info PNNL and

still able to access devicesiservices from your home o public network) things that come Summary

in over the home network could jump on to the PNNL network. An example of this would

be trying to access a site blocked by PNNL. The computer would stil ry to get to the site Page 1
through the home connection which is seen by the computer as a second avenue_ For

more information on how te connect remotely, see PNNL's telework website, Flexible In Review...

Workplace Community.
You should now have a better understanding of what teleworking invoives, and tips for

Telework Website: hitps: -pnl.govisites/FW/Pages/Teleworking.aspx being as productive possible. In review of this course, you should recognize if you are
efigible to telework, and if your current workload allows for it. With that, you should

Section § understand what is expected of you s a teleworker, and that it is a privilege, not a right.

Page 3 If you have any further questions after taking this course refer to:

Laptop Security Guidelines PNNL'’s Telework Website, Flexible Workplace Community

Portable systems are the target for theft around the (htips:/spteams1.pnnl.gov/sites/FW /Pages/Teleworking aspx)
world. Following specific guidelines before removing
laptops from PNNL premises will minimize the risk of
data loss. Here is some guidance to remember before
taking your laptop home

Request and Maintain a Telework Agreement - HDI
(https:/ind. prl.govindifBook View.aspx? ModellD=85221A57-3E4E-490F-91AA-095ECO5
4FD64)

Kayla Croskrey, Telework Subject Matter Expert and Telework Advocate

*  Record the serial number and keep it on hand in (kayla.croskrey@pnnl.gov)

the event the laptop s lost or siolen

Encrypt your laptop with BitLocker before taking it
offsite

Report lost or stolen aptops (and other organization property) immediately. This
will assure that cerfificates assigned to the machine are deactivated, preventing Summary
unauthorized access

Page 2
Lessons Learned: Cyber Security: Safequsrding PNNL network and information whils Telework Agreement
teleworking
Lessons Learned: htips-/flessons. pnl gov/oe aspx?id=26238 asid=24 You may not complete this course until printing out the Teleworking Agreement. You

Should then mest with your Manager to discuss your teleworking plan and then sign to

route for signatures. The right arrow navigation will appear when you open the

n Objectives: teleworking agreement.

+ Igentify if your classifisdicontrolled unclassified information workioad is
compatile for teleworking

Security Informati

Understand the netwark access for teleworking
Recall the guidelines regarding your laptop before taking it home: Open Teleworking

Agreement
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PNNL'’s Telework Training for Managers

Telework Training for Managers (course #2357)

Welcome
Welcome

Page 1
About This Course

‘Welcome to course #2357, Telework Training for Managers. As a manager, your
primary role in the Telework Option is to provide quidance and support to staff who are
interested in teleworking, so they are successful. This course is intended for you to
receive the knowledge necessary for teleworking, and for how to best manage your
teleworking staff. At the end of this course, you should be able to determine a staff
members eligibility for teleworking, and if iney are, how to best manage them during their
teleworking days.

Instructions: To get the most from this briefing and make the best use of your time:

+  Complete each section in the order outiined in the following table of contents.
After completing any topic, you may stop and return to the training later.

+  Review the learning abjectives at the beginning of each section to ensure
effective learning.

To ensure you receive course credit, follow the instructions at the end
Average course completion time: 30 minutes

Questions: Please contact Kayla Croskrey (kavla gov) (509) 375-4479

Welcome
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Teleworking refers to a work flexibility aangement under which a staff member
performs the duties and responsibilities of their position, and other autharized activities,
from an approved worksite other than onsite at Pacific Northwest National Laboratory.
Increasing the use of telework amangements at PNNL can improve productivity, job
satisfaction and retention. Our commitment to these flexible workplace options shows
thought leadership and helps enhance PNNL's reputation with our DOE customer.

s @ manager, your primary role in the Telework Option is to provide guidance and
support to staff who are interested in teleworking, so they are successful. This course is

intended for you to receive the knowledge necessary for teleworking, and for how to best
manage your teleworking staff. At the end of this course, you should be able to
determine a staff members eligibility for teleworking, and i they are, how to best manage
them during their teleworking days.

