
U.S. SmallBusiness  
Administration



2

SBA Telework Program 
Tips For Success

ÅTelework Readiness 
ÅTelework Requirements
ÅTelework Info & Resources



Telework Definition & Benefits
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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.
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Benefits for Employees
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Telework Requirements
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Ensure Completion of Telework Requirements to be Telework Ready:
Å Review Telework SOP 33 59 3 & 2017 MLA - Article 23 (AFGE Bargaining Unit Employees)
Å Online Telework.gov Training for Employees and Supervisors 
Å Self-Certification Safety Checklist, SOP Appendix G
Å WebTA Telework Agreement (includes Privacy Act Authorization)

Telework Readiness includes Employees and Supervisors confirming:
Å Work activities are appropriate for telework
Å SBA network is accessible from the telework site 
Å Awareness and compliance with SBA Computer Security and Use policies
Å Ability to be promptly contacted via email, skype, phone, etc. 
Å Telework site remains conducive to performing duties
Å Laptop and charger are taken home daily
Å SBA PIV card is active

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


Telework Enhancement Act 2010 
& Office of Personnel Management 

(OPM)

Telework Program 
SOP 33 59 3

Master Labor Agreement (MLA) 
Article 23

Public Law 111-292 Requires each 
Executive agency to establish and 
implement a policy under which 
employees are authorized to telework. 

Telework.gov is the official website of the 
Federal Government's telework program

Contains SBA Telework Program 
requirements and procedures

Excludes OIG employees

Telework SOP

Article 23 provides additional telework 
guidance for AFGE  Bargaining Unit 

Employees

2017 MLA (Article 23)

The 2017 MLA supersedes the 2013 MLA 
listed in the Telework SOP
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SBA Telework Program 
Guidance

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


Important Roles & Responsibilities
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SBA Employee Recommending Official
1st Line Supervisor 

Authorizing Official
2nd Line Supervisor 

Telework Coordinator 

Requests telework and 

complies with all regulations 
and policies governing the 

Telework Program, including the 
negotiated MLA, as applicable.

Discusses requirements and 
expectations of teleworking with 
requesting employees prior to 

approval of Telework 
Agreements.

Reviews all Telework 
Agreements received from 

Recommending Officials and 
renders a decision on approval, 

denial, or termination.

Responsible for coordination of 
1 ӐK 2=D=OGJC HJG?J9Eӄ

SBA Telework Coordinators
SBA - All 

OIG 
ODA



Eligibility & Suitability ӛSOP
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Å Employee Eligibility to Telework - Pg. 18

Å Suitability of Positions for Telework - Pg. 19

Å Appendix C: Telework Checklist - Pg. 39

Å 2017 MLA - Article 23, Section 3 ӛPg. 49



Eligibility & Suitability ӛSelf Check 
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V My duties include enough "portable" work for the telework being proposed. 

V I can work independently, without close supervision. 

V I am comfortable with technology needed to telework; and I have Internet access /Wi-Fi capabilities to log-GF LG 1 ӐK

network from my telework location. 

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

transition from my official site to my alternative site. 

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

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

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



Automated Telework Agreement 
& Privacy Act 
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All SBA employees participating in the telework program are required to have 
a completed and approved agreement in WebTA prior to telework.



Ad-Hoc Telework Request
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Å Situational Telework should be requested and approved in WebTA 
Å 3K= L@= ӑ#EHDGQ== 2=D=OGJC 0=IM=KLKӒ DAFC AF L@= ӑ2=D=OGJCӒ K=;LAGF GF E9AF H9?=
Å When requesting ad hoc telework in response to the COVID-19 in WebTA, please indicate 
ӑ.9F<=EA;Ӓ 9K L@= ӑ0=9KGF



Additional Required Telework Documents
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Å Mandatory telework training and certificate 
accessible at: www.telework.gov/training-
resources. (Remember to print or save your 
telework training certificate.)

Å SBA Form 2193 Self Certification Checklist for 
Teleworking (or Alternate Worksite Safety 
Checklist for OIG employees). 

http://www.telework.gov/training-resources


Telework Day Personal Success Factors  
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V Maintain ongoing effective communication among 
management, teleworkers, customers, and coworkers.

