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The outbreak of Pandemic influenza has the potential to present employees with the need to work from an alternate work site such as their home, telework center, or approved designated location.  
In the event of a pandemic, one way to slow the spread of the disease is for people to minimize contact with each other, an approach referred to as "social distancing."  Employees should become familiar with VA’s telework process should the need arise for an employee to work from an alternate work site.  
The following checklist may be used to help you prepare for telework issues that could occur in a pandemic health crisis or other emergency:
Yes    No

□
□
Are you familiar with VA’s Telework process?
□
□
Have you identified all positions that are suitable for telework?

□
□    Do you have telework agreements for all identified positions in the event of an 
                      emergency?  (NOTE: In the event of a Pandemic Crisis, VA could evacuate employees 
                      from their worksite to their home or an alternative location mutually agreeable to both the 
                      employee and VA without having a telework agreement in place at the time of the 
                      evacuation). 
□
□
Have you identified the minimum number of essential personnel required to meet critical

                      mission requirements?
□
□
Have you identified those positions that would be suitable for “social distancing” in a

                      Pandemic health crisis or an emergency?
□
□
Do you know who the telework coordinator and security information officer is in your 

                      organization? 

□
□
Have you conducted any type of routine exercise to identify your emergency 

                      preparedness in the event of a pandemic health crisis or an emergency? 
□
□
Have your employees and supervisors received required training to be eligible to

                      telework? (Privacy Awareness and Cyber Security Training)

□
□
Have you ensured that your facility’s infrastