



DRAFT 2011 Call for Telework Data

Welcome to the Office of Personnel Management’s (OPM’s) 2011 Call for Telework Data (Call).  Agency participation in this annual Call is a requirement under the Telework Enhancement Act of 2010, Public Law 111-292 (the Act).  This form allows systematic data collection. Results will be collated and reported to Congress. Questions have been revised from the previous Call for Telework Data to agree with data elements outlined in the Act and results of this Call will provide a new baseline for future data collections.

The Call will remain open from October 17 – November 30, 2011.  During that time, you should complete your data collection and entry according to the following instructions.

REPORTING INSTRUCTIONS (Please Read Carefully)

The questions in the Call ask for information about your program. Please answer every question as completely as possible and respond referring to practices for your current telework program.  

Report data according to the specified timeframe
For past data calls, agencies have collected data according to a variety of timeframes; some have collected data at a single point in time and others have averaged data over a calendar year.  Combining data from such different sources can lead to inaccuracies in the final combined Federal results. The challenge of achieving an accurate picture of telework Governmentwide is complicated this year by the timeframe of requirements under the Act.  Agencies were not required to implement basic aspects of telework programs until early June 2011, and not every agency was able to meet that deadline. To achieve an accurate count of Federal telework participation requires that we collect data according to a time when all programs were more likely to be fully implemented and employees able to participate. For these reasons, we are asking you to focus your data collection efforts for this Call on the months of September and October 2011.  Dates given throughout the data call will specify “as of [date]” (e.g., September 30) with the understanding that data collection should occur for timeframes as near as possible to that time.  This will ensure that all final data represent the same timeframe to the extent practicable given the varying data collection methods employed by agencies. 
Respond consistently and according to majority practice
When responding to Call items, we ask you to respond thinking not of unique practices within your agency, but customary practice as of September 30, 2011, for the majority of the agency as outlined in the agency policy.  For example, when asked to indicate your agency goals for telework, answer according to practice of the majority of the organization for which you are responding. 
Try to follow the dates suggested for data collection as closely as possible. However, we recognize that not every agency uses the same approach to data collection, and the timeframe for data availability may be unique to your own agency. Just remain consistent about reporting and, when asked, please describe the timeframe you employed as clearly and completely as possible.   

Maintain consistent reporting levels
The Telework Enhancement Act is very specific in directing certain agencies to report telework participation data for each bureau, division, or other major administrative unit of the agency. Agencies must respond to Call questions using this level of detail if they are included in the list shown in section 5312 (see Appendix A for the reproduced list). When responding for a specific administrative unit (e.g., agency, bureau, component, division) please be consistent and answer according to what is customary and documented practice for that level of the organization. 
Complete the entire Call and according to directions
Please do not skip items when responding to the Call. It is important for us to have the best, most complete information possible. The answers you provide to this Call will help OPM develop telework guidance and resources for the Federal government and will be shared with Congress.
Unless indicated otherwise, please select only one response to each item.  Some items do allow more than one response and will include special instructions such as “Mark all that apply.”  Other items also allow for open-ended responses such as description of specific agency practice.  
Report numbers accurately 
When a question calls for numbers, be sure to enter whole numbers without decimal points or commas (as examples: 8.2 should be written as 8 and 1,500 should be written as 1500).  If you have no data in a particular category, please enter a [to be determined]. There are also several opportunities to fill in blanks.   
Please complete and submit the Call by the deadline 
The site to enter data will be open as of October 17, 2011.  All responses must be received by COB November 30, 2011. Failure to submit your data by this date will mean that your agency will not be included in the annual telework report to Congress. Keep in mind that the Telework Enhancement Act requires that each Executive agency submit telework data to OPM for inclusion in the June 2012 report and subsequent annual reports to Congress. Currently, responding to this data call is your only opportunity to ensure that your agency has met the reporting requirements in the Act. 
If you have concerns or questions about this Call for data, please contact us at WorkLifeSurvey@opm.gov .   

