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Research Service Telework Policy

1. Research Service employees may be eligible for ad-hoc part-time telework. telework is
remote work done on an unscheduled, intermittent basis, when permitted, as need arises. Ad-
hoc telework will only be approved if certain conditions are met:

a. Position duties must be compatible with telework;

b. Employee must meet eligibility and training requirements;

c. The specific instance of ad-hoc telework is permitted under current rules; and
d. Supervisor must approve each instance of ad-hoc telework.

For purposes of this SOP, “Supervisor” is defined as the supervisor of record; the lead investigator
on a funded project (e.g. for employees hired on grant funded positions) may assign daily duties
but is generally not a formal supervisor.

2. Compatibility of position duties: Due to the nature of employment, not all research positions
or duties assigned to an individual may be compatible with telework.

a. The supervisor is responsible for determining the suitability of telework for each individual
employee. This evaluation must consider job duties and functions, employee performance
history, and other factors as stipulated in VA Handbook 5011/5 (1I) Ch 4 §6b.

b. Employees are reminded that per Privacy Act of 1974, 5 U.S.C. § 552a and VA Directive and
Handbook 6210, no physical records containing PHI/PII may be brought offsite, and any
access to such records while teleworking must occur solely via VA remote access gateway.

3. Employee eligibility and training: To request permission to telework, the employee must
complete required training, complete the telework request form, and request remote access
to VA resources.

a. Training: Prior to requesting telework, employees must complete three trainings in TMS:
i.  “VA Telework Training Module for Employees” (TMS course VA1367006)

ii.  “VA Privacy and Information Security Awareness and Rules of Behavior” (TMS course
VA10176)

iii. ~ “Privacy and HIPAA Training” (TMS Course VA10203)

b. Telework eligibility requests are made using the TXP platform
(https://hris.va.gov/portal/).

i.  Login, then scroll down to “Personal Action Items” and click the link labeled “Update My
Telework Information”. Click “Create New Agreement” to begin.

ii. ~ When filling the web form, employee should complete all sections, including
downloading, completing, digitally signing, and attaching form VA0740 Safety and
Technology Checklist. See Appendix for guidance on specific sections of this form.

iii. =~ Completed telework request forms submitted through TXP will automatically be routed
to the supervisor of record for review and approval.
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c. Remote access: Employees requesting telework must also request remote access using the
Remote Access Self-Service Portal from a VA computer
(https://vaww.ramp.vansoc.va.gov/Pages/Dashboard.aspx).

i.  Ifusing a VA-furnished computer: Employee should request Cisco VPN access
(RESCUE).

ii.  Ifusing a personally owned computer: Employee should request Azure Virtual
Desktop (AVD) and/or Citrix Access Gateway (CAG). AVD is recommended. A PIV card
reader will be required for AVD or CAG access.

It is possible to request AVD, CAG and VPN, if backup solutions for remote access are
desired. For assistance and setup guides, refer to the VA Remote Access Information website
(https://www.oit.va.gov/resources/remote-access/).

4. Supervisor approval of telework: Supervisors must complete training prior to submitting
telework requests for employees. For each employee requesting telework, the supervisor must
approve both telework and remote access requests.

a. Training: Supervisors must complete “VA Telework Training Module for Managers” (TMS
course VA1366994). Submission of telework requests cannot be completed unless this
training is completed.

b. Telework requests are approved by reviewing requests in the TXP Manager Dashboard
and signing the completed VA Form 0740 Safety and Technology Checklist. Supervisors
should carefully review the training, requested telework arrangement, schedule, and the
safety and technology checklists.

i.  Ifapproving, supervisor should digitally sign Supervisor Signature field in VA Form
0740 Safety and Technology Checklist and attach the signed form to the TXP request.
Supervisor should then mark Ad-Hoc as approved, and submit the agreement.

ii.  If denying or returning form to employee, supervisor should include an explanation
of the reason for this action.

c. Remote access is approved using the Remote Access Self-Service Portal. Employee requests
for remote access must be reviewed and approved in this system.

d. Requests with missing or incomplete components are subject to denial. Requests for
full-time or permanently scheduled telework will not currently be considered for approval.

5. Responsibilities:

a. Satisfactory performance is a required element for telework. Employees who receive a
rating below “Fully Successful” on annual performance reviews are ineligible for telework
and subject to disapproval of existing telework agreements.

i.  Because demonstration of satisfactory performance is a required element, telework
requests for newly-onboarded personnel cannot be approved until at least three
months after onboard date, to allow training and supervisor evaluation of performance.

b. Ad-Hoc telework may be used at the discretion of the supervisor only.


https://vaww.ramp.vansoc.va.gov/Pages/Dashboard.aspx
https://www.oit.va.gov/resources/remote-access/
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i.  Employees who are granted this privilege must obtain permission from their direct
supervisor for each instance in which the employee wants to use ad-hoc telework.

ii. ~ Employee and supervisor must ensure that Timekeeper is alerted to each use of ad-hoc
telework, including specific date and hours worked, so that accurate entry is made into
VA payroll system.

iii. ~ Supervisors who have approved ad-hoc telework for employees are responsible for
monitoring employee use of this privilege.

6. Revocation: Abuse or suspected abuse of telework privilege is grounds for immediate
revocation of telework approval. Revocation of this privilege may be initiated by the direct
supervisor, ACOS/R, deputy ACOS/R, or ISSO.

7. References:

a. VA Remote Access Information website (https://www.oit.va.gov/resources/remote-

access/)

b. VA Remote Access Self-Service Portal
(https://vaww.ramp.vansoc.va.gov/Pages/Dashboard.aspx)



https://www.oit.va.gov/resources/remote-access/
https://www.oit.va.gov/resources/remote-access/
https://vaww.ramp.vansoc.va.gov/Pages/Dashboard.aspx
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Appendix: Guidance for TXP Telework Agreement Form

1. Type of Arrangement: Note that only “Ad-Hoc” should be checked.

2. Type of Alternative Workplace: Select “A- Ad-hoc”

3. Actual Length of Agreement: We recommend selecting “12+ Months”
4

Work Schedule and Tour of Duty: Enter your current biweekly work schedule. Ensure tour of
duty matches your current approved biweekly tour. Enter “ODS” (On Duty Station) for all
workdays.

5. VA0740 Safety and Technology Checklist: Ensure safety review of alternate duty station is
completed. Address any identified safety concerns prior to returning this form. Make sure you
sign both pages of the form.

6. Continuity of Operations: We recommend answering “Yes” for both questions.
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