’5{ AMC TELEWORK OVERVIEW

WHO IS

WHO |S INELIGIBLE TO
TELEWORK?

WHAT EQUIPMENT IS
NEEDED TO TELEWORK?

V WHO SAYS SO?
WCHECKLIST
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A )
\Q&/ TELEWORK ELIGIBILITY

m Authorized If Mission Readiness Not Affected
m No Civilian Can Be Forced To Telework
m No One Has The Right To “DEMAND” Telework

ELIGIBLE
(1) Suitable Work Performance

(2) Portable Work
(3) Presence At Site Not Required
(4) Supervisor & Employee Agree

INELIGIBLE
(1) Handle Classified Material

(2) On-Site Activity, Face-To-Face
Contact Required
(3) Close Supervision Required

(4) Newly appointed
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Presenter
Presentation Notes
DD FORM 2496 TELEWORK:  TERMS OF AGREEMENT #21 “THE EMPLOYEE ACKNOWLEDGES THAT TELEWORK IS DISCRETIONARY…”
					            #22 “EITHER THE EMPLOYEE OR SUPERVISOR CAN CANCEL  THE TELEWORK AGREEMENT.”

(2) DODI 1035.01 ENCLOSURE 3, PARA 2.E. “Telework is not an entitlement and not all employees are eligible to telework. “

(3) DODI 1035.01 ENCLOSURE 3, PARA 2. B.  “Service member eligibility is discretionary and determined by the relevant commander,” 

(4) DODI 1035.01 ENCLOSURE 3, PARA 2. Eligible and 2. E. (1) through (5) -  Ineligibility


/) TELEWORK EQUIPMENT &
g REQUIREMENTS

AMC Requires The Use Of Government
Furnished Equipment (GFE)

Printer
/Signed Telework\
Computer
Agreement
Office Supplies Necessary

DD Form 2496
Remote Access Software \ /

AF Virtual Private :

Network Slg_ned AF Form 4433 Timecard
(AFVPN) Required Required (Wireless Agree) e
S (0111 N

Employee and Supervisor Training Required!!!

Unrivaled Global Reach for America...ALWAYS!


Presenter
Presentation Notes
AMC A6 HAS INDICATED GFE WILL BE REQUIRED. DRAFT AMCI 36-XXXX PARA 3 “The Computer Security Administrator (CSA) will verify that information protection devices (firewalls, etc.) are appropriately installed in government-provided computers prior to employee participation in the telework program.”

DODI  1035.01 PARA 3. d.  GFE Include Computer, printer and Office supplies and Software

 DODI 1035.01 PARA 3. i.  “To the extent practicable, employees participating in telework should take telework training prior to teleworking. Supervisors should also take part in telework training. “




)

\

REFERENCES/AUTHORITY

(1) Telework Enhancement Act of 2010
(2) DODI 1035.01 Telework Policy Dec 2010
(3) DD Form 2496 DOD Telework Agreement Dec 2011

(4) Telework.gov site
(5) AFI 36-816 13 Nov 13

BY ORDER OF THE AIR FORCE INSTRUCTION 36-816

SECRETARY OF THE AIR FORCE

12 NOVEMBEER 2013
Personnel

CITILLAN TELEWORK PROGRAM

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

ACCESSIBILITY: Publications and forms are available on the e-Publishing website at
www.e-Publishing.af.mil for downloading or ordening.

RELEASABILITY: There are no releasability restrictions on this publication.

OPR: AF/AIPC Certified by: AF/A1P (Mr. John Park)
Pages: 23

This publication implements the provisions of Air Force Policy Directive (AFPD) 36-8,
Employee Benefits and Entitlements and Work/Life Frograms, Air Force Instruction (AFT)
36-807, Weekly and Daily Scheduling of Work and Holiday Observances, and complies with
Department of Defense Instruction (DoDIy 103301, Teleweork Policy. This Instruction
establishes policy, assigns responsibilities, and prescribes procedures for implementing the Air
Force Telework Program. This Instruction applies to appropriated fond civilian employees,
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\ 4 AMC CHECKLIST

o

1. Sign Out GFE Laptop Employee/IT

2. Signouta Camera / Headset Employee/IT

3. Requesta VPN account from IT support Employee/IT

4. Complete and sign AF Form 4433 (To IT support) Employee/IT

5. Obtain “Setting up Connectoid (USAF AFNET VPN)"

Handout from IT (Save to your desktop) Employee/IT

6. Configure and test your VPN account Employee

7. Ensure Office Communicatoris loaded / functioning Employee

8. Complete and sign DD Form 2946 - Telework Employee/Supervisor

Agreement. Ensure Att 2 of AF| 36-816 is pasted into
COMPONET-SPECIFICTERMS AND CONDITIONS
Block (To Supervisorand IT)

9. Take mandatory telework training — print certificate — Employee
Supervisorkeeps copy (http://www.telework.gov)
10. Advise your supervisorthey must also take Employee/Supervisor

mandatory telework training http://www.telework.gov

11. Coordinate the date(s) you will telework in advance | Employee/Supervisor
with your Supervisor

12. Take with you: (a) Computer (b) Power Supply (c) Employee

CAC reader (d) AFNET VPN User Guide (e) Windows

7 Wireless Connection Guide (f) Camera (g) Headset

(h) Phone rosters (i) Your Passwords Sheet (j) Phone

number to your IT professional (k) Change your Out Of

Office or Phone Answer Message

13. You must notify the local CPS that you have been Employee
approved to telework

14. You must notify your Time Keeperthat you have Employee
been approved to telework

15. Phone in to your Supervisor at the beginning of the Employee
telework day — use Office Communicator throughout

the day

16. Code your timecard with Telework hours as Employee

“NtDiff/Haz/Oth" NightDiff, Hazard, Other. (TW/TS/TM)
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