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SBA Telework Program
Tips For Success

ework Readiness
ework Requirements
ework Info & Resources
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Telework Definition & Benefits

Telework is a work arrangement that allows an eligible employee to perform work, during any
part of the workday, at an approved alternative worksite (e.g., home, telework center).

Telework types include Routine telework and Situational (ad -hoc) telework.

Benefits for Agency Benefits for Employees
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Telework Requirements

Ensure Completion of Telework Requirements to be Telework Ready:
ReviewTelework SOP 33 5982017 MLA Article 23(AFGE Bargaining Unit Employees)
Online Telework.gov Training for Employees and Supervisors

SelfCertification Safety Checklist, SOP Appendix G

WebTA Telework Agreement (includes Privacy Act Authorization)

To Jo I I

Telework Readiness includes Employees and Supervisors confirming
Work activities are appropriate for telework

SBA network is accessible from the telework site

Awareness and compliance witBEBA Computer Security and Use policies
Ability to be promptly contacted via email, skype, phone, etc.

Telework site remains conducive to performing duties

Laptop and charger are taken home daily

SBA PIV card is active

o J>o T To Do Do I
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https://sba123.sharepoint.com/employassist/PersonnelServices/Documents/sop33593.pdf#search=telework%20sop
https://sba123.sharepoint.com/sites/COO/OHRS/WorkforceRelations/WorkForce%20Relations%20Documents/AFGE_SBA_revisedMLAasof10-5-17.pdf
https://sba123.sharepoint.com/sites/OCIO/ITSec/Pages/CybersecurityResourcePage.aspx
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SBA Telework Program
Guidance

Telework Enhancement Act 2010 Telework Program Master Labor Agreement (MLA)
& Office of Personnel Management SOP 3359 3 Article 23
(OPM)
Public Law 112292 Requires each Contains SBA Telework Program Art'Sildeaznig ;g\r”ilezsc_;aEddE;:ﬁnZ:;ﬁeV&%r;
Executive agen(_:y to eStainSh and requirements and procedures 9 Employees 9 9
implement a policy under which
employees are authorized to telework. Excludes OIG employees 2017 MLA (Article 23)

The 2017 MLA supersedes the 2013 MLA

Telework.gowis the official website of th
Telework SOP listed in the Telework SOP

Federal Government's telework prograr
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https://telework.gov/
https://sba123.sharepoint.com/employassist/PersonnelServices/Documents/sop33593.pdf#search=telework%20sop
https://sba123.sharepoint.com/sites/COO/OHRS/WorkforceRelations/WorkForce%20Relations%20Documents/AFGE_SBA_revisedMLAasof10-5-17.pdf
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Important Roles & Responsibilities

SBA Employee Recommending Official Authorizing Official Telework Coordinator
15t Line Supervisor 24 Line Supervisor
Requests telework and Discusses requirements and Reviews all Telework Responsible for coordination o
complies with all regulations expectations of teleworking witl ~ Agreements received from 1 AK 2=D=0GJC
and policies governing the  requesting employees prior to Recommending Officials and
Telework Program, including th approval of Telework renders a decision on approva SBA Telework Coordinators
negotiated MLA, as applicable Agreements. denial, or termination. SBA- All
OIG
ODA
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Eligibility & Suitability 8 SOP

SOP 33593

A Employee Eligibility to TeleworkPg. 18

APPENDIX C - Telework Checklist for Employees

If the employee is interested in participating in the Telework Program, here are some things to

A Suitability of Positions for TeleworkPg. 19 consider

O POLICY & PROCEDURES: Know policy and procedures, including

A Appenc“x C: Telework Checkhspg 39 applicable collective bargaining agreements.

Become familiar with SBA’s policy and procedures on Telework. SOP 33 59;

A 2017 M LA Art|C|e 23, SeCtlon 3 Pg . 49 Review and ensure compliance with SBA Computer Security and Use policies;

Successfully complete the agency’s employee telework training: and
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Eligibility & Suitability 8 Self Check

My duties include enough "portable" work for the telework being proposed.

| can work independently, without close supervision.

| am comfortable with technology needed to telework; and | have Internet accessiMéapabilitiestologGF L G 1 Al
network from my telework location.

| have good communication with my supervisor, coworkers, and customers that will enable a relatively seamless.

transition from my official site to my alternative site.

| have enough office space at my alternative location to get work done.

My work area is safe and meets all agency telework policy requirements for safety.

| can be flexible about the telework arrangement in order to respond to the needs of the supervisor and workload.

R EEEEEEEEES————.y



Automated Telework Agreement
& Privacy Act

All SBA employees participating in the telework program are required to have
a completed and approved agreement in WebTA prior to telework.

Inbox [5417] | Settings | Help | Log Out

L .
L1 1] ™ aee ™
‘ W E BTA - Telework Coordinator  Telework Managing Officer ‘ W E BTA 12 LT Telework Coordinator  Telework Managing Officer

)
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Employee Main Menu

Time
Timesheet
Timesheet Summary
Processed Timesheets
Leave Requests
Premium Pay Requests
Leave Balances
Schedule
Default Schedule

Reports
Reports

Telework
Telework Requests

Telework Agreements

Messages
Send Message To Timekeeper

Send Message To Supervisor

Intermediate Approvals
Review Leave Requests

Review Premium Pay Requests

Accounting

Accounts

Leave Transfer Program

Leave Donations

Emergency Contacts
My Contacts

Employee Main Menu > Telework Agreements >

Pending Approved Denied Terminated
Telework Agreement —0

Items marked with an asterisk= are required

Agency Guidelines
Participation in the Telework Program is voluntary and subject to supervisory approval. Telework is a benefit to both the employee and the Agency and is not an employee entitlement.

Employees must adhere to SBA's Telework Program SOP 33 59 3. The Office of the Inspector General, under its independent authority, has a separate Telework policy applicable only to
OIG employees. Throughout the document, where the Telework policy is referenced, employees of the QIG should defer and reference to the OIG policy.

For bargaining unit employees, if there is a conflict between the Master Labor Agreement (MLA) and any provision of the Telework Program SOP 33 59 3 or associated forms, not required
by law or regulation, the MLA shall prevail for covered bargaining unit employees, provided negotiated terms conform to Federal law and regulation.

Employees agree to comply with SBA’s emergency procedures and guidance to ensure continuity of operations in case of a health pandemic or activation of the COOP plan.
Employees may come into the office or may be required to report fo their official duty station on any scheduled telework day without affecting their approved telework agreement.

Employees may voluntarily terminate their telework agreement at any time or may initiate a change to an existing telework agreement, in accordance with the procedures, thresholds and
approvals outlined in the Telework SOP and MLA, respectively

For non-bargaining employees - Supervisors may terminate, suspend, or modify this agreement but must do so in accordance with the Telework Program SOP. For bargaining unit
employees - Supervisor- initiated terminations, suspensions, and modifications must comply with the terms of the master labor agreement.

Approval of this form renders the employee eligible for unscheduled telework in the event of a change of in SBA’s operating status.
By submitting this telework agreement request, the employee understands, acknowledges, and accepts the following terms:
1. The Agency will not be liable for damages to an employee's real or personal property while teleworking, except to the extent that the Agency may be held liable by the Federal Tort claims.

2. During inclement weather or other emergencies, including days when Federal offices are closed to the public, telework ready employees are required to telework, begin teleworking on
time, and to work their regularly scheduled duty hours or request leave, or a combination of both.
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Ad-Hoc Telework Request

A Situational Telework should be requested and approved in WebTA

A 3K= L@= a#EHDG
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A When requesting ad hoc telework in response to the COVIEL9 in WebTA, please indicate

d. 9F<=EA; A 9K

L @=

Telework Request

v 4

[ Add Telework Request ] [ Cancel ]

Status: From Date: To Date: Telework Code:
|Pending v | Mar 01, 2020 \ &7 [Mar 02, 2021 = [An
Timekeeper:
| [ search | ciear
Status v User From Date To Date Tele
No results

a0=9KGF

L @=

L ] T
° Employee Telework Coordinator  Telework Managing Officer

[Employee Main Menu > Telework Requesis >

Telework Request

ltems marked with an asterisk* are required

Telework Type and Dates
Employee: SIMPSON, NICOLE A

* Telework
Code:

* Reason: |Pandemic v

Reason Notes:

Add New Row

Remarks

Approver
Comments:

01 - Telework Home - Situational v

—

Y

Start Date End Date Start Time Stop Time IMeal Time Daily Hours Total Hours  Action
Mar 19,2020 % |[Mar27,2020 % [8:00am 4:00pm 8:00 72:00

a?2
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Additional Required Telework Documents

APPENDIX G

A Mandatory telework training and certificate
accessible atwww.telework.gov/training-

SELF-CERTIFICATION SAFETY CHECKLIST FOR TELEWORKING

reso u rces' (R e m e m b er to p rl nt Or Save yo u r The following checkllst 1s designed to assess the overall safet.y of your alternate worksite (]:pme). Please rgad
t e | eW O rk tr al n I n g C e rtlfl C a.t e .) g;i S::,?g?foiﬁe?m and, upon completion, you and your immediate supervisor should sign and date it

Employee Name: Official

A SBA Form 2193 Self Certification Checklist for Duty Station:
Teleworking (or Alternate Worksite Safety Alemate Worksite Location (s, ity State 217
Checklist for OIG employees).

Alternate Worksite Telephone No., including Area Code:
Alternate Worksite E-mail Address:

Alternate Worksite Fax Number:

[Workplace Environment

Jldentify designated area location here:
(Description: 1.e., den, portion of family room, or home office)

=If an item is not applicable, simply indicate N/A * [YES [NO

1. Are temperature, noise ventilation and lighting levels adequate for
jmaintaimng your level of job performance?

2. Are all stairs with four or more steps equipped with handrails?

3

]

)
vy)
>

[


http://www.telework.gov/training-resources
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Telework Day Personal Success Factors

V Maintain ongoing effective communication among
management, teleworkers, customers, and coworkers.

\

V Be accessibled Ensure the appropriate technology and :““:“ ‘

Wi-Fi connectivity is available at telework site to
KMHHGJL 9KKA?F=< L9KCKH4
for technology assistance: (855) 6204780 or
ITSC@sba.gov

V Be prepared for the unexpected

V Report telework hours accurately

V Take a lunch break


mailto:ITSC@sba.gov
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Telework References & SBA Telework Coordinators
Resources

SBA Employees (Excluding ODA & OIG)

A SBA Gateway Page Nicole SimpsoriNicole.Simpson@sba.gov
A Telework SOP 3359 3
A MLA Article 23(Bargaining Unit Employees) Office of Disaster Assistance (ODA)
A Telework.gov JoAnn Choate Wallace
A Telework Enhancement Act Joann.Choate@sba.gov
A OPM3 Telework _
A WebTA Office of the Inspector General (OIG)
_ LaShaun Curry
A SBA ITSC: (855) 628780 or ITSC@st_)a.gov. L aShaun.Curry@sba.qov
A SBA Telework & Dependent Care Guidance:

Information Notice 30000-20009

HR Quesiions- HRAU@shasgav

3



https://sba123.sharepoint.com/Pages/Default.aspx
https://sba123.sharepoint.com/employassist/PersonnelServices/Documents/sop33593.pdf#search=telework%20sop
https://sba123.sharepoint.com/sites/COO/OHRS/WorkforceRelations/WorkForce%20Relations%20Documents/AFGE_SBA_revisedMLAasof10-5-17.pdf
https://telework.gov/
https://www.telework.gov/guidance-legislation/telework-legislation/telework-enhancement-act/
https://www.opm.gov/policy-data-oversight/worklife/telework/
https://wta.nfc.usda.gov/sba/
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsba123.sharepoint.com%2Fsites%2Fsbaglobal%2Fnotices%2FSBA%2520Information%2520Notices%2F3000-20009.pdf&data=02%7C01%7CNicole.Simpson%40sba.gov%7Cdf59be118618483176ee08d7caabd2cb%7C3c89fd8a7f684667aa1541ebf2208961%7C1%7C0%7C637200711627882966&sdata=v23GS7N4xcLrFN0%2FthaGvjVzcuPZKXi8J0rQ%2B5Y1TLE%3D&reserved=0
mailto:Nicole.Simpson@sba.gov
mailto:Joann.Choate@sba.gov
mailto:LaShaun.Curry@sba.gov
mailto:HR4U@sba.gov
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Work-Life: SBA Employee Assistance Program (EAP)