It you have any questions throughout the course, cick the mail tab in the upper

righthand comer. Or, visit PNNL's teleworking website, Flexible Workplace Community
and Request and Maintain a Telework Agreement for further information_

‘Websi

pnnl govisites/FW Page: ing.aspx

https:i/hdi.pnl.gov/hdi/BookView.aspx?ModelID=85221A57-3E4E-490F-91AA-095ECO54
FDB4

Welcome

The start menu below shows the topics covered in the training. Click on Benefits of
Teleworking Below to get started

Benefits of Teleworking

Section 1

Page 1
Realizing the Benefits

/As a manager, you set the tone for your team. By embracing
telework as a work strategy, you are establishing the foundation
for your team's success. Implementing a telework option within
your team has many benefits. It can help drive a betier work-lfe
balance, and has a positive impact on our environment and %
community. Other improvemants within your team can be seen
with:
&

Peer-to-peer camaraderie and teamwork

Individual and group performance

Ability to save time commuting across campus for meetings; saving project time
and money through screen sharing and virtual mestings

Individual effectiveness and productivity

Internal workgroup communications

Fleaibiity and service

Collaboration tools and technology literacy

Section 1
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How Teleworking Benefits You and PNNL

The goal of a telework environment is to optimize the ability to compete and innovate in a rapidly
changing marketplace. By embracing telework. you are taking an important step o drive
innovation, growth, and exceptional service delivery. Namely here are a few benefits of
teleworking;

Work Across Boundaries of Time and Space

The evolving workplace allows PNNL to stirsct and retain the most talented individuals from
around the world by eliminating geographic restrictions. As teleworkers, individuals can now
collaborate with others across the globe, from their home, while on the raad, o from other remote

{
| I

locations.
Improve Workplace Efficiency and Effectiveness

By increasing the mobility of workers, staff will be able to work from a multitude of locations and
allow for increasing their productivity as well as work-Ife balance. A great example of this is no
loss of time due to inclement weather or a minor iliness.

Increase Team Engagement and Satisfaction

The telework option sends 3 message that PNNL leadership vusts its staff members o perform
their work duties in & location best suited for high productivity. This trust naturally tanslates into
increased engagement with management. team members. and others. resulting in a cycle of
increased team performance and individual work satisfaction.

Further Decrease Our Organization's Carbon Footprint

Telewars all fon planners o rethink of workspace, offering the
potental for significantly recucing the amount of space and energy that is needsd to support work
activities. Telework ean alsa allow participating individusls tha choice to wark from 2 home office
or a location closer to home, not only reducing the time and frustration and costs of the commute,
but also reducing greenhouse gas emissions for every saved tip. Simultaneously, telework
completely re-defines the term "meting” reducing or completely eliminating the inconvenience,
sost, and time of travelling to mesting rooms scross campus, town, or the country to meet.

Section 1
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Let's Talk Numbers

The average gas price in 2015 was $2.64 per gallon, or $0.42 ek Cokulatar
per mile. The total cost of vehicle operations per mile is
$0.58. The average round frip commute for PNNL employees
is 25 miles. The US average MPG in 2010 was 22.4. That's
saving roughly $800 per year, and 1,145 miles avoided!

Still not convinced? Try it with your own commute and car on
this telework calculator!

Telework calculator hyperlink: e ep——————"
hitp:fitools. govioop.com/iclework-calculator.php -

Benefits of Teleworking Objectives:

*  List some of the possible improvements that could be
made amongst your team from teleworking

* Recognize the benefits of teleworking for both the lab and yourseif
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Logistics

Section 2
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Teleworking Agreement

A telework agresment must be signed by both you and your staff
member prior to them starting to telework. A telework agresment
ensures that you and your staff member have had a conversation
about the details of their telework plan, and that they are properly
prepared to start teleworking. A telework agresment means they
have taken the required training, assures they have a safe
alternative work location, and have the proper equipment and
software needed

An approved telework agreement protects you and your staff
member - proving that the conversation took place and they are
approved to telework in a safe, distraction-free location.

For more see the Telework Agreement HDI Workflow.

Note: For you to begin teleworking, you will need to sign a felework agreement with
your manager as well.

Telework Agreement pop-up:
pni.

httput Telework
HDI Workflow:
https://hipnil 1A57-3E4E490F-31AA-095ECO54FDE4/FCCDADES-

BEEC-4A4E-82E5-ACF089105C4D aspx
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Page 2

Measurement

Teleworking means the user is logged in from a non-work location, and
not at all through their primary PNNL office. In order for it to count as
telewarking, the worker needs to be logged on for greater than 6 hours,
any day Monday through Friday. In addition, they must not have proxed

into any building en campus throughout the day The user must also not
have been on business travel

Section 2
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Regular Tele

king

Regular Teieworking Sets you/your staff up to opsrate
fully, as if you were in the office. You will attend
regular meetings, answer phone cals, and be just as Regiee
accessible as you nomally would be. It also happens Fer lnasimihe
‘regulary’, on a set schedule (e.0., once a week) not
just when you think of it or when

necessary.
Moving the Cultural Needle

Although PNNL is traditionally based off of face-to-face interactions, technology,
business travel, and remote work are moving these interactions into the virtual worid. By
introducing regular telework and virtual tools like Lync and Skype for Business to the lab,
PNNL is better able to transition into a more virtual community, patentially reducing
business travel and office space in the future.

Note: Bargaining unit and hourly students are not eiigible to felework. Your other
non-exempt staff are able to telework.

Section 2
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Situational Tel

working

Some jobs at the lab may not allow you or your staff to telework
regularly. If some of your staffs jobs requires all day, on-site ime,
situational teleworking may be best. Read the definitions below of
reguiar and situational telework to determine how you and your staff
would best perform teleworking.

Situational

Telework

Situational Telework is on an "as needed" basis. For example, you or
your staff may telework when there is a home repair emergency, a sick
child, or 2 project you really need to work on without interruptions.

Note: Bargaining unit and hourly students are not eiigible to telework
situationally.

Logistics Objectives:
+  Understand the significance of a teleworking agreement
+  Describe the measurements of what it means to telework
+  Define regular vs. situational telework

Eligibility

Section 3
Page 1

Inclusion

Teleworking does not match all personality types. While our
workplaces and work styles might look different from one
another's, you must acknowledge that everyons has an squal
right to work and make the best use of his or her abilities. This
means if a staff member comes to you with an intersst in
telewarking, whether they are exempt or non-sxempt, you
must go through the process with them, determining if they are
efigible to telework. The variety of viewpoints, abilities, and
Texibility we offer gives our organization a competitive edge.

Not:

argaining unit and hourly students are not eiigible to felework

Section 3
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Job Traits for a Teleworker

Primarily, a job is evaluated for eligibility. You are responsible for evaluating job function
efigibility and advising your staff whether their job is eligible. Read the table below for the
eligibility requirements.

Good Job Traits for Job Traits y
Teleworking

 Projectoniented vark Q Tasks that are AU i measure
+ Computer programming O Tasks involving access o materials
4 Teleghons caling ar information that eannot e moved
 Auditing reports O Tasks requiring on-site equipment
¥ Planning and schedubing O Situations whare face-to-face
P e e i s Intersction i required
' Revlewing proposals and vritien O Remota work s &N unaccaplatis

R securiy or confidenaiy risk
+ Suffisient number of tasks that can be

accomplisted away from the office (e
reading, word processing)
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Individual Traits of a Teleworker

Teleworking is not for everyone, nor s it required for any PNNL staff member. There are
certain personality traits that are important to have to incorporate teleworking into your
weeks. Read the table below for personality traits that do and do not work well with
teleworking.

Personality Traits of a Successful Personality Traits That May not Fit for

Teleworke:

" a Telework
v O Prefers a stnct
7 Proguciive at atenate workplaces guaance
v - wd O Note the requred
highy produciive technology (1., remote in, Lyne,
/ Self-starting and comfortable operating  Connected)
indepengenty Q Prefers inperson communication (wih
/ Doesntneed a structured environment  Manager, co-workers, and cusiomers)
or guidance O Likes the avalabilty to sociaize i the
/ Pussesses siong fime management office or are ancous without
Compatianhy
+ Solves probiems independentl before
askeng for help
/' Communicates well with a manager, co-
workers and customers. ( 5

Section 3
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Your Home Workspace

Click on the numbers on the bottom to learn best practices for your home workspace set
up.
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ENABLING A MOBILE WORKFORCE: How to Implement Effective Teleworking at
US Department of Energy National Laboratories

Eligibility Objectives:
+  ldentify the traits of a teleworker and the work style that enables teleworking
* Explain the aspects of what your home workspace should look like

Making Telework a Success
Section 4

Page 1

Prepare Your Team

You will need to prepare all members of you feam when one or more gain interest in
utilizing the option. Here are a few tips to consider to do so:

+  Identify and address group concems about telework in  group meeting
+  Ensure all team members know their role in making telework successful.

+  Clarify expectations early. Be sure to address communication, aceountability, and
performance tracking eriteria.

Visualizing the Telework Experience

Strive to establish a comprehensive understanding about telework and the realities of
telewarking, then share that vision with your team. To support the visioning and
communication process, consider the following tips:

+  Help team members develop a clear, positive image of the evolving workplace

+  Share the potential benefits and challenges inherent in telework.

Focus on the benefits and advantages of telework during team meetings and
communications

Section 4
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Actively Managing

Keep in mind it takes a few days of requiar telework for your staff member to fully
accimate to working from home for a full workday, whith all the same expectations of the
office. Set time periods to check-in and evaluate progress, feedback, and if changes fo
the agreement need to be made. Meet with your staff members frequently in their trial
period of teleworking. After they have adjusted to the routine well, a suggested ime
period is every 6 months. Remember the telework agreement can be revoked at any
point by you or your staff member. Below are some sample questions to go over with
your staff member.