DEFINITIONS AND DATA TERMS
The Telework Enhancement Act provides the official Governmentwide definitions for telework. The version below considers practice and operationalizes the Act definition.  Please respond to the Call using this definition: 

Telework is a work arrangement that allows an employee to perform work, during any part of regular, paid hours, at an approved alternative worksite (e.g., home, telework center). This definition of telework includes what is generally referred to as remote work but does not include any part of work done while on official travel or mobile work. See the following clarifications on remote and mobile work as telework.
Include in reported counts of telework:
· REMOTE: (1) A work arrangement in which the employee resides and works at a location beyond the local commuting area of the employing organization's worksite. (2) A full-time telework arrangement.
Do not include in reported counts of telework:

· MOBILE: (1) Work which is characterized by routine and regular travel to conduct work in customer or other worksites as opposed to a single authorized alternative worksite. Examples include site audits, site inspections, investigations, property management, and work performed while commuting, traveling between worksites, or on Temporary Duty (TDY). 
Employee

For the purposes of this data collection, the term employee refers to federal civilian employees. Please exclude military personnel and contractors. If possible, include full-time, part-time, and intermittent employees in totals.

Eligibility to Participate in Telework

The Telework Enhancement Act refers to telework "eligibility" and "participation."  For purposes of this survey we have combined eligibility and participation into a single factor: eligibility to participate in telework. When responding to Call questions use the following definition:

An employee is eligible to participate in telework if all of the following parameters are true:

· The employee has not been officially disciplined for being absent without permission for more than 5 days in any calendar year.
· The employee has not been officially disciplined 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.

· Teleworking does not diminish the employee’s performance or agency operations.

· Performance of the teleworking employee complies and continues to comply with the written telework agreement between the manager and that employee. 

· The employee’s official duties do not require on a FULL daily basis (ALL DAY, every work day):

· direct handling of secure materials determined to be inappropriate for telework by the agency head; or

· on-site activity that cannot be handled remotely or at an alternate worksite. 

· The employee and/or the employee’s position are not disqualified based on additional criteria established by the organization. 

Types of Telework
For purposes of this data collection, there are two types of telework. Questions in the Call refer to both forms: 

1) Routine: telework that occurs as part of an ongoing, regular schedule, and

2) Situational: telework that is approved on a case-by-case basis, where the hours worked were not part of a previously approved, ongoing and regular telework schedule. 
Examples of situational telework include telework as a result of special work assignments or doctor appointment. Situational telework is sometimes also referred to as episodic, intermittent, unscheduled or ad-hoc telework.  
Please keep these definitions in mind and use them throughout the Call.

----------------------------------

General Questions
1) Please enter your agency name: ___________________ 

2) Please provide the following information about your Agency Telework Representative who prepared the report: 

Last Name: ___________________ First Name: ___________________ 

Phone: ___________________ Email address: ____________________ 

3) Please provide the following information about your Agency Telework Managing Officer:

Last Name: ___________________ First Name: ___________________ 

Phone: ___________________ Email address: ____________________
4) The Telework Managing Officer as of this data call is:
· Acting

· Permanent

· We do not currently have a Telework Managing Officer.

----------------------------------

Telework Participation

5) What was the total number of employees in your agency as of September 30, 2011 (or the closest date for which you have data)?  Answer for the largest administrative unit for your organization, that is, your agency/department.____________ 

6) What was the total number of employees determined eligible to participate [link definition here] in telework under the Act’s requirements and any additional agency/sub-agency policy as of September 30, 2011 (or the closest date for which you have data)? ______

7) The last bulleted parameter given in the definition of eligibility to participate assumes agencies may have additional criteria for disqualifying employees from telework (link definition here).  If this is true of your agency, what are the additional criteria your agency uses for disqualifying an employee from telework as of September 30, 2011? Mark all that apply.
· Our agency does not use additional criteria to determine employee eligibility (e.g., you use only the criteria for eligibility and participation outlined in the Telework Enhancement Act)

· Performance rating of record is not at the required level for the most recent Federal government rating of record (or its equivalent)

· Period of employment has not satisfied telework qualification requirements (e.g., new employee working within an established probationary period)

· Category of employee is not allowed to participate in telework (e.g., manager)

· Conduct resulted in disciplinary action not specified in the Act within current telework agreement period

· Other.  Please specify:__________________________.
8) The Telework Enhancement Act requires that all employees should have been notified of their eligibility to telework by June 7, 2011. This means that every employee in your agency should have been notified of their eligibility – both eligible and ineligible employees.  

Have all agency employees been notified of their eligibility to participate in telework?

· Yes
· ​No
· We are in the process of notifying employees of their telework eligibility
· Other.  Please describe: _______________________________________ 

a) If yes, how were they notified? Mark all that apply.

· All eligible employees were notified via a general, mass or agency-wide email

· Each employee was notified of his or her eligibility via personal communication (e.g., email, conversation with supervisor)

· Other. Please describe:______________________________________

9) Do you currently notify newly hired employees of their eligibility to telework?

· Yes

· No

· Other. Please describe:  _______________

a) If you answered yes, how are new employees notified of their eligibility to telework? Please describe: _______________________
10) How many agency employees in total have a telework agreement with their managers?

· ________ (number)

· If you are unable to provide a number of telework agreements, please describe why __________________________________

11) When does your agency renew telework agreements (Mark all that apply)?

· Telework agreements are updated according to a fixed schedule (e.g., annually with the employee performance review period)

· Telework agreements are updated when there is a change in supervisor

· Telework agreements are updated when a position change occurs for the  employee (e.g., a new position in the same agency, employee goes on detail)

· Other. Please describe: ________________________________________________

12) Does your agency/sub-agency track the number of employees whose telework agreements are officially denied? If yes, please provide the number of denials since June 7, 2011.
· Yes, _______ (number)

· No
· Other. Please describe: _________________________________________
13) If yes, and your agency does maintain records of telework agreement denials, how many were based on: 

· Type of Work (e.g., handles secure materials/documents, performs on-site activities exclusively)__________ 

· Performance_______ 

· Conduct______

· Other. Please describe:___________________________________ 

Note: Use only one category for each denial; the sum of the numbers in the categories above should equal the reported total of denials.
----------------------------------

Telework Frequency

14) Consider the month of September 2011 (or the closest 4 week period for which you have data available). How many employees teleworked during this time period? _____(number)
15) Again considering the month of September, how many employees teleworked on a routine basis (link definition of routine)?  Prior data calls have specified pay period, but, because this may be 4 weeks for some agencies, we ask you to consider a typical two week period in September.
Note: routine telework may include employees’ teleworking while recovering from a medical condition lasting at least 90 days or for the purposes of providing a reasonable accommodation.
· 3 or more days during a two week period__________ (number)?  

· 2 days during a two week period________ (number)?

· 1 day during a two week period_________ (number)? 
Some employees may telework on a routine basis, but less frequently than every two weeks. 

· In your agency, how many employees telework routinely once per month________ (number)?
· Not available
16) How many employees have teleworked on a situational basis (link definition,) during the same two week September data collection period used above?  

· ________ (number)

· Our agency does not maintain any records of situational telework.

17) How many employees have conducted mobile work (link with definition of mobile work) during the same two week data collection period specified above?  

Note: mobile workers should not have been included in your count of teleworkers, routine or situational.
· _______(number)

· Our agency does not maintain any records of mobile work.

18) Please describe which pay periods/time period you used to calculate your answers in Question 14 through 17: ___________________

19) When calculating the number of days teleworked, is it the usual practice in your agency or subagency to include (Mark all that apply):

· Employees who only work full work days from an alternative location

· Employees who work any part of a work day from an alternative location

· Other.  Please describe:____________________________

20) How did you determine the number of teleworkers reported in questions above?  (Mark all that apply.)    

· Tracked telework through a time and attendance system    

· Used a customized telework electronic tracking system    
· Other.  Please describe:_____________________________________ 
----------------------------------

Policy and Program Implementation

21) What is the current status of the agency telework policy currently in place as of September 30, 2011? If you have policies for each component, division and so on, please respond to this question thinking only of the broadest agency policy.

· We have a policy in place and it has been revised and approved to include requirements in the Act (e.g., written telework agreements).

· We have a policy in place but it does not include the Act requirements and we are currently working to update it to incorporate elements of the Act not already included.

· We do not have a telework policy in place, but a policy is being developed.
22) As of this data call, what percent of your agency provides training to managers by any of the following (the total of all responses should equal 100%):
______% Customized, in-person telework training developed in house and provided by the agency

______% Customized web-based telework training developed in house and provided by the agency

______% Web-based training posted on OPM’s telework website (www.telework.gov)

______% Agency contracts with a vendor to develop and/or  provide telework training (Web-based or in-person training) 

______% Training through OPM’s Eastern Management Development Center/Western Management Development Center

______% Training through the USDA graduate school (a four-hour course currently titled: "Telework: A Manager's Perspective.")

______% Training provided through other sources.  Please identify:______________

=______100%
23) As of this data call, what percent of your agency provides training to employees by any of the following (the total of all responses should equal 100%):
_______% Customized in-person telework training developed in house and provided by the agency

_______% Customized web-based telework training developed in house and provided by the agency

_______% Agency contracts with a vendor to develop and/or provide telework training (e.g., web-based or in-person training) 

_______% Web-based training posted on OPM’s telework website (www.telework.gov)

______% Training provided through other sources.  Please describe:_____________

=______100%

24) How many employees, including managers, have received some form of training in telework (e.g., your agency training, OPM web-based training) since the implementation of the Telework Enhancement Act on December 9, 2010?   

· _________ (number)

· ​Our data collection method does not allow us to separately identify those who were trained since December 2010 from the total number of employees trained in telework.  

· We do not maintain records of telework training.
· Other.  Please describe: ____________________ 
25) If you gave a number in response to the previous question (24), please describe how your agency verifies completion of training for telework: _________________________
----------------------------------
Telework Goals

The Telework Enhancement Act requires each agency to establish an “agency goal for increasing telework participation to the extent practicable or necessary for the next reporting period.” 

26) What is your telework goal for fiscal year 2012?  That is, what is the number and the percentage of employees the head of your agency expects to telework during the next fiscal year? 

· Goal number of employees teleworking _________ (number)
· Goal percentage of employees teleworking __________(percentage)

· We have not set a telework goal for 2012. 
a) If your agency has not yet established a telework goal, please describe what has prevented you from doing so and the plans your agency has for establishing a participation goal__________________________________
We are also interested in learning more about how telework fits into other agency goals (e.g., strategic staffing). Particularly, we’d like to know more about how agencies are using telework to further these goals and any observed progress, either in terms of measurable results or anecdotal evidence.

27) Does your agency currently have plans to use telework to further any of the following goals:

a) Employee recruitment?

· Yes
· No
i. If yes, please describe how your agency does or plans to use telework to achieve this goal and any plans for measuring this achievement:  __________________________________________.
b) Employee retention?

· Yes
· No
i. If yes, please describe how your agency currently does or plans to use telework to achieve this goal and any plans for measuring this achievement:  __________________________________________.  

c) Improved employee performance?

· Yes
· No 

i. If yes, please describe how your agency either does or plans to use telework to achieve this goal and any plans for measuring this achievement:  __________________________________________.

d) Improved employee attitudes (e.g., job satisfaction)?