1 AK # AK 9N9ADOY9:
cope with any stress or anxiety you may
have concerning the COVIBL9 pandemic.

A Employees and your household family
members can call-800-222-0364 from
anywhere in the United States to receive
assistance, 24/7

A Online info and resources£OH4You.com

A EAP Toolkit for supervisors and managers
with info on dedicated consultation
services

D=

" Federal

% 4mmm Occupational 1'800'222'0364

mmmmm— Health (TTY: 1-888-262-7848)
MYFOH VEYOIIM PROVIDERS ~  BENEFITS ~  LIBRARY ~  MEMBERSERVICES ~  MANAGERS ~
L

v

e
Embracing Differences Webinars and podcasts Self-Assessments
Q. M O
Get Started Benefits & Services Health & Wellness

14


http://www.foh4you.com/
https://www.magellanassist.com/mem/library/contentDB.image?id=7518
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Telework and Dependent Care

A Used appropriately, telework, along with other workplace flexibilities, can facilitate the management
of work and dependent care in unplanned or temporary circumstances (e.g., an unscheduled telewor}
day in which schools are closed).

A Supervisors can exercise discretion in determining whether an employee can accomplish at least
some part of his or her duties from a telework location. The focus should remain on the work, while
KLJACAF? 9 :9D9F; = OAL@ L@= =EHDGQ==AK :;9J=2?A

A Employees can be approved to telework during the time they are not responsible for dependent care
responsibilities and be required to take appropriate leave while performing dependent care

responsibilities.

A There are clear benefits to the both the agency and the employee when managers support employee
efforts to accomplish at least a portion of scheduled work instead of taking leave for the entire workda

U—



—
Scenario d School/Daycare Closure

A Can an employee/parent be approved to telework when:

A School or daycare has closed unexpectedly and
I KS SYLX 2eSSQa OKAfR A& y2¢
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Scenariod Elder Family Member

A Can an employee/parent be approved to telework when:

A An elder family member of the employee needs temporary assistance
while recovering from an injury or iliness.

g]
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Scenariod Newborn

A Can an employee/parent be approved to telework when:

ACKS SYLX 2SS 2NJ SYLX 2gvéandidra & LI2 dza !
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Managing a Virtual Workforce
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Managing a Virtual Workforce

Presented by the Office of Human Resources Solutions
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Managing a Virtual Workforce
Agenda

A Managing Results versus Managing Time

A Dispelling Telework Myths

A Keys to Effectively Managing a Virtual Workforce
A Managing for Results

A Succeeding as a Virtual Workforce

Adapted from the U.S. Office of Personnel Management Webiat 9 F9 ? AF? AF 9 &4 AQJLLMIIDA # FOMNIIESF=EX FFL/T T

https://www.youtube.com/watch?v=1izjgyorGCg
S._’u\ —



https://www.youtube.com/watch?v=1izjqyorGCg
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Managing a Virtual Workforce

Session Objective
?‘» O ——— .

To demonstrate how effective
performance management and
practicing simple telework

etiquette can promote

organizational success in a virtual

environment.
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Managing a Virtual Workforce

Transitioning from Managing Time to Managing Results

The nature of work has changed from a noun —
a place one goes — to a verb, what one does.
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Managing a Virtual Workforce

Transitioning from Managing Time to Managing Results

MANAGER

< 8

The nature of work has changed, but the way some
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Managing a Virtual Workforce

Transitioning from Managing Time to Managing Results

OO
A Visible Yet Workforce

Managing the invisible: Managers often cite concerns
about managing remote workers due to perceived loss of
control over efficient business operations.




—

Managing a Virtual Workforce
Dispelling Telework Myths

Some of the most
common barriers to
implementing telework
aren’t really barriers at
all. Instead, they are
myths—stories based
on the fear of the
unknown, rather than
on actual experience.

Baltimore Metropolitan Council
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Managing a Virtual Workforce
Leadership Skills Needed



