
 
DEPARTMENT OF THE NAVY 
BUREAU OF NAVAL PERSONNEL 

5720 INTEGRITY DRIVE 
MILLINGTON TN 38055-0000 

IN REPLY REFER TO 

BUPERSINST 12300.2 
PERS-08 
9 Oct 2002 

BUPERS INSTRUCTION 12300.2 
 
Subj:  TELECOMMUTING (TELEWORK) PROGRAM 
 
Ref:   (a) P.L. 106-346, Section 359 of 23 Oct 00 
       (b) Under Secretary of Defense Memorandum of 
           22 Oct 01 (NOTAL) 
       (c) Deputy Assistant Secretary of the Navy (Civilian 
           Personnel/Equal Employment Opportunity) Memo of 
           18 Dec 01 (NOTAL) 
 
Encl:  (1) Department of Defense (DOD) Telework Policy and Guide 
       (2) NAVPERS 12300/19 (01-02), Telework Agreement 
       (3) NAVPERS 12300/20 (01-02), Telework Program Safety 
           Checklist 
 
1.  Purpose.  To implement the BUPERS Telework Program. 
References (a), (b), and (c) establish a policy under which 
eligible employees may participate in teleworking to the maximum 
extent possible without diminished employee performance. 
 
2.  Background.  Telework (also known as flexiplace, 
telecommuting, work-at-home) has emerged over the last decade in 
Federal government employment both on an informal basis and 
pursuant to specific Department of Defense (DOD) policies and 
regulations.  Enclosure (1) provides further background, 
definitions, and references. 
 
3.  Objective.  This program is designed to actively promote 
telework as a legitimate method for managers and their employees 
to achieve claimancy work requirements.  The objectives of this 
program are to 
 
    a.  promote Bureau of Naval Personnel (BUPERS) as an 
employer of choice. 
 
    b.  improve the retention and recruitment of high-quality 
employees who can exceed work requirements. 
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    c.  enhance BUPERS efforts to employ and accommodate people 
with disabilities, including employees who have temporary or 
continuing health problems, who might otherwise have to retire 
on disability. 
 
4.  Policy 
 
    a.  This policy implements the requirements of reference (a) 
which requires a policy be established under which eligible 
employees may participate in teleworking to the maximum extent 
possible, without diminished employee performance.  Reference (c) 
authorized Department of the Navy (DON) permission to implement 
this program.  Enclosure (1) provides overall policy and guidance. 
 
    b.  It is BUPERS claimancy policy that 
 
        (1) the maximum number of positions/employees be 
identified as eligible for regular and recurring teleworking (at 
least 1-day a pay period, and ideally at least 1-day a week). 
 
        (2) eligible employees identified as occupying eligible 
positions be notified of this determination and be allowed to 
telework, if they so request, at the frequency deemed 
appropriate (noting that employee participation in teleworking 
is voluntary). 
 
        (3) employees may be approved both to telework and to 
work an alternative work schedule. 
 
        (4) supervisors may approve “ad hoc” telework. 
 
        (5) employees who work a telework schedule (other than 
on an ad hoc basis) must sign a Telework Agreement, prior to 
commencement of the telework schedule.  (At a minimum, all 
telework agreements must address the location and requirements 
of the alternative worksite, telework schedule, security of 
official information, protection of Government-furnished 
equipment, applicable standards of conduct, liability and injury 
compensation, and Government access to the alternative 
worksite.)  A Telework Agreement is available at enclosure (2). 
 
        (6) management reserves the right to require employees 
to report to the traditional worksite on scheduled telework 
days, based on operational requirements.  Management has the 
right to end participation in the program should an employee’s 
performance not meet the prescribed standard, or their continued 



BUPERSINST 12300.2 
9 Oct 2002 
 

 3

participation fails to benefit organization needs.  Either the 
employee or the supervisor can terminate the telework 
arrangement by giving 2 weeks written notice. 
 
        (7) employees who are approved for telework are required 
to satisfactorily complete all assigned work per standards and 
guidelines in the employee's performance plan.  Time spent in a 
teleworking status must be accounted for and reported on in the 
same manner as if the employees reported for duty at the 
traditional worksite. 
 
        (8) overtime provisions that apply to employees working 
at a traditional worksite apply to employees who telework.  
Employees may work overtime only when ordered and approved in 
advance by the supervisor. 
 
        (9) employees who are approved for work-at-home telework 
must sign a safety checklist prior to commencement of 
teleworking (see enclosure (3)).  Employees are covered by the 
Federal Employees Compensation Act (FECA) when injured or 
suffering from work-related illnesses while conducting official 
government business. 
 
5.  Responsibilities 
 
    a.  Director, Civilian Personnel Policy Office, BUPERS 
(PERS-08) will serve as the focal point of the BUPERS Telework 
Program and will 
 
        (1) provide and interpret DON and DOD policies on 
telework. 
 
        (2) oversee and coordinate BUPERS implementation and 
administration of the Telework Program. 
 
        (3) prepare consolidated reports for DON and DOD on 
participation rates in the BUPERS Telework Program and other 
data, on an annual and as required basis. 
 
        (4) update and revise this policy based on further 
guidance/direction from DOD or DON. 
 
    b.  Commanders, COs and OICs will 
 
        (1) designate a Telework Program Coordinator for the 
command. 



BUPERSINST 12300.2 
9 Oct 2002 
 

 4

 
        (2) implement the BUPERS claimancy Telework Program 
using enclosure (1) as a guide. 
 
        (3) report positions eligible to participate in the 
telework program. 
 
    c.  Supervisors and Managers will 
 
        (1) maintain records of employees participating in the 
Telework Program. 
 
        (2) determine employees suitable by including those who 
have 
            (a) presented a written telework agreement for 
approval. 
 
            (b) demonstrated dependability and the ability to 
handle responsibility, and proven record of self-motivation. 
 
            (c) the ability to prioritize work effectively and 
utilize good time management skills. 
 
            (d) agreed to protect government records from 
unauthorized disclosure or damage and comply with requirements 
of the Privacy Act of 1974, 4 U.S.C. 552a. 
 
            (e) no dependent care obligations that would 
conflict with work at home. 
 
        (3) use enclosure (1) as a guide for the Telework 
Program and ensure employees participating on a regular and 
recurring basis complete the Telework Agreement. 
 
6.  Labor Relations Obligations.  Any bargaining obligations 
must be fulfilled prior to implementation.  The servicing Human 
Resource Office (HRO) labor relations specialists are available 
to provide guidance and assistance. 
 
7.  Action.  Provisions of this policy are effective 
immediately.  Addressees shall ensure adherence to program and 
reporting requirements.  Questions may be directed to your 
servicing HRO. 
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8.  Forms.  NAVPERS 12300/19 (01-02), Telework Agreement and 
NAVPERS 12300/20 (01-02), Telework Program Safety Checklist are 
available at http://forms.daps.mil/order. 
 
 
 
 
 
 
      S. J. TOMASZESKI 
      Rear Admiral, U.S. Navy 
      Deputy Chief of Naval Personnel 
 
Distribution: 
SNDL  C55A    (NAVPERSCOM DETACHMENTS) 
      C55F    (NAMALA WASHINGTON DC) 
      FJA2    (NAVY BAND WASHINGTON DC) 
      FJA3    (COMNAVPERSCOM MILLINGTON TN) 
      FJA4    (COMNAVCRUITCOM MILLINGTON TN) 
      FJA8    (NAVRESPERSCEN NEW ORLEANS LA) 
      FJA9    (EPMAC NEW ORLEANS LA) 
      FJA10   (NAVMAC MILLINGTON TN) 
      FJA11   (NAVJNTSERVACT NS TOKYO JA) 
      FJA12   (NAVCONBRIG CHARLESTON SC/MIRAMAR CA) 

http://forms.daps.mil/order
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Enclosure (2) 

TELEWORK AGREEMENT 
 

EMPLOYEE 
 
Last Name    First Name   Middle Initial 
 
Title       Pay Plan/Series/Grade 
 
Activity Name and Location 
 
Days in Biweekly Pay Period Employee is Authorized to Telework 
 
The employee is approved to work at the approved alternative worksite 
specified below per the following schedule: 
 
                                       WORK SCHEDULE 

DAY 
 

PER 
WEEK 

 

PER PAY 
PERIOD 

 

Fixed or 
Alternative 

 
FWS or CWS 

 

DUTY HOURS 
(specify hours of 
work and lunch 

break 
 

MON      
TUE      
WED      
THU      
FRI      
 
ALTERNATIVE WORKSITE 
 
The employee’s alternative worksite is 

Home Office or Work Area Address 
 
Location of Home Office or Work Area 

Phone Number                Fax Number           E-Mail Address 
 
GSA TELECENTER 
 
Address 
 
Phone Number                Fax Number           E-Mail Address 
 

NAVPERS 12300/19 
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Enclosure (2) 2

TELEWORK AGREEMENT (CONT’D) 
 
OTHER APPROVED ALTERNATIVE WORKSITE 
 

Address 
 
Phone Number                Fax Number           E-Mail Address 
 
CHANGES TO TELEWORK ARRANGEMENT 
 
1.  Employees who telework must be available to work at the 
traditional worksite on telework days on an occasional basis if 
necessitated by work requirements.  Requests by employees to 
change their scheduled telework day in a particular week or 
biweekly pay period should be accommodated by supervisors 
wherever practicable, consistent with mission requirements. 
 
2.  A permanent change in the telework arrangement must be 
reflected in a new Telework Agreement. 
 

WORK-AT-HOME TELEWORK 
 
1.  It is the responsibility of employees to ensure that a 
proper work environment is maintained while teleworking. 
 
2.  Work-at-home teleworkers must complete and sign a safety 
checklist that proclaims the home safe for an official home 
worksite, to ensure that all the requirements to do official 
work are met in an environment that allows the tasks to be 
performed safely.  Employees agree to permit access to the home 
worksite by agency representatives as required, during normal 
working hours, to repair or maintain Government-furnished 
equipment, and to ensure compliance with the terms of this 
Telework Agreement. 
 
3.  For work at home arrangements, employees are required to 
designate one area in the home as the official work or office 
area that is suitable for the performance of official Government 
business.  The Government’s potential exposure to liability is 
restricted to this official work or office area for the purposes 
of telework. 
 

NAVPERS 12300/19 
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Enclosure (2) 3

TELEWORK AGREEMENT (CONT’D) 
 
4.  Employees acknowledge that telework is not a substitute for 
dependent care. 
 
5.  The Government is not responsible for any operating costs 
that are associated with employees using their personal 
residence as an alternative worksite, including home 
maintenance, insurance, or utilities. 

 
OFFICIAL DUTY STATION 
 
Employee’s official duty station for such purposes as special 
salary rates, locality pay adjustments, and travel is 
________________________________.  The official duty station 
corresponds to that found on the most recent SF 50, Notification 
of Personnel Action. 

 

TIME AND ATTENDANCE, WORK PERFORMANCE AND OVERTIME 
 
1.  Time spent in a teleworking status must be accounted for and 
reported in the same manner as if employees reported for duty at 
the traditional worksite. 
 
2.  Employees are required to satisfactorily complete all 
assigned work, consistent with the approach adopted for all 
other employees in the work group, and per standards and 
guidelines in the employee’s performance plan. 
 
3.  Employees agree to work overtime only when ordered and 
approved by supervisors in advance.  Employees who work overtime 
without such prior approval may be subject to administrative or 
disciplinary action. 
 
SECURITY AND EQUIPMENT 
 
1.  No classified documents (hard copy or electronic) may be 
taken to an employee’s alternative worksite.  For regular and 
recurring telework, sensitive unclassified material, including 
Privacy Act and For Official Use Only data, may only be used by  

NAVPERS 12300/19 
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Enclosure (2) 4

TELEWORK AGREEMENT (CONT’D) 
 
teleworkers provided with Government-furnished equipment.  
Employees are responsible for the security of all official data, 
protection of any Government-furnished equipment and property, 
and carrying out the mission of Department of Navy (DON) at the 
alternative worksite.  Government-furnished equipment must only 
be used for official duties and family members and friends of 
teleworkers are not authorized to use any Government furnished 
equipment. 
 
2.  Where employees have been approved by the Component 
Designated Approving Authority (DAA) to use their personal 
computers and equipment for telework on non-sensitive 
unclassified data, remote access software must not be loaded 
into employee’s personal computers for official purposes.  
Employees are responsible for the installation, repair and 
maintenance of all personal equipment. 
 
3.  The activity is responsible for the maintenance of all 
Government-furnished equipment.  Employees may be required to 
bring such equipment into the office for maintenance.  Employees 
must return all Government-furnished equipment and materials to 
the agency at the conclusion of teleworking arrangements or at 
the activity’s request. 
 

LIABILITY AND INJURY COMPENSATION 
 
1.  The Government is not liable for damages to employee’s 
personal or real property while employees are working at the 
approved alternative worksite, except to the extent the 
Government is held liable by the Federal Tort Claims Act or the 
Military and Civilian Employees Claims Act. 
 
2.  Employees are covered by the Federal Employees Compensation 
Act (FECA) when injured or suffering from work-related illnesses 
while conducting official Government business.  Employees agree 
to notify supervisors immediately of any accident or injury that 
occurs at the alternative worksite while performing official 
duties and to complete any required forms. 

NAVPERS 12300/19 
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TELEWORK AGREEMENT (CONT’D) 
 

STANDARDS OF CONDUCT 
 
Employees acknowledge that they continue to be bound by the DON 
standards of conduct while working at the alternative worksite 
and using Government-furnished equipment. 
 

MILEAGE SAVINGS 
 
Employees estimate that the telework arrangement will result in 
a reduction of approximately ____ miles traveled in commuting 
per week. 
 

TERMINATION OF THE TELEWORK AGREEMENT 
 
Either employees or their supervisors can terminate this 
telework agreement by giving advance written notice.  Management 
shall terminate the Telework Agreement should the employee’s 
performance not meet the prescribed standard, or the teleworking 
arrangement fails to meet organizational needs. 
 
DATE OF COMMENCEMENT 
 
The telework arrangement covered by this agreement will commence 
on _________________________. 
 
 

SIGNATURES AND DATE 
 
 
 
         Employee                              Date 
 
 
 
         Supervisor                            Date 

NAVPERS 12300/19 
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Enclosure (3) 

TELEWORK PROGRAM 
SAFETY CHECKLIST 

 
The following checklist is designed to assess the overall safety 
of the home worksite.  The participating employee should 
complete the checklist, sign and date it, and return to their 
supervisor (retain a copy for your own records). 
 
 YES NO 
1.  Are temperature, noise, ventilation, and lighting 
levels adequate for maintaining your normal level of 
job performance? 
 

  

2.  Is all electrical equipment free of recognized 
hazards that would cause physical harm (frayed wires, 
bare conductors, loose wires or fixtures, exposed 
wiring on the ceiling or walls)? 
 

  

3.  Will the building’s electrical system permit the 
grounding of electrical equipment (a three-prong 
receptacle)? 
 

  

4.  Are aisles, doorways, and corners free of 
obstructions to permit visibility and movement? 
 

  

5.  Are file cabinets and storage closets arranged so 
drawers and doors do not enter into walkways? 
 

  

6.  Are phone lines, electrical cords, and surge 
protectors secured under a desk or alongside a 
baseboard? 

  

 
 
 
Employee’s Signature                             Date 
 
NAME:__________________________________________________________ 
 
 
COMPONENT:_____________________________________________________ 
 
 
POSITION:______________________________________________________ 
 

NAVPERS 12300/20 
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TELEWORK PROGRAM 
SAFETY CHECKLIST (CONT’D) 

 
ADDRESS:_______________________________________________________ 
 
LOCATION OF DESIGNATED HOME OFFICE OR WORK 
AREA:___________________________________________________________ 
 
HOME TELEPHONE:_________________________________________________ 
 
SUPERVISOR’S NAME:______________________________________________ 
 

NAVPERS 12300/20 
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