 (
Telework Readiness
 Tips
)
Maintaining telework readiness in emergencies benefits both supervisors and employees.  Teleworking during emergencies reduces stress, helps to ensure employee safety, and allows employees to continue to meet their deadlines.  Supervisors benefit because work is able to continue without interruption.  Please keep in mind that employees must have an approved core or situational telework agreement in place, as well as work available to do and the equipment  and any other means necessary to be able to do it in order to be considered telework ready.

 (
Supervisors
)

1. Review telework agreements and insure that all eligible employees have an agreement in place (core, situational or opt out).  
1. Consider approving at least situational telework agreements for telework-eligible employees who request an agreement.  Make sure you have completed Telework 101 for Managers training (available in AgLearn);
1. Allow employees who do not telework regularly to telework occasionally (e.g., once a month), so they will know what to do in emergency situations;
1. To the extent possible, provide teleworkers with the equipment necessary to telework;
1. If use of non-government furnished equipment is authorized, ensure teleworkers have the means and knowledge to access agency networks securely from an alternative work site;
1. Communicate your expectations clearly for how teleworkers should operate and communicate when working remotely; 
1. Ensure employees know how best to reach you and, where necessary, their colleagues in the event of an emergency; 
1. Discuss the types of work employees may feasibly do while teleworking.  Consider that online professional development or training and reading assignments are also appropriate and permissible duties for telework; and
1. Remember---USDA policy permits appropriate combinations of paid or unpaid leave and telework where an employee is not able to telework for an entire day or the full duration of an emergency. 
 (
Employees
)


1. If you are telework eligible and do not have an approved telework agreement in place (core, situational, or opt out), talk to your supervisor and complete an agreement form.  Remember you must complete Telework 101 training (available in AgLearn) in order to telework;
1. Keep in mind that if you decide to opt out of participating in telework, you will not have the option to use unscheduled telework when it is authorized by OPM or other appropriate authority; 
1. When there is advance notice of an impending emergency (snowstorm, hurricane, etc.) plan for the work you wish to accomplish for one or more telework days.  Try to plan for work that may be done both online and offline in case power and/or Internet connectivity is not available.
1. Make sure you have the work materials, equipment and means of access you need to perform the work you plan to do;
1. If you have not teleworked regularly, consider requesting occasional telework days to practice teleworking before there’s an emergency; 
1. Know how to reach your supervisor and ensure your supervisor knows how to reach you;
1. If OPM or other appropriate authority declares unscheduled telework and leave as options, be sure to notify your supervisor of your intent to make use of one or both of those options.  