. What aspects of the work you do can be effectively performed from an altemative
work site?

N

Does the schedule work for you, your manager, your coworkers, and your
customers?

w

1s the quality and quantity of work up fo your manager's expeciations?

IS

Do any of the specifics in the telework agresment nesd to be changed?

Section 4
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Regular Communication

s mobility INCreases among your team, it is IMportant to maintain regular
communication. As the manager, you should be initiating regular, planned
contact with your team members. Take the time to cultivate the
relationships with them.

Within the i you should be cons following up with your
staff, soliciting and sharing feedback, assuring your team members they

know their opinion is valued. Be sure your team knows that even when you or them are
teleworking, you are available to support their needs.

Section 4

Page 4

Building and Maintaining Trust Within Your Team

In @ telework environment, managers should support telework and strive to promote &
cohesive and inclusive team environment that buiids team trust and strengthens
relationships. Below are a few tips for building trust within your team

*  Setthe expectation that all individuals will follow through on action items and
commitments

Foliow-up with team members to ensure that project and team responsibilities:
are being met

Encourage team members to remain active contributors in meetings and on team
projects on their telework day.

+  Promots individual accountability and make sure that each member s property

contributing

Trust between the manager and each team member facilitates productive work and
instills positive assumptions about productivity, efficiency, and quality of work. Trust
enables you, as the manager, to feel confident in work outcomes despite the inability to
physically ses a staff member on their telework day.

Building frust with your team members is an on-going process. With teleworkers,
consider the following ways you can maintain and invest in mutual trust

+  Show respect to team members. Communicate clear sxpectations so that
performance management, work process, and communications are transparent
and well-structured

Initiate regular, planned contact with team members, especially as their mobility
increases

Consistenty follow up, solicit and share feedback, and assure team members
know their opinion is valued

Section 4
Page 5
Promoting Individual Accountability

With teleworking, individual accountability is a necessity. As the
manager, you must be promoting this, and make sure each staff
member is properly contributing. You can do this by following up
with them to make surs their deliverables are consistently being
met, and their productiity has not decreased since beginning
teleworking.

Consider creating a culture of accountability with your team.
Consistently ask in meetings 'What is important? How are we doing? How can we
improve as a team? What are your priorities for professional improvement?”

Section 4
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Capitalizing on Key Skills

Managers must evaluate core lsadership compstencies and atiention to ensure the
SuCCesS of your team.  When you are assessing your curTent capabilties make sure to
consider how you can confinue to improve in key leadership areas including

1. Planning and Organizational Competencies

I Building a vision and plan ensures your tzam knows the established goal and
what is expected of them during their telework day

IL. Inspiring innovation and creativity
IIl. Sustaining quality service orientation

2. Human Capital Management Competencies
I. Developing and managing psople
II. Communicating efectively

Il Building beneficial alliances
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Management Challenges

There are some unavoidable management challenges to teleworking. Read the table below for
possible challenges, and ways to overcome them.

Challenge Description Overcoming the

o= S Challenge |

idenork | Encourage your team o use.
ot worry that toois and
telework will urt the productivity  prolocols and adapt your
and aroup. 10 support new
=T Y aysofworking. .
0bsérve  Link performance o festis and

Performance individuals workingin a distribxed team members in

work location discussions and planning that wil

foous them on meeting clear,
measurable commmernts.

have not managed - Apply nques and
. Management Skilis. teleworkers and may not feel stategies youleam n the
comfortabie with therr telework Telework Workplace Management
workplace management skills course 10 effectively manage
teleworkers.
Aoy aid Se1 ofpiocedures  As amanager. you vl eain whiy

assures a welldefined and tis impartant for youto

managed distibuted work option. | understand the HDI workfiow and
processes, and how to use them
to support your team

Making Telework a Success Objectives:

.

Explain the aspects of what goes into preparing your team

List some of the possible questions to as in a review of your staffs telework
experience

Understand the importance of regular communication

.

Give examples of how to build and maintain trust within your team

.

Recognize the importance of promoting individual accountability

List key skills important to continue improving on while managing teleworkers

Identify management challenges and how to overcome them

Identifying Processes Needing Change
Section 5

Page 1

Routine Work Flow and Communication

Success in the telework environment requires you to identify work processes that may
be affected b . The teleworker is ible for making sure that there are
no changes in the quality of their work and performance. It is important that you, as a
manager, support telework by making sure mestings can be attended virtuallyfoniine (if
possibie) and that you provide a Conferance NUMBET in Case a teleworker wants 1o call
in

You may need to spend ime with the team understanding the changes and adaptations
that may happen when working with teleworkers. Modes of communication may shift,
adapting more IM's and emails than in-person communication. Make sure team
members stiquette on face-to-face and virtually. The
following pages in this section will give examples of common processes affected by the
move to telework.

