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Learning Objectives

• Understand the roles and responsibilities of the entire 
telework management structure

• Clearly see the necessity of leadership buy-in in telework 
programs

• Have awareness of how to conduct a telework drill



References

• 5 U.S. Code Chapter 65 - TELEWORK
• Department Of Defense Instruction (DoDI) 1035.01
• Telework.gov
• Telework Enhancement Act



• The term 'telework' or 
'teleworking' refers to a work 
flexibility arrangement under 
which an employee performs the 
duties and responsibilities of such 
employee's position, and other 
authorized activities, from an 
approved worksite other than the 
location from which the employee 
would otherwise work.

• Except for under an approved 
temporary exception, teleworkers 
are expected to report to the 
agency worksite on a regular 
basis or at least twice every pay 
period.

What is telework?



Telework Agreement
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Telework Roles & Responsibilities 
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Agency Leadership
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HQ Telework Coordinators
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Supervisors
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1. Who is responsible for 
incorporating the telework 
program into strategic goals?

2. Supervisors should only 
approve telework agreements 
for employees who have 
proven they do not need any 
oversight.

3. Who facilitates DoD’s 
response to the annual 
telework data call?

Knowledge Check



Practice Practice Practice

• The DoD Telework Policy states that telework may be used to periodically practice for 
things like a COOP

• COOPs fall outside of any telework policy and may even supersede other policies when 
enacted

• Employees at all levels must be telework ready to ensure mission continuity during 
emergencies

• Leaders should use telework drills as an opportunity to collect information about how the 
program may improve



Questions?



BREAKOUT

In breakout teams, discuss how you will conduct a telework drill
Think about what goes into a fire drill.  
It is not as simple as someone pulling the switch and everyone walking out.

Consider all the players necessary
Discuss what you hope to accomplish with the drill
What data will you collect?
How will you go about collecting the data?
Each team will nominate one person to present their plan for conducting a 

telework drill to the bigger group



Recap

Attendees should now: 
Know what telework is
Identify the two types of telework
Identify the roles and responsibilities of managers of telework

Attendees may now:
Assist their leaders in conducting telework drills
Identify stakeholders in the drill and identify roles that must be filled
Collect data and assess data to recommend improvements to the telework program

Reach out to your agency telework coordinator for further guidance
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