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DEPOT ORDER 12271.1

From: Commanding General
To: Distribution List

Subj: TELEWORK FOR CIVILIAN MARINES

Ref: {a} Dol Instruction 1035.01 (Telework Policy)
(b} SECNAVINST 12271.1
{c} OPM Guide to Telework in the Federal Government of April 2011
(d) MCO 12271.1

Encl: (1) Telework Policies and Procedures

(2} Telework Agreement/Telework Equipment Checklist

1. Situation. This order is to assign responsibilities, and prescribe
procedures for implementing the Marine Corps Recruit Depect, Parris Island
(MCRD PI) telework program. This order applies to all MCRD PI appropriated
fund (APF) civilian employees and shall be administered in accordance with
references (a} through (d) and applicable collective bargaining agreements.

2. Missicn. Department Heads/Commanders/Managers will utilize telework to
the fullest extent possible without adversely affecting the mission or
diminishing employee performance. Mission requirements shall include
consideration of the impact of telework on the MCRD PI remoie access
information technology (IT) network capacity and appropriate information
security.

3. Execution

a. Commander’s Intent and Concept of Cperaticns

(1) Commander's Intent

{(a) The Marine Corps i1s committed to prometing and implementing
telework consistent with missicon capability and readiness. The MCRD PI
Telework Program supports workforce efficiency, emergency preparedness,
continuity of operations {COOP}), and guality cf life.

(b} Telework is a work arrangement that allows an employee to
perform work, during their regularly scheduled paid hours, at an approved
alternative worksite. MCRD PI is committed to promoting and implementing
telework to the greatest extent possible without adversely affecting the
mission or diminishing employee performance. Telework is not an entitlement
and its use will be restricted to situational and medical purposes only. No
permanent remote telework is authorized. Regular and recurring use of
telework will be approved on a case-by-case basis. Management has the right
to end participation in the program should an employee’s performance not meet
the prescribed standard, or their continused participation fails to benefit
organizational needs. Once a telework agreement has been entered into, it
carries the obligation to support missicon continuity in emergency situations
such as inclement weather, pandemic, or crisis.
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{2} Concept of Operations

{a) Consistent with the references, telework will be authorized
for the maximum number of positions to the extent that individual
performance, mission readiness, and organizational effectiveness are not
jeopardized.

(b} Occupying a position that is telework eligible does not
automatically confer authorization/approval for a given employee. Employee
authorization/approval is driven by many factors including conduct and
performance, trainee status, staffing levels within the employee’s assigned
office, and the availability of equipment. ¢ a minimum, an employee must be
able to effectively perform his or her official duties, either completely or
in part, at the fully successful level at the alternative worksite without
impairment tc the mission.

(¢) Participation in the Telework Program is offered with the
understanding that it is the responsibility of the employee to ensure a
proper work envircnment is maintained. For example, arrangements must be
made for safety, for dependent care so as not to interfere with the work, and
for avoiding disruptions such as personal telephone calls and visitors.

b. Assistant Chief of staff, G-1 (AC/S, G-1)

{1} Cversee and coordinate implementation and administration of the
Telework Program.

(2) Prepare reports on participation rates in the Telework Program
and other data on an annual and as reguired basis for submission to higher
headquarters in response to periodic data calls.

(3) Appoint a Telework Program Manager/Authorized Management Official
to manage the Telework Program.

(4) Ensure telework arrangements are inceorporated into the COOP so
employees will be able to telework during emergency situations.

(5} Approve, disapprove, or terminate an employee's telework request
or schedule. Denial of a reguest tc telework and telework termination
decisions must be based on mission needs, performance, and the intent of the
order but not based solely on personal reasons. Valid reasons to deny a
telework reguest or terminate an existing telework schedule include, but are
not limited to, staffing shortage issues and peak workload periods that
require the employse’s on-site presence. A denial or termination should
include information as to when the employee might reapply, and.if applicable,
what actions the employee should take to improve his or her chance of
approval. Supervisors should review telework provisions in applicable
collective bargaining agreements tc ensure decisions are in accordance with
such provisions.