Section 5
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Selecting the Appropriate Method of Communication

The format you select for & meeting influences both the
success and outcome of the interaction. As you plan for
mestings, decide whether the mesting should be in person
or conducted virtually, Using video confersnce, web

or conference call Consider the

following questions to determine the most appropriate
format:

3 How important is the meeting and what are the
desired outcomes?

0 Can the meeting be held virtually?

2 Can the mesting be effective with both face-to-face and virtual paricipation?
2 Is it critical for people 1o attend in-person?
Q s it practical for people to attend in-person?
2 How will the resource investment Impact other commitments?
2 What will be achisved by holding the mesting in person that could ot be
achieved holding it virtually?
3 Do you need to share information or documents during the meeting?
Section 5
Page3

Virtual Meetings

As interactions become increasingly distributed, the
success of your team will increasingly depend upon the
consistency and effectiveness of virual meetings. As a
manager, itis eritical that virtual meetings utilize
consistent procedures, protocols, and etiquette to
ensure that:

QO Mestings have a clear purpose
Mestings are well-conducted and the resuits are recorded
Attendess are kept engaged, focused, and accountable

a
a

2 Time is used effectively

2 Specific outcomes are accomplished
a

Proper meeting etiquatte is used by your tsam (L.e., computers should be used
for note taking; multi-tasking is discouraged)

o

Issues are addressed directly, without distracting and unproductive side
conversation.
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Work Proce:

Challenges

There are some challenges regarding work process and teleworking. Read the table
below for possible challenges, and coaching techniques to give to your staff to overcome
them.

Challenge Description Coaching Techniques |
to Overcome the
Challenge
New Work Process Telework canbe used as a Use your telework days to
Requirements catalyst to update your work  help create more produstive
foutines and improve y and ng, |
effectiveness as a interacting, and i
worker. ic ati
News Support Services  Vifien eleworking, fechnology  Eollow PN securty and
Requirements and business process support | technology rules; documentt

mes smultaneously more | how to acoess valuable

critical and less accessile. | Support resources for each
technology tool business
process.

Identifying Processes Needing Change Objectives:

* List some of the ways to determine the most appropriate method of
communication

Recall the tips for hosting a virtual meeting

Identify the work process challenges while teleworking and how to overcome
them
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Setting Expectations

Section &

Page 1
Communicating Clear Expectations
s mobility among your team increases, it is important to _
communicate clear expectations from the beginning so that Telework Group
performance management, work process and communications
are transparent and well structured. You can do this by

1. Developing a Telework Plan for your staff.

Expected telework schedule and days. Have your staff
be aware of when other telework days are to plan
accordingly.

Maintaining normal availability. Or, developing clarity on the best imes to get in
touch on situational telework days.

Meeting attendance plans. Let your staff know when they need to come in person
for a meeting, and when they can call in

=

" Update the team with ehanges to schedulefavailabiity. Consider a telewark
Group Grid as shown to the right, or a shared calendar within Outlook. This way,
all of your team can see schedule changes.

Section &
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1. Type of Telework

Telework Plan Notes

Consider taking notes when meeting with your staff

member about their teleworking. Take note of the 2. Schedule

core things, such as their type of telework, schedule

and availability, eligibility requirements, and the e

expectations you have set with them. This way if any 3. Availability

issues arise, you have your notes to refer back to on TRy

their schedule and the expectations you agreed upon. 4 ;Ivlglblhtyr -
4 Ewironment

/1 porformance
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Checking In and Tracking the Work Process

PNNL has Staff Development Review (SDR) goals that need
to be met to achieve success at the lab. Teleworking should

heip your staff do so, and not hinder the achievement of their

goals. In your meeting with your team member prior to

teleworking, introduce your expectations with them, and

review the goals they should be meeting, as outiined in their w
SDR. Reinforce these goals in your 6 month check in and k
reviews of their telework experience. Details of these goals ¥
include: -

“ Directly observe and evaluate their knowledge, skills and capabilities

<

Identify development opportunities

<

Evaluate readiness to work with less direct supervision

<

Provide direct and behavior focused feedback on how effectively goals and
expectations have been established

<

Follow up on key deadlines, milestones, and deliverables

<

Have ample opportunities to provide constructive feedback

<

Support team members.

Setting Expectations Objectives:
* Understand the components of developing a telework plan

+  Recognize the importance of checking in with your team and the goals you
should be following up on

Security Information
Section 7

Page 1

Classified and Controlled Classified Information

Classified information can never leave the Laboratory or
its designated Limited Areas. It is your decision whether or
not to allow team members to telework when working on
Controlled Unclassified Information. Ask yourself the
questions below to determine if your staff members
workload is compatible for teleworking:

Controlled Unclassified Information:

1. How will they meet the protection reguirements for confrolled unclassified
information?

Classified Information:
1. What percentage of their work falls in the unclassified space? Are they able to
bundle that work into one day a week for teleworking?

2. Whatis the likelihood that they might accidentally siip into classified space or
unknowingly produce classified work while at home?

3. How often do they have unscheduled classified phone calls or mestings?
4. Do they have duties that require them to be "on-call” to handle classified
materials such as being a Derivative Classifier (DC)?

Section 7
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Network Access

Only use wireless access points (APs) that are IT approved and
managed. L Ps could allow access to
organizational resources, posing a serious security risk.

When you are logged info PNNL through remote access, be careful of
what else you have or allow on your computer as it could get onta the
PNNL network

If you are connacted to two NEtworks (& g. multi-nomed, remote access into PNNL and
still able to access devices/services from your home or public network) things that come:
in aver the home network could jump on to the PNNL network. An example of this would
be trying to access a site blocked by PNNL. The computer would still try to get to the site
through the home connection which is seen by the computer as a second avenue. For
more infermation on how to connect remotely, see PNNL's telework website, Flexible

Workplace Community.

Telework Website: hitps://spteams1_pnl govisites/FW/Pages/Teleworking aspx
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Laptop Security Guidelines

Portable systems are the target for theft around the werld.
Following specific guidelines before removing laptops from PNNL
premises will minimize the risk of data loss. Here is some guidance
1o remember before taking your laptop home:

Record the serial number and kesp it on hand in the event
the laptop is lost or stolen

Encrypt your laptop with BitLocker before taking it offsite

Report lost or stolen laptops (and other organization property) immediately. This
will assure that cerfificates assigned to the machine are deactivated, preventing
unauthorized access

Lessans Learned: Cyber Security: Safequarding PNNL network and information while
teleworking

Lessons Learned: https:/flessons.pnl.govl px7id=26238asid=24

Security Informati

Identify if your staff members classified/controlied unclassified information
workioad is compatible for teleworking

n Objectives:

Understand the network access for teleworking
Recall the guidelines regarding your laptop before taking it home.

Summary
Summary

Page 1

In Review

ot many managers are familiar with managing their team outside of the workplace.
After taking this course, you should have a better understanding of how to manage
teleworkers and what goes into teleworking yoursel, if you choose to do so. In review of
this course, you should know personality traits of your staff, and if you deem them
eligible to telework with their specific workload. Keep in mind that the telework
agreement can be revoked at any time by you or your staff member.

If you have any further questions after taking this course refer to

PNHNL's Telework Website, Flexible Workplace Community

1.pnnl.govisites/FW/Pag aspx)

Request and Maintain & Telework Agresment - HDI
(https:1ind prl.govindifBook View.aspx? ModellD=85221A57-3E4E-490F-91AA-095ECO5
4FDE4)

Kayia Croskrey, Telework Subject Matter Expert and Telework Advocate
(kayia.croskrey@pnnl gov)

Summary

Page 2

Telework Agreement

If you are taking this course to telework yourself, click the button below. You should
meet with your manager to discuss your teleworking plan and then sign to route for
signatures. If you are taking this course to manage a team member of yours who wishes
to telework, you may use the right arrow to continue on with the course.

Open Teleworking

Agreement

[Camptan
Pacific Northwest
> Mail | FOI | Ext
Telework Training for Managers

Completion
Congratulations!

You have compieted e couse

To'submit your compltion ecor o the trainng system, you mus
cick the Subemit Corpiet ow

ox

menu in the uppes right hand comer

‘Submit Completion button,

Tharic you for your sme.

Submit Completion
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SAMPLE EQUIPMENT REQUIREMENT CHECKLIST

INL’s Equipment Requirements Self-Certification Checklist

Schedule C

Telecommuting Equipment Requirements
Self-Certification Checklist

Essential Telecommuting Components

e Laboratory provided Windoews or Mac laptop computer nnning the INL's current image
(standard software and settings)

* Docking station/port replicator

e Site-approved software necessary for performing individual job functions
= INL's VPN application and hardware token

= Computer peripherals such as a monitor, printer, kevboard or mouse

= Established procedures must be followed to decument the temporary removal of any computer
equipment. software, or peripherals from Laboratery property by filling out form 580.12.

e A pumimum of 3Mbps internet speed i1s required
Self-Certification
I certify that all essential telecommuting compenents are in place and fully functioning. I also

understand that rules for usage of INL-owned equipment remain the same whether being utilized on
INL property or in a private residence.

Employes Date

Bev. & October. 2014 -7-
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SAMPLE TIMEKEEPING PROCEDURES

NREL’s Timekeeping Procedure

#H Q sercn e

— -
X sw! NonWorked  Project Hours  Total Hours
o o e T

View  Week v

< > Apr3-92016

Fna8

Enter Time O e Pay date
o Walk 0372072016 - OYN/2016

|
:
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SAMPLE COMMUTER SURVEYS

INL’s Commute Survey

US Department of Energy National Laboratories

o

Fiscal Year 2016 INL Commute Survey

idaho National Laboratory

Please select your employer.

Battelle Energy Alliance Department of Energy

Please select the responses that best represent your commuting behaviors
during FY2016. If your commuting pattern changed significantly during the fiscal
year, you will have the opportunity to note that at the end of the survey.

Please keep in mind that your answers should be based on your TYPICAL
commuting behaviors for FY2016. Answer with the best response, even if not
technically exact.

| telecommuted 100% of the time.

*For BEA Employees, per LWP-25702: Telecommuting is an alfernative work arrangement
in which all or parts of an employee's duties are performed away from an INL based work
location. A "Telecommuting Agreement” must be in place.

Yes, | worked away from an INL-based

3 work location 100% of the time

Please select your primary work schedule.

9x80s 4x12s
4x10s 2x24s
5x8s Part time or other

Approximately how many workweeks were you physically away from work during your
normal work schedule in FY2016 (including PL, travel, heliday/curtailment, leave, etc. -
please use whole numbers)?

Workweeks

Did you telecommute during FY20167?

*For BEA Employees, per LWP-25702: Telecommuting is an alternative work arrangement
in which all or parts of an employee's duties are performed away from an INL based work
location. A "Telecommuting Agreement” must be in place.

On average, how many days per week did you telecommute?

Days per week

Approximately how many weeks did you telecommute?
Your answer should not include the number of workweeks you were physically away during
Yyour normal work schedule (PL, travel, holiday, leave, etc.).

Workweeks

59
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SAMPLE PROMOTIONAL MATERIAL

PNNL'’s Telework Fact Sheet

Telework Vision

PMML is committed to making the Lab a great place to
work—environmentally, socially and economically.
Integrating flexible workplace options helps create a more
attractive workplace for current and future staff members.
Being a felewarker af PNNL can improve producfivity,

Jjob zatisfaction and refention. Owr commitment fo a fexible
warkplace demonsfrates thought leadership and helps
enhance PNNL's reputation with our DOE custfomer.

Benefits of the Telework Option

Mumerous studies demonstrate that offering flexible work
arrangements can produce real benefits for sta members,
the organization, and the planet. Some benefits are
quantifiable; some are less tangible but real

nonetheless. Many PNML staff memibers say that their
telework day is their favorite day of the week.

Teleworking can...

= Allow greater staff and crganizational flexibility
= Save money while improving productivity

=  Enhance recruitment and retention

= Improwe staff morale and reduce stress

= Have a positive effect on the environment

*  Promote continuity of operations

Telework Goal

4% of staff teleworking 1 day a week by FY2020

= For the most up-to-date status, Telework monthly data
is located on the telework site:
hiipz tepteams 1 pnnl. gowsifesFWiSitePagesTalowork
200Gt aspx

= In the first quarter of FY2013, PMML was 20% of the way
o meeting its goal.

= According to the employee commute survey
administered in Movember 2012, 14.6% of staff reported
teleworking at least 1 day'week, and 27.8 % reported
twice a month or less.

Other Useful Information

= Job Eligibility: Workers in all employment classifications
are eligible for the option, with supervisorimanager
permission to participate based on work applicability
and staff ability to perform work independently. To help
managers determine if a job and the staff member are a
good fit for telework, resources are available in the HDI
workflow ["Request and Maintain Telework Agreement™)
and on the telework websita.

= Voluntary: Individual participation in the option is
voluntary. Participation can be terminated at any time by
the staff member or their supervisor'/manager.

= Performance: Staff perfformance is measured by
objectives.

Telework Agreement: To be a teleworker, the staff
member and manager must sign an agreement.
Telework Frequency: 5taff are encouraged to
telework at least 1 day per week on average, or as
appropriate and agreed upon by both staff member
and manager. If 50% or more of a staff member's
time is worked remaotely, then an Alternate
Waorkplace Agreement will be needed; contact the
telework advocate or your directorate’s HRM fior
details.

Staff Training: All staff desiring to telework must
take a general telework training course. Contact
your Training Coordinator to have the Telewaork
Training added to your training plan. If staff wish to
take additional technical training, it is not required
but available on the website.

Manager Training: Managers with staff members
who telework must take manager telework training.
Technical Tools and Support: Teleworkers must
have a SecurlD Token and other computing tools
necessary to access o PNML resources and their
work data from home.

Support from the IM Services Help Desk will be
available to assist with computing gquestions or
support issues when connecting to the netwaork ar
other work resources. Refer to technical resources
on the website for more specifics.

Equipment Needed: 5taff members are expected
to have a computer, phone (preferably a land line),
and Internet access at home. They should also
hawve am area where they can safely and
comfortably work, free from distractions.
Accessibility: Staff members need to be
accessible by phone and email during normal work
howrs. If they are not able to work from home fior
any reason, they are expected to come into the
office. On telework days, they are still available for
meetings (online/by phone) and should not block
out time or be unavailable just because they ars
teleworking.

Transparency: A staff member teleworking is still
waorking. Coworkers, managers, pariners, amd
customers should be able to reach staff as easily
as when they are in the office. Staff members can
use Lyne, voicemail, email, and their office door to
let others know how to reach them on days they
telewaork.

Telework Advocate

Judy Thomas
508-375-3726

Telework@pnnl.gov
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SAMPLE TELEWORK WEBSITE LAYOUTS

NREL'’s Telecommuting Website
theSOURCE Search theSOURCE SEARCH

Organizations v Business Tools v  A-Z Index Search Employee Directory SEARCH

Benefits

Telecommuting
Telecommuting can be a viable option when you can do your work remotely. It supports NREL's
Medical sustainability efforts by decreasing the lab's carbon footprint and minimizing traffic impact

Benefits Home

Dental Your line manager and HR Business Partner will determine whether your job function is suitable for telecommuting. You
Vidion may complete a candidate assessment [} to help management determine if your job lends itself to telecommuting.
To initiate a request to telecommute:
Flexible Spending . . ) ) o
« Review Procedure 5-1:5 Telecommuting and the Telecommuting/Home Office Safety Guidelines

Employee Assistance Program « Complete the Telecommuting Agreement [} and send it to your line manager for approval.

Life & Other Insurance Visit Sustainable NREL's Alternative Work Schedules and Telecommuting page for more information. NREL's
telecommuting program is a voluntary employee privilege that may be terminated at NREL's discretion without cause.

Time Off & Leave
Report Telecommute on Your Timesheet

Retitement By reporting your telecommute days, you can help the lab track its sustainability efforts.
Commuting Select Telecommute under the Alternative Commute option box on your Workday timesheet.
Eco Passes

PNNL’s Teleworking Community Website

Teleworking Community

Home

For all questions, contact the
Telework Advocate, Kayla
Croskrey.

Did you read the article

WhyTelework?

TeleworkRequirements

Success Stories and Blog
Telework Agre ement Details Welcome to the PNNL Teleworking Community

about Lync and Security?

This site provides information about the telework option at PNNL.

Resources Website Makeover

1. Considering it or ready to telework?

Manager Toolkit = Telework Agreement info
= Get smart with the Quick Start Checklist, Fact Sheet, Staff Guide to Telework,
Staff Toolkit or Manager Guide to Telework.
Training = Talk to your manager. If you both agree that you are suitable and eligible to
Technical Tips telework, the next siep is to contact your Training Coordinator and have the
appropriate training module added to your training plan.
Mrtual Etiquette
= Sign a Telework Agreement (eForm) with your manager. Leam more
FAQ:
° = Are you familiar with the Telework Agreement HDI Workflow?
Links

2. Did you just start, or are about to start teleworking?

EMSL TeleworkPage
= Review sometlps for Teiewoncmg and technical gu\damce,

PNNL Sustainability Site « Iftaking property offsite for greater than 6 days, maker sure to fll out the
"Taking Property offsite” word document supplied in HDI.
3. By now, you're a teleworking pro. Want to learn current events
related to telework at PNNL?
= Check progress toward the telework goals at the Telework Data page:
= Have you brushed up your vrtual etiqutte skills?
= Leam more about benefits of telework to staff and the organization

= How much can you save by Teleworking? Check out GovLoop's Telework
Calc ulator. The average person Who commits to telework 1 day a week on
average, with a 25 mile, 40 minute round trip commute will save: 30 hours of
time and $672 annually.*

*(Cost based on AAA's medium sedan of 58.5 cents/mile and 46 days
teleworked/vear.




