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MEMORANDUM FOR:  SEE DISTRIBUTION  
  
SUBJECT:    Directive-Type Memorandum (DTM) 11-001 – Telework 
    Program 
 
References: (a) DoD Instruction, 1035.01, “Telework Policy,” 
   21 October 2010 
        (b) DoN Office of Civilian Human Resources (OCHR) 
   Fact Sheet, “Telework in the DON,” May 2011 
        (c) DoN Memorandum, Office of Assistant Secretary 
   (Manpower and Reserve Affairs, (CHR)), 26 May 
       2011 
   (d) Office of Under Secretary of Defense 
   Memorandum, “Telework Eligibility,” 12 May 2011 
   (e) DoN Office of Civilian Human Resources (OCHR)          

  Job Aid, “Determining Telework Eligibility,” 1 
   August 2011 
   (f) SECNAV Instruction 1035.1, “DoN Telework 
   Program” (development stage) 
 
1.  Purpose.  Pursuant to references (a) through (f), Naval 
Intelligence will adhere to the stated guidance and prescribed 
procedures in the administration and implementation of a 
Telework Program in your respective Activity/Command.   
 
2.  Applicability.  This DTM applies to: 
 

• Naval Intelligence Community employees appointed to DCIPS 
positions, to include DoD Component (DoD organizations 
that perform national intelligence, defense intelligence, 
and intelligence-related functions and the intelligence 
elements of the Active and Reserve Components of the 
Military Departments)DCIPS employees serviced by the 
Civilian Intelligence Personnel Office to include 
employees covered by the Federal Wage System or 
equivalent, and members of the Defense Intelligence Senior 
Executive Service (DISES) and the Defense Intelligence 
Senior Level (DISL). 



• Eligible Employees as defined in above references and at 
the discretion of the Heads Activity/Command. 

 
 3.  Policy:  This DTM is effective immediately; guidance and 

prescribed procedures should be conducted in accordance with 
reference (a) through (e).  The Civilian Intelligence Personnel 
Office (CIPO) will be issuing Standard Operating Procedures 
consistent with the Telework Enhancement Act of 2010 that will 
delineate Naval Intelligence operational guidance and procedures 
when final SECNAV policy has been published, reference (f).  To 
facilitate the administration and implementation of a Telework 
Program in your respective Activity/Command refer to the 
guidelines set forth in Attachments 1 and 2. 

4.  Responsibilities:  The point of contact for this action is 
Jackie Massie, Naval Intelligence Telework Program Coordinator, 
(301) 669-5819. 
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ATTACHMENT 1 
CIVILIAN INTELLIGENCE PERSONNEL OFFICE (CIPO)                                       

TELEWORK PROCESSING GUIDE 
Telework is an arrangement that allows employees to conduct some 
or all of their work at a location other than their official 
worksite.  Telework can be completed in an employee’s home or an 
alternate approved worksite. 
Naval Intelligence Activities/Commands shall permit employees in 
eligible positions who exhibit suitable work performance and 
conduct to telework, to the extent that mission requirements are 
not compromised.  
 
1. Types of Telework 

Regular and recurring - Telework includes at least one day 
each pay period in a telework status.  Telework days are 
scheduled in advance and may be changed only with prior 
approval. 
Situational - Telework is performed on an occasional, one-
time, or irregular basis and is usually driven by the 
situation (e.g. a one-time project that requires intense 
concentration).  Ad hoc telework may also be approved for use 
during inclement weather or other emergency conditions. 

 
2. Telework Training 
Supervisors and employees must take Telework training before 
entering into a Telework Agreement.   
  Employee Training - Employees can take telework training 
  through the Navy Knowledge Online (NKO) website,   
  https://www.nko.navy.mil/portal/home.  Also, the Office of 
  Personnel Management (OPM) offers telework training on OPM’s 
  website, http://www.telework.gov. 
 
  Supervisory Training - DoN Telework Training for supervisors     
  is available in the Total Workforce Management System (TWMS)  
  or on the DoN Telework website.  Also, the Office of Civilian 
  Human Resources (OCHR) has a web version of this training 
  which can be accessed at: 

http://www.public.navy.mil/donhr/Benefits/worklife/Telework/Pages/Default.aspx. 
 
Supervisors can also access training through the Navy Knowledge 
Online (NKO) website, https://www.nko.navy.mil/portal/home or on 
OPM’s website, http://www.telework.gov. 
 
3. Training Certification 
Supervisors and managers are responsible for ensuring that their 
employees take telework training prior to teleworking.  

http://www.telework.gov/�
http://www.public.navy.mil/donhr/Benefits/worklife/Telework/Pages/Default.aspx�
http://www.telework.gov/�


Supervisors and managers are also responsible for taking 
telework training. Telework training certification is required 
for all supervisors, managers and employees who enter into a 
telework agreement. 
 
4. Approving Telework Schedules 
Supervisors have the authority to determine employee eligibility 
for telework schedules.  Eligibility should be determined based 
on the functions and duties of the position, positions are 
generally eligible for telework if they are portable, computer 
or telephone oriented, require quantifiable tasks or lots of 
research and analysis.  Generally employees that are ineligible 
for telework if, their position requires daily face-to-face 
contact with customers, occupy a one-of-a-kind position, or have 
duties that cannot be performed at a telework site.  Employees 
that have access to secure information should also be considered 
ineligible. 
 
5.  Telework Eligibility Code Status in the Defense Civilian 
Personnel Data System (DCPDS) 
After the initial upload of telework eligibility codes for 
employees (expected to occur on or about 31 October 2011), 
supervisors are required to change their employee’s telework 
eligibility code status by using MyBiz/My Workplace. Supervisors 
should refer to the “DoD Guide for Supervisor Update–Employee 
Telework Eligibility MyBiz/MyWorkPlace”, Attachment 2, for 
instructions on how to complete the change.  
 
6. Telework Agreements 
Employees that telework on a regular/recurring basis or 
situational (ad hoc) basis, must complete a telework agreement. 
Supervisory denial and termination decisions shall be based on 
mission needs, to include ensuring adequate office coverage and 
suitability of both the person and position for telework. A 
supervisor or employee may terminate the telework agreement. 
A copy of all telework agreements and training certifications 
must be completed on the DD Telework Agreement form (DD 2946) 
and a copy sent to the NAVINTEL Telework Program Coordinator via 
(301) 669-5840 or email at CIPOtelework@nmic.navy for program 
compliance, accountability and reporting purposes.  
Telework agreements that do not have completed supporting 
telework training documentation will be invalid.  Supervisors 
and employees will be notified if their telework agreement is 
invalid by the NAVINTEL Telework Program Coordinator. 
On an annual basis, telework agreements shall be reviewed by the 
supervisor and the employee.  All renewed annual agreements 

mailto:CIPOtelework@nmic.navy�


shall be completed and submitted during the annual call for 
renewed agreements set by CIPO. 
 
7. Equipment and Office Supplies 
Government Furnished Equipment (GFE) should be approved for 
employees who telework on a regular and recurring basis when 
practicable.  Supervisors should provide the necessary office 
equipment and office supplies for use with GFE for employees who 
telework on a regular and recurring basis, within budgetary 
constraints, based on the nature and type of work performed.  
Equipment and supplies may be furnished for employees performing 
telework on an ad hoc basis when practicable.  Employees must 
comply with equipment usage requirements set forth in the 
telework agreement. 
 
8. Emergency Situations 
Employees who telework on a regular and recurring basis who are 
unable to report to their assigned office location due to office 
closure or dismissal because of a natural or man-made emergency 
event (e.g. hurricane, earthquake, wildfire, snow storm, 
flooding, act of terrorism) shall continue to telework each 
regularly scheduled work day during the emergency situation.  
Any requirement that a teleworker continue to work if an 
Activity or Command closes should be included in the employee’s 
DD Form 2946. 
Employee’s who perform mission-critical duties may be required 
to work from home or an alternate workplace during emergency 
situations.  In the event of a pandemic health crisis, employees 
with Continuity of Operations (COOP) responsibilities may be 
asked to telework to stop the spread of germs. 
 
9. Time and Attendance 
Activity/Command Payroll Customer Service Representations are 
required to ensure that the below telework time card codes are 
available in SLDCADA.  Employee timecards must be coded to show 
time in a telework status.  When using SLDCADA the following 
telework time codes shall be used: 

TW:  Regular and Recurring            
TS:  Situational/Ad hoc basis                                       
TM:  Telework Medical  

                                           
10.  Point of Contact 
For more information on the Telework Program, contact Jackie 
Massie, Naval Intelligence Telework Program Coordinator at  
(301) 669-5819. 

 



1 

 

ATTACHMENT 2 

DoD Guide 
Steps for Supervisor to Update Employee Eligibility in My Biz/My Workplace 

Step 1:  Supervisor logs into Self Service 
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Step 2:  Select ‘My Workplace’ 
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 Step 3:  Select ‘My Employee Information’ 

 

Step 4:  Select employee from list 
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Step 5:  Select ‘Personal’ tab  

 

Step 6:  Scroll down page and select the ‘Update/View Telework Eligibility Information ‘link 

 

Step 7:  Select ‘Need Help Determining Eligibility?’ link 
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Step 8:   Document should help you make proper determination for your employee telework eligibility.  
Close document  

 

Step 9:   Select the ‘Magnifying Glass’ icon to continue 
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Step 10:  Enter a partial search in the open box, or select the ‘Go’ button to receive complete list of 
descriptions. 

 

Step 11: Select appropriate description from list by selecting ‘Quick Select’ link 

 

Note:  Select ‘Next 10’ link to view the remaining descriptions. 
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Step 12:  Select the ‘Submit’ button to update employee telework eligibility description 

 

Step 13:  Update has been made – to verify update, follow steps identified below Confirmation.  To 
continue updating your employee telework eligibility, select the ‘Continue Update information’ link.   

 

Step 14:   Select the ‘Home’ link and the next step will be to submit Telework Report 
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Step 15:  Select ‘Telework Report’ link  

 

Step 16:  Select ‘Submit’ button 

 

 

Step 17:  Select the ‘Refresh’ until you have an ‘Output’ icon available 
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Step 18:  Select the ‘Output’ icon to view report 

 

 

Step 19:  View Report 

 

The report can be sorted, saved, printed, etc.   
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