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Department of the Navy 

Telework Eligibility Checklist 

Directions: In accordance with Public Law 111-292, the Telework Enhancement Act of 2010, all 
positions must be evaluated for telework eligibility and employees must be notified of their eligibility 
to telework. 

This checklist assists the supervisor in determining telework eligibility for each employee. Complete 
each entry and retain a copy for each employee. Telework denial must be based on a business 
case reason. 

Date: L-1 ___ ___. 

Title: '------------------' 
Series: .... I ____ _. Grade: ...... 

I __ __,

1. Does this position require daily on-site work that cannot be done remotely or at an alternate
worksite?

D Yes. The employee is required on-site .d.libl- (ineligible) 

D No. The employee is only required on-site _ days per week. 

D No. The employee is not required on-site. 

2. Does this position require� direct handling of classified information or sensitive non­
classified information determined to be inappropriate for telework due to an inability to protect
the data?

D Yes. The employee handles classified or sensitive information .dlilx, (ineligible) 

D No. The employee only handles classified or sensitive information _ days per week. 

D No. The employee does not handle classified or sensitive information. 

3. Has the employee been disciplined for five days of absence without leave (AWOL) in the past
calendar year?

D Yes (permanent ineligibility) D No' 

4. Has the employee been disciplined for viewing pornography on a govemment computer?

D Yes (permanent ineligibility) D No 

NSTCINST 1035.1B
27 June 2022

Enclosure (1)



Based on the answers above, the employee is: 

D Eligible for telework _ days per week D Not eligible for telework 

(Justification fortelework denial must be provided below) 

Date employee notified of telework eligibility status: .... I ___ __ 

Justification for telework denial (must Include sound business-based reason): 

Supervisor Signature 

Department of the Navy 
Telework Ellglblllty Checklist 

Date 
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NSTC TELEWORK PARTICIPATION TERMS AND CONDITIONS 

EMPLOYEE NAME: ________________________ DATE: _______________  

Telework is voluntary except in certain emergencies. Employees are not required to telework, 

except in response to emergencies.  

Per NSTCINST 1035.1B, paragraph 9e(7), employees must obtain, at their expense, reliable and 

optimum connectivity to all necessary technology (i.e., internet access, phone, voicemail, or 

answering machine). The employee must notify their supervisor of any technological problems 

immediately, and contact the Navy/Marine Corps Intranet (NMCI) HelpDesk or the activity 

NMCI Account Representative to resolve the problem. If the problem is not resolved 

immediately, the employee will notify their supervisor who will determine an appropriate course 

of action for the employee to either work from the alternate site or return to the official worksite. 

1. With reasonable notice, report back to the traditional worksite on scheduled telework days

based on operational needs and requirements at the discretion of the supervisor and/or higher

level leadership. Call back outside the telework hours/dates are handled per established policy

and/or collective bargaining agreement.

2. Only NMCI computing equipment is approved for Telework use at alternative worksite. Only

.mil email addresses are approved for use at alternate worksite and will be the email listed in

Block 8 of DD 2946.

3. Telework dates/times may be modified as needed to meet mission requirements as required

and must be approved by the supervisor per local guidance and/or collective bargaining

agreement.

4. Email where Controlled Unclassified Information (CUI) data is included will be encrypted.

When encryption is not feasible, employee must make use of the Department of Defense (DoD)

Secure Access File Exchange to safeguard the sensitive data for file sizes of up to eight

gigabytes.

5. All pay, leave, and travel entitlements will be based on the employee's official duty station as

documented on a Notice of Personnel Action, SF-50.

6. Employees are required to record telework time properly in Standard Labor Data Collection

and Distribution Application System, modifications to telework schedule require immediate

supervisor approval.

7. If leave is taken, the employee will notify the supervisor following the local guidance and/or

collective bargaining agreement.  Employees will request leave as appropriate, on scheduled

telework days, for circumstances where the employee is unable to work due to injury, illness, or

dependent care responsibilities.
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8. Employees will continue to work in pay status while working at the alternative work site. If

the employee requires work hours in excess of 8 hours, approval from the supervisor is required

in advance for credit and compensatory hours. The employee will not work in excess of their

prescheduled tour of duty (including overtime, compensatory time, religious time, or credit

hours) unless they receive prior permission from their supervisor. By signing this form,

employee agrees that failing to obtain proper approval for overtime work may result in their

removal from participation in the telework program or other appropriate action.

9. If the employee uses Government equipment, the employee will use and protect the

Government equipment per agency policy and procedures. Government-owned equipment will

be serviced and maintained by the government. If an employee provides their own equipment,

they are responsible for purchasing and installing any software, servicing it, and maintaining it.

The employee must follow all NSTC IT security policies when using their own equipment.

10. The command retains the right to inspect the home worksite, by appointment only, to ensure

proper maintenance of Government owned property and safety standards, initial inspections may

be required as a condition of starting telework. Subsequent inspections may be required provided

management has reasonable cause to believe that a hazardous work environment exists.

11. The command will not be liable for damages to an employee's personal property during the

course of performance of official duties or while using government owned equipment in the

employee's residence, except to the extent NSTC is held liable by the Tort Claims Act or claims

arising under the Military Personnel and Civilian Employees Claims Act.

12. NSTC and subordinate commands will not be responsible for operating, maintenance, or any

other costs (e.g., utilities) associated with the use of the employee's residence. The employee

does not relinquish any entitlement to reimbursement for authorized expenses incurred while

conducting business for the government, as provided by statute and implementing regulations.

13. The employee is covered under the Federal Employee's Compensation Act if injured in the

course of actually performing official duties at the official alternate work site. Any accident or

injury occurring at the alternate duty station must be brought to the immediate attention of the

supervisor. Because an employment-related accident sustained by a telework employee will

occur outside of the premises of the official duty station, the supervisor must investigate all

reports as soon as practical following notification.

14. The employee is required to designate one area in the home or approved alternate work site

as the official work or office area that is suitable for the performance of official government

business. In instances where the home is the approved worksite, the individual will sign a self-

certification safety checklist contained in the DD Form 2946 under Section II – Safety Checklist,

as part of the initial submittal of the DD Form 2946 prior to the beginning of the telework

arrangement. The government's potential exposure to liability is restricted to this alternate

worksite (office area) used for the purpose of telework.

15. The employee will meet with the supervisor to receive assignments and to review completed

work as necessary or appropriate.
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16. All assignments will be completed according to the work procedures, guidelines, and

standards stated in the employee's performance plan.

17. Employees will apply approved safeguards to protect Government/NSTC records from

unauthorized disclosure or damage and will comply with Privacy Act requirements set forth in

the Privacy Act of 1974, PL 93-679, codified at Section 552a, Title 5 USC.

18. Employees shall manage all files, records, papers, or machine-readable material and other

documentary materials, regardless of physical form or characteristics, made or received during

telework per NSTC Records Management Instruction and Records Management Procedures and

Records Schedule.

19. No classified documents (hard copy or electronic) may be taken to, or created at, an

employee's alternative work site. CUI and sensitive non-classified data may be taken to

alternative work sites if necessary precautions are taken to protect the data, consistent with DoD

regulations.

20. Telework will be terminated if it adversely affects the performance of the employee.

21. The employee continues to be covered by the government/NSTC standards of conduct while

working at the alternative work site.

22. The employee acknowledges that telework is not a substitute for dependent care.

I certify that I have read each statement above and acknowledge telework requirements, terms, 

and specifications set forth in the above statements. My participation in the telework program:  

Employee Signature: __________________________ 
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HOW TO RECORD TELEWORK IN STANDARD LABOR DATA COLLECTION AND 

DISTRIBUTION APPLICATION SYSTEM (SLDCADA) 

• Log-in to SLDCADA.

• Navigate and open your timekeeping screen.

• If necessary, add a row (if there are no blank rows available).

• In the Ehz field, click on the down arrow and select TW (Telework Regular) or TS (Telework

Situational) – whichever telework schedule you are following.

• In the THC* (Type Hours Code), click on the down arrow and select RG for Regular (Graded)

– input the number of hours you have teleworked.

• SAVE

• When you get ready to check the EVT boxes prior to certification, ensure that you have two RG

lines – one line for telework hours and one line for non-telework hours.

If you should have problems, you may contact your SLDCADA Customer Service 

Representative. 
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