¢. Supervisors and managers shall:

{1} Ensure all positicns and employees within their organization{s)
suitable for telework are identified in accordance with the references and
that telework is offered to identified employees using the MCRD PI approved
Telework Agreement (enclosure 2). Contact the Telework Program Manager for
an electronic version of the enclosure.
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{2} Complete telewocrk training for superviscrs prior toe authorizing a
telework arrangement for any employee. Training may be accessed via the
Total Workiorce Management Services site: hitps://twms.navy.mil/login.asp

{3} Ensure performance standards for employees who telework are
commensurate with performance standards for non-telewocrkers and hold
employees accountable for the results they produce while teleworking.

(4} Treat teleworkers and non-teleworkers the same for the purpose of
work regulrements, periodic appraisals of job performance, training,
rewarding, reassigning, promoting, reduction in grade, retaining, removal,
and other acts requiring management discretion.

{5) Review and re-sign telework agreements on a biennial basis. New
telework agreements will be executed when a new superviscr-employvee
relationship is established.

(6) Ensure proper time certification and appropriate utilization of
the telework program. Timecards for APF emplcyees must be coded to reflect
time worked in a telework status with the appropriate type hour code (THC)
and envircnmental hazard code (Ehz) that distinguishes the type of telework.

d. Assistant Chief of Stafi, G-6 (AC/S, G-6). Review SECTION IIiI -
TECHNQLOGY/EQUIPMENT CHECKLIST of DD Form 2946 of the standardized MCRD PI
Telework Agreement on a biennial basis for accuracy and supportability.

4, Administration and Logistics

a. Records Management. Records created because cof this order shall be
managed according to National Archives and Records Administration (NARA)
approved dispositions to ensure proper maintenance, use, accessibility and
preservation, regardless of format or medium.

b. Privacy Bct. Any misuse or unauthorized disclosure of Personally
Identifiable Informaticn (PII) may result in both civil and criminal
penalties. The Department of Navy {DON} recognizes the privacy of an
individual is a personal and fundamental right that shall be respected and
protected. The DON’'s need to collect, use, maintain, or disseminate PII
about individuals for purposes of discharging its statutory responsibilities
will be balanced against the individuals’ right to be protected against
unwarranted invasicn of privacy. All collection, use, maintenance, or
dissemination of PII will be in accordance with the Privacy Act 37848¢f 1974.

5. Command and Signal

a. Command. This order is applicable to all APF personnel assigned or
attached to MCRD PI commands.

b. Signal. This order is effectiv he d#ye signed.

JJS B. STONE IV
ief of Staff

DISTRIBUTION: A
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TELEWORK POLICIES AND PROCEDURES

1. Types of Telework Schedules. MCRD PI will utilize twe (2) types of
telework schedules: regular/recurring and situational.

a. Regular and Recurring Telework. 2n employee scheduled to work at an
approved alternative worksite in a regular and recurring pattern on one or
more days each pay period. Regular and Recurring Telework Agreements will be
approved on a case-by-case basis.

b. Situaticnal Telework (also referred to as periodic, ad hoc, or
intermittent telework). An employee’s telework at an approved alternative
worksite is unscheduled, project-oriented, or irregular in nature. Examples
include:

(1) Continue operations when the traditional worksite is closed to
the public, access is limited, or commuting 1s dangerous.

{2) Practice telework to ensure readiness for continuing operations in
the event of a crisis or national emergency.

{3) Perform short-term projects or assignments that require
concentration and uninterrupted blocks of time for successful completion.

{4) Allow an employee who is temporarily unable to physically report
to the traditiocnal office (e.g., when recovering from illness or injury).

2. Telework Eligibility. Both the positicn and the person must be considered
when determining telework eligibility. There may be cases where a position is
a telework-eligible position but the employes is not eligible to teleswork.

a. Pesition Eligibility. Positions eligible for telewcrk are those
involving tasks and work activities that are portable; do not depend on the
employee bkeing at the cofficial duty station; and are conducive to supervisory
oversight at the alternative worksite.

{1) Tasks and functions generally appropriate for telework include,
but are not limited to:

Thinking and writing

Policy development

Research

Analysis .

Computer-oriented tasks, such as programming, data entry, word processing,
weh page design

{Z) Positions that require daily, on-site contact with other
employees or customers, reqguire direct handling of secure materials or systems
or contact with machinery, eguipment, or vehicles are not suitable fox
telework. If a position requires an employee to have a physical presence or
perform site dependent activities, the position is deemed unsuitable for
telework.

b. Perscn Eligibility. ©Once a position has been determined to be
suitable for telework, the following eligibility requirements must be applied
£0o the employee:

1 Enclosure (1}
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{1) Eligible for Telework: The employee’s perfcrmance must be at the
fully successful level or above and the employee must have demonstrated
appropriate work habits to include the ability to work independently without
close supervision.

{Z) Not Eligible for Telework: Employees whose performance or
conduct warrants close supervision (e.g., whose rating of record is below
fully successful, whose conduct resulted in corrective action within the last
12 months, has been officially disciplined for being absent without
permission for more than five (5) days in any calendar year, has been
officially disciplined for unethical conduct or who have an unresolved
security issue} shall not be allowed to telework until such time as the
supervisor determines these issues have been satisfactorily resolved.
Employees who are newly assigned to a trainee or entry-level position shall
not be authorized telework until the employee has demonstrated both
satisfactory performance and appropriate work habits.

3. Telework Training and Telework Agreement

a. All teleworkers and supervisors of teleworkers are required to
complete telework training prior to entering into the telework agreement.
Completion of telework training must be entered into the Total Workforce
Management Services (TWMS).

b. The following provisions must be included in all telework agresments
in the section titled COMPONENT- SPECIFIC TERMS AND CONDITIONS:

{1} On a day when an activity 1s closed due to emergencies, employees
who are scheduled to telework on the day of the closure are expected to
telework, unless leave is requested and approved. Telework-ready employees
who have been approved to work unscheduled telework are alsc subject to this
provision. If the closure extends beyond one (1) day, teleworkers are
expected To continue working for each day of the closure, provided the
enployee has sufficient work to complete.

{(2) When a late arrival policy is announced, employees who are
telewcrking on a scheduled or unscheduled basis must work their normal
telework hours, or request leave.

{3) When an early dismissal policy 1s announced, employees who are
teleworking on a scheduled or unscheduled basis are expected to continue
working or request leave.

4., Accounting for Time in a Telework Status. Teleworking employees are
required to satisfactorily complete duties as assigned and their time spent
in a telework status must be accounted for and reported on timecards.

a. Timecards for APF employees must be coded in the Standard Labor
Data Collection and Distribution Application (SLDCADA) to reflect time
worked in a telework status with the type hour code being “RG” and the
environmental hazard code (Ehz)} that distinguishes the type of
telework, from the options below:

(1) Use code TW to show regular and recurring telework days:

(2) Use code TS to show situational telework days;

2 Enclosure (1)
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{3} Use code TM to show telework days used for medical reasons.

b. APF employees on flexible work schedules who are permitted to earn
credit hours will be permitted to be sarn credit hcours while teleworking, the
type hour code will be CD. For telework that is performed while in an
overtime status, normal rules apply for approval to work overtime. The type
hour code will be the normal codes for overtime. In both cases, the Ehz
codes will be the same as in the paragraph zbove.

5. Continuity of Operations (COCP), Pandemic Qutbreak, Weather, and Other
Emergency Situations

a. Federal agencies are expected to continue essential operations during
emergency events. This expectation is a primary reason for expanding the use
of telework in the Federal sector. Situations may include inclement weather
or other natural event, a national or local crisis, cr a pandemic outbreak.
Maximizing telework capability helps the Marine Corps continue to meet mission
regquirements and in the case of pandemic, to achieve social distancing.

. When an emergency occurs, telework-ready employees in the affected
area are expected to telework as scheduled for the duration of the emergency.
To be telework~ready in an emergency, an employee must have z current telework
agreement in place; have needed equipment and ceonnectivity available; have
practiced telework regularly in order to ensure proficlency and capability;
and have sufficient work available to remain preoductive for the duration of
the event.

C. An employes who is scheduled to telework and a telswork-ready
employee who is approved for unscheduled telework on a day when an
unscheduled telework policy is announced are considered teleworkers for that
day and are expected to telework during their normal tour of duty.

d. If compelling reasons prevent fulfilling the obligation to telework,
an employee should centact his or her supervisor to reguest appropriate leave
or, if applicable, administrative sexcusal. Compelling reasons include power
cutagess at the telework site; inability to access material necessary to
perform work; and evacuation by the local authorities. :

e. If the regular worksite is open and circumstances prevent the
employee from teleworking, the employee may report to the worksite or

reguest leave.

6. Telework and Workers’ Compensation

a., Marine Corps employees who are directly engaged in performing the
duties of their jobs are covered by the applicable workers' compensation
program while in a telework status. The Federal Employees’ Compensation Act
(FECA) covers BPEF employees.

b. For work-at-home arrangements, the employee is required to designate
one area in the home as the official workstation. The Government’s
potential exposure to liability is restricted to this official workstation
for the purposes of telework. Each employee with an approved telework
agreement for work-at-home must sign a safety checklist as part of the
telework agreement. Employees are responsible for ensuring their homes
comply with safety requirements.

3 Enclesure (1)
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c. Teleworking APF employees must ncotify their supervisor immediately of
an accident or injury at the alternative worksite, and complete the
Department of Labor (DCL}) Form CA-1, Federal Employee’s Notice of Traumatic
Injury and Claim for Continuvation of Pay/Compensation.

7. OQther Provisions

a. An employee in a Testing Designated Position (TDP) working at a
telewerk site who is identified for a drug test must report to the regular
worksite to be tested if so directed.

b. If there is reason to suspect safely standards are not being met at a
home telework site, or when an accident or injury has occurred at a home
worksite, a supervisor (or other authorized agency official} has the right o
inspect the teleworker’s home worksite. In these cases, an appointment will
be made to inspect the home worksite.

c. If a teleworker is required to report to the regular worksite after
the start of the duty day on a day the employee is teleworking, travel from
the telework site to the regular worksite is considered hours of work. In
these cases, the employee will complete the duty day at the resgular worksite.

d. The Marine Corps is not liable for damages to an employee’s personal
or real property while the employee is working at an approved alternative
worksite, except to the extent the Marine Corps is held liable by the Federal
Tort Claims Act or the Military Personnel and Civilian Employees Claims Act.

e, Telework arrangements do not autcmatically follow an emplovee who is

on a temporary duty {(TDY} assignment, temporarily detailed, or assigned to a
different position or supervisor.

4 Enclosure (1)
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DEPARTMENT OF DEFENSE
TELEWORK AGREEMENT

PRIVACY ACT STATEMENT
AUTHORITY. 10 US.C. 113, Secratary of Defensa; Do instruction 10358 01, Telewerk Policy.
PRINCIPAL PURPOSE]S): Information 1s cofiacted o remister individuals as parficipants m the DoD aliemative workplace program to manage ang
dotument the duties of participants; and 1o fund. gvaluate and report en program agtivity, The records rmay be used by Information Technology oflices to
dgelermung equipment needs. 10 ensure appropnate safepuards ars i place 1o protect government informatien. and for assessing and managmng

technological risks and vulnerabilities.
ROUTINE USE(S): Mone.

DISCLOSURE. Voluntary: however, failure to srovide the requested information may result in your inability to ba a participant in the telewark pregram.

TERMS OF TELEWORK AGREEMENT

The terms of thes agreement must be read in confunction with
Depanment of Defense (GoDj telework poliey, available on the
Dol Issuances Web Sife at hito/ferwaw dtic miliwhs-dirsctives’ or
on the Civilian Personnel Management Service Web Site at
wyrw coms osd mil and any additional guidance provided hy the
employing organization. Signatories cariify they will abide by thig
agreement, DoD telewark policy. and a¥ supplemenial terms
established by the empioying arganization.

1. Work schedules and hours of duty may be madified as
necessary, but are subject 1o local management procedurss and
approvat and'or collechve bargaming agreement reguirements, A
sopy of the employee’s approved work schedule should bg kept an
file vith the signad telework agreemsent. In emergency siuatans
ias indicated in Section 1. Block 12 of the telework agreement). the
teleworker's work hours may be subject 1o change. Emergsncy
scheduies will b2 set based on mission needs.

2. 1f the employes reports to the reguiar worksila ot leas) twice
per pay penod. the regular worksiis is the official worksite as
defined in part 531 €05, subpart F of tils 5. Cods of Federal
Reguiations.

3. If the amployee does not report to the regular worksite at
least twite each brwaskly pay period, the official worksite is ths
location of the employee's felework site. Exceplions to the twice
each braeekly pay period requirement may be mads dunng
eriergenciss lincluding a pandamic} and for shart-term situations
{e g., special projects. medical accommodation)

4. Al pay (o includs iocality pay or losal market supplamsntj,
lzave, and travel entitlements are based on the employee's official
worksite as documented on a Notice of Persannel Actien,

5. Prior to signing this Telewark Agreement, the supervisor and
employee will discuss:

a. Office proceduras (e.g., procedures for reporing fo duly,
procedures far measuring and reviswing waork, time and
attendance. prosedures for maintaining office communicationsj;

b. Safety, technalogy and equipment requirements; and

c. Performanee expectations,

8. Employes will not work in excess of the preschedulad tour of
duty {e.g.. overbme, holiday work. or Sunday work) unfess he or
she receivas permission fram e supendser. By signing this form.,
the employee acknowiedoes that failure to obtain proper approval
for overtime work may result in canceliation of the telework
agresment and may also include approprate disciplinary action.

7. If designated employee (as indicatsd in Section |, Bleck 12 of
this agreement} is unable fo werk due o iliness or dependent care
responsibilitizs. the employes must iake appropriats lsave.

Supervisors may. on a case-by-case basis, administratively excuse |

the designated isleworker from telaworking if circumstancas, such
as a power fadure or weathar related emergency, prevent the
emplioyee rom working at the telewek site. To the extent
prachicable, managers will include a description of emergency
duties with this agreement if emergency duties are different from
the employee's prescribed dulies and responsibilities.

8. Teizworkers may bs required io return to the regular worksde on schegduled
telzwork days based on operational reguiremeants. In situations whare the employee
is called to return to the office culside normat work hours. the recalt shall be handiad
in accordance with established policy and:or eatigctive bargainma agrzements. if
apphoable,

g i the employse uses Sovernment-fumnished aguipmernt :GFE). the employes will
use and proiect the equipment in accordance with the Dolb Component's
procedures. GFE will be serviced and maintained by the Govarnmen:

10, The smpioyze agress to comply with the terms of computar softeare licenss
and copyright agreements. computer virus and protection requirements and
procedures

11. No classified documents {hard copy or efectronic) may be taken to, or
cTeated at, an empioyes’s allernative worksite. I classif:ad telework is
authorized at an approved alemative ssoure incation, teleworkers must comply with
the procedures established by DoD 5200.01-R and the Dol Camponent regarding
such work, For Official Use Only {FOUQ) and controlled unclassified
information {CU1) data may be taken to alternative worksites if necessary
precautions are taken to pretect the data. consistent with Dol regulations.

12. When GU! including compztition sensitive or source selzction data is authorized
for use at the {zlevork Iocation. enteria for the proper encryplion and safeguarding of
such iaformation and deta must be consistent with Enclosures 3, subparagraphs
3.441} through {31 of DoD! 1035.01, Telework Policy. Component spectfic
mstrdctions must bg included in the space alloved for Component specific
comments or et the appropriate Campanent references that contain these
tistructions.

13. The supervisor will determine how frequently. if 2t all, backup copizs of datz onto
network drives or removable disks must be made to protect against foss of data

The supervisor may alse require the amployes to periodically send backup copias to
the main work fasiling.

14, The employee may be reimbursed for authonzad expenses {e.9., mstallation of
broadband or telephone (nas) incurred while conducting business for the
Government. 3s provided by statute and implementing regulations and as arficulated
in {his agreement. (Approved authorizations are filed with this agreement.}

15, The employee will apply approved safeguards to protect Government
recards from unauthorized disclosure or damage and will comply with Privacy
Act reguirements set forth in the Privacy Act of 1974, and codified at section
552a of title 5, United States Code. The uss of personal ema#l accounts for
transmission of Personally Ideniifiable information (P} is strictly prohibited.

Pl may only be emailed betwaen government email accounts and must be
encrypted and digitaity signed.

16. The DobD Component may inspect the home worksite, by appointment only,
if Ihe Dol Component has reasen to suspect that safety standards are not being
met and GFE is not being properly maintainad.

17. The BoD Component will not be respensible for operating. maintenance, or any
other costs (e.g., ulilittes} assoniated with the use of the employee’s residence.

18, The DoD Component is not liable for damages to an employee's personal or
real property while the empioyee is ‘working at ficme, except to the extent the
Government is held liable by the Fedaral Tort Claims Act or from claims arising
under the hiilitary Persennel and Civilian Employses Claims Act.

DD FORM 29486, DEC 2011

PREVIOUS EDITION IS OBSOLETE.

Terms and Conditions
Adona Professiona!
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