V Be accessible ӛEnsure the appropriate technology and 
Wi-Fi connectivity is available at telework site to 
KMHHGJL 9KKA?F=< L9KCKӄ !GFL9;L 1 ӐK '21! &=DH<=KC
for technology assistance: (855) 620-4780 or 
ITSC@sba.gov. 

V Be prepared for the unexpected

V Report telework hours accurately

V Take a lunch break

mailto:ITSC@sba.gov


Telework  References & 
Resources 
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Å SBA Gateway Page
Å Telework SOP 33 59 3
Å MLA Article 23(Bargaining Unit Employees)
Å Telework.gov
Å Telework Enhancement Act 
Å OPM ӛTelework
Å WebTA
Å SBA ITSC: (855) 620-4780 or ITSC@sba.gov
Å SBA Telework & Dependent Care Guidance: 

Information Notice 30000-20009

SBA Employees (Excluding ODA & OIG)
Nicole Simpson Nicole.Simpson@sba.gov

Office of Disaster Assistance (ODA)
JoAnn Choate Wallace 
Joann.Choate@sba.gov

Office of the Inspector General (OIG)
LaShaun Curry 
LaShaun.Curry@sba.gov

SBA Telework  Coordinators

HR Questions - HR4U@sba.gov

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


Work-Life: SBA Employee Assistance Program (EAP)
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1 ӐK # . AK 9N9AD9:D= LG @=DH =EHDGQ==K
cope with any stress or anxiety you may 
have concerning the COVID-19 pandemic. 

Å Employees and your household family 
members can call 1-800-222-0364 from 
anywhere in the United States to receive 
assistance, 24/7

Å Online info and resources: FOH4You.com

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

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


Telework and Dependent Care



Telework and Dependent Care

ÅUsed 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 telework 
day in which schools are closed).

ÅSupervisors 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==ӐK ;9J=?ANAF? J=KHGFKA:ADALA=Kӄ

ÅEmployees 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. 

ÅThere 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 workday.



Scenario ӛSchool/Daycare Closure

ÅCan an employee/parent be approved to telework when:

ÅSchool or daycare has closed unexpectedly and 
ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƘƛƭŘ ƛǎ ƴƻǿ ŀǘ ƘƻƳŜΦ 



Scenario ӛElder Family Member

ÅCan an employee/parent be approved to telework when:

ÅAn elder family member of the employee needs temporary assistance 
while recovering from an injury or illness. 



Scenario ӛNewborn

ÅCan an employee/parent be approved to telework when:

Å¢ƘŜ ŜƳǇƭƻȅŜŜ ƻǊ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜ Ƙŀǎ ǊŜŎŜƴǘƭȅ given birth.



Managing a Virtual Workforce



Managing a Virtual Workforce

Presented by the Office of Human Resources Solutions



Managing a Virtual Workforce

ÅManaging Results versus Managing Time

ÅDispelling Telework Myths

ÅKeys to Effectively Managing a Virtual Workforce

ÅManaging for Results

ÅSucceeding as a Virtual Workforce

Agenda

Adapted from the U.S. Office of Personnel Management Webinar -ӑ+9F9?AF? AF 9 4AJLM9D #FNAJGFE=FLӛ.9JL ҐӒ ,GN=E:=J ҒӅ ҐҎҏҔӅ
https://www.youtube.com/watch?v=1izjqyorGCg

https://www.youtube.com/watch?v=1izjqyorGCg


Managing a Virtual Workforce

To demonstrate how effective 

performance management and 

practicing simple telework 

etiquette can promote 

organizational success in a virtual 

environment.

Session Objective



Managing a Virtual Workforce
Transitioning from Managing Time to Managing Results



Managing a Virtual Workforce
Transitioning from Managing Time to Managing Results



Managing a Virtual Workforce
Transitioning from Managing Time to Managing Results



Managing a Virtual Workforce
Dispelling Telework Myths



Managing a Virtual Workforce
Leadership Skills Needed