· Yes
· No 

i. If yes, please describe how your agency either does or plans to use telework to achieve this goal and any plans for measuring this achievement:  ___________________________________________.

e) Emergency preparedness?

· Yes
· No 

i. If yes, please describe how your agency either does or plans to use telework to achieve this goal and any plans for measuring this achievement:  ___________________________________________.
f) Reduced energy use?

· Yes
· No
i. If yes, please describe how your agency either does or plans to use telework to achieve this goal and any plans for measuring this achievement:  ___________________________________________.

g) Reduced/avoided real estate costs?

· Yes

· No

i. If yes, please describe how your agency either does or plans to use telework to achieve this goal and any plans for measuring this achievement:  ___________________________________________.

h) Reduced commuter miles?

· Yes
· No 

i. If yes, please describe how your agency either does or plans to use telework to achieve this goal and any plans for measuring this achievement:  ___________________________________________.

i) Others?  Please describe any additional goals that your agency either does or plans to use telework to further:______________________________________________.
i. If your agency has identified additional telework goals, please describe how your agency either does or plans to use telework to achieve these goals and any plans for measuring these achievements:  ______________________________________________________.
28) Since June 2011, has your agency achieved cost savings from implementing or maintaining telework in any of the following? (Mark all that apply)

· Rent, office space
· Utilities

· Human capital (e.g., recruitment, retention)

· Training

· Reduced employee absences

· Other: (Please identify) ___________________________________________

· Planning is underway for assessing our cost savings

a) Please describe how you have assessed and/or verified any identified cost savings: _____________________________.
----------------------------------
Telework and the Agency’s Emergency Plans

The following questions refer to your agency’s emergency plans. In particular they ask how your agency incorporates telework into its emergency plans.  As described in meetings prior to administration of the data call, you may want to consult with your emergency preparedness staff when responding to the items. 
Emergency plans are intended to continue operations during emergency situations, adverse weather conditions, natural disasters or other incidents causing disruptions of Government operations.  Examples of emergency plans include Continuity of Operations Plans and Pandemic Influenza Plans.
29) At the time of this data call, how does your agency incorporate telework into its emergency plans?
a) The agency Continuity of Operations Plan specifically addresses telework.

· Yes
· No 

· Agency does not have a Continuity of Operations Plan.

b) The agency Pandemic Influenza Plan specifically addresses telework.

· Yes
· No
· Agency does not have a Pandemic Influenza Plan.

c) Our agency’s telework policy includes information regarding telework during emergencies (e.g., who is supposed to telework, the use of telework as a tool in case of emergencies). 

· Yes
· No
· Other. Please describe:___________________________ 

d) Teleworkers in our agency are given specific training about what is expected of them in an emergency. 

· Yes

· No

· Other. Please describe:________________________________

· If yes, describe how teleworkers are trained to know what is expected of them in an emergency:______________________________________________ 

e) Does your agency conduct telework exercises to encourage employees to gain experience with teleworking in an emergency?
· Yes, for all employees

· Yes, for emergency employees only
· No
· Not able to find this information
· Other. Please describe:__________________________________
i. If yes… 
ii. are these exercises intended primarily as part of emergency planning?

1. Yes

2. No

iii. what was the date of your last telework exercise? __/___ MM/YYYY
1. We cannot provide a date because our agency does not maintain records of telework exercise dates.
f) Please describe any other ways your agency incorporates telework in its emergency plans:________________________________

----------------------------------

Technology

30) Which of the following best describes how the majority of teleworkers in your agency gain access to work-related equipment to telework?
· Agency provides/purchases ALL work-related equipment used by teleworkers.

· Teleworker purchases all telework-related equipment.

· Costs are shared by the agency and teleworker.  

· Other.  (Please explain)_______________________________________

31) Which of the following best describes how the majority of teleworkers in your agency gain access to work-related services (e.g., internet) to telework?

· Agency provides/pays for ALL work-related services used by teleworkers in their home. 

· Teleworker pays for all telework-related residential services.  

· Costs are shared by the agency and teleworker.  

· Other.  (Please explain)_______________________________________

32) How frequently does your agency test its Information Technology (IT) capacity to support telework?
· The agency has never tested its IT capacity to support telework.

· The agency conducts tests according to a regular schedule (e.g., monthly, quarterly).  
· We test, but there is no fixed schedule for testing. 

· We do not test our IT capacity specifically to test our ability to support telework.

· Not able to find this information

· Other.  Please describe: ____________________________________________
If your agency does test its IT capacity to support telework, please answer the following questions.

a) What were the general results of your latest test?  Please describe:________________________________________________
b) What were the total of number of unique logins during the peak hour of telework usage?

  ______number  
c) When was your IT capacity to support telework most recently tested? ___/_______ (month/year)
Or please describe:_______________________________________
d) Not able to find requested information
33) Which of the following best describes your agency’s policy governing telework and information security?

· Our agency has a separate, written telework information security policy

· Our agency is currently developing a separate, written telework information security policy

· Telework is covered under our agency’s overall information security policy

· Other.  Please describe:________________________________________

34) Our agency’s telework policy conforms with the guidance provided in NIST 800-46, Guide to Enterprise Telework and Remote Access Security. (See http://csrc.nist.gov/publications/nistpubs/800-46-rev1/sp800-46r1.pdf).

· Yes

· No

· Not sure

· Other.  Please describe:________________________________________

35) How does your agency secure Personally Identifiable Information (PII) while employees are teleworking? (Mark all that apply)  
· All PII information is encrypted 


· All PII files are password protected

· Privileged Rules of Behavior are signed for those handling PII

· Only those with a compelling need are allowed to download PII

· Two Factor Authentication is used for remote access

· Only Government-Furnished Equipment is allowed for teleworking

· No PII, sensitive or classified information is allowed to BE REMOVED PHYSICALLY from the agency facility. 

· No PII, sensitive or classified information is allowed to be TRANSMITTED ELECTRONICALLY from the agency facility. 

· Other (Please explain)__________________________________

----------------------------------

Barriers to Telework

36) Have you identified anything in your agency that might prevent employees from actively teleworking?  Describe how you have identified potential barriers and any plans your agency has for overcoming them:____________________________________________ 
37) Describe any ongoing challenges your agency faces in achieving full implementation of telework: _______________________________________________________ _______________________________________________________________
38) How can OPM or our partner in telework, GSA, assist your agency?______________________________________________________________
----------------------------------

Thank you for completing the 2011 Telework Call for Data.  The contribution of the telework data from your agency will help to ensure the progress and success of telework in the Federal government.

Appendix A: List of Agencies to Report at the Subagency level

In outlining contents for the annual telework report to Congress, the Telework Enhancement Act specifies:

‘‘(2) CONTENTS.—Each report submitted under this subsection shall include—

‘‘(A) the degree of participation by employees of each executive agency in teleworking during the period covered by the report (and for each executive agency whose head is referred to under section 5312, the degree of participation in each bureau, division, or other major administrative unit of that agency).

Those agencies required to report at the sublevels directed in the law, and included under section 5312, are listed below:

§ 5312. Positions at level I

Secretary of State. 

Secretary of the Treasury. 

Secretary of Defense. 

Attorney General. 

Secretary of the Interior. 

Secretary of Agriculture. 

Secretary of Commerce. 

Secretary of Labor. 

Secretary of Health and Human Services. 

Secretary of Housing and Urban Development. 

Secretary of Transportation. 

United States Trade Representative. 

Secretary of Energy. 

Secretary of Education. 

Secretary of Veterans Affairs. 

Secretary of Homeland Security. 

Director of the Office of Management and Budget. 

Commissioner of Social Security, Social Security Administration. 

Director of National Drug Control Policy. 

Chairman, Board of Governors of the Federal Reserve System. 

Director of National Intelligence
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