To all Forest Service Employees:
President Obama signed the Telework Enhancement Act of 2010 into law on December 9, 2010, and this message communicates official notification of the eligibility requirements for participating in the Forest Service Telework Program and provides you with useful resources for getting started.  An updated telework policy is expected to be issued later this month; in the interim, the current Forest Service Manual Forest Service Manual 6162 – Alternative Workplace (Telecommuting) will remain in effect.
To ensure alignment with Chief Tidwell’s Cultural Transformation initiatives and the new Telework Program guidance, the Forest Service will allow all eligible employees (supervisors and managers are also eligible) to participate in Telework to the maximum extent possible, without diminishing employee performance or organizational mission accomplishment.  
Eligibility
The Forest Service presumes all positions are eligible to participate in Telework on either a core or situational basis, unless you meet the following criteria:
a.	You received a performance rating of less than Fully Successful within the past 12 months;   
b.	You received disciplinary action or adverse action greater than a letter of reprimand (except as described in (c) below) within the preceding 12 months.  However, on a case-by-case basis, employees who have been disciplined may be permitted to telework with approval of your supervisor;  
c.	You received disciplinary action or adverse action for being absent without permission for more than 5 days in any calendar year; or for violations of subpart G of the Standards of Ethical Conduct  for Employees of the Executive Branch for viewing, downloading, or exchanging pornography, including child pornography, on a Federal Government computer or while performing official Federal Government duties; or
d.	You have been notified, in writing, by your supervisor that you are not eligible to telework, including the reasons for why your position is not eligible.
While almost all positions are eligible for telework, some positions may only be eligible for situational or ad hoc telework, for example as a result of inclement weather, doctor appointment, or special work assignments.  Positions that may be eligible only for situational or ad hoc telework include: summer seasonal, residential Job Civilian Conservation Corp (JCCC), wage grade, firefighters, warehouse staff and similar positions.
Furthermore, participation in the Forest Service Telework Program is voluntary, and employees whose positions are eligible are not mandated to participate.  However, employees who are identified as emergency/mission critical are required to have a telework agreement, and they may be required to telework.
Applying for Telework
If you are eligible for telework, as indicated above, and you wish to participate prior to the implementation of the new Forest Service Telework Policy, you and your supervisor must:
a.	Complete Telework Training, 
b.	Complete Form FS 6100-40,
c.	Follow the policy described in FSM 6162, and
d.	Submit copy of completed Form FS-6100-40 to National Telework Coordinator Donn Broich at dbroich@fs.fed.us.
Upon implementation of the new Telework Policy, all current and new teleworkers will need to complete USDA Telework Agreement Form, AD-3018, and comply with all requirements of the new policy.  A notice will be sent to all employees when the policy and form are implemented.
Telework Training
Under the Telework Enhancement Act of 2010 and the new Forest Service Telework Policy, both supervisors and employees must complete mandatory training, prior to entering into a Telework Agreement; however, training is not required to enter into subsequent telework agreements.
TeleWork 101 for Employees, Web Based USDA-TELEWORK-EMP, Revision:  5/11/2011
https://aglearn.usda.gov/plateau/user/deeplink.do?linkId=ITEM_DETAILS&componentID=USDA%2dTELEWORK%2dEMP&componentTypeID=Web+Based&revisionDate=1305136800000
 TeleWork 101 for Managers, Web Based USDA-TELEWORK-MAN, Revision:  5/11/2011
https://aglearn.usda.gov/plateau/user/deeplink.do?linkId=ITEM_DETAILS&componentID=USDA%2dTELEWORK%2dMAN&componentTypeID=Web+Based&revisionDate=1305136800000
The Forest Service Telework Points of Contact:
National Telework Coordinator: Donn Broich, email:  dbroich@fs.fed.us; Phone: 505-563-9704. 
Unit Telework Coordinators:  Contact your Human Resources Service Team 
For more information about the Forest Service Telework program, go to http://fsweb.asc.fs.fed.us/HRM/work_schedules/telework.php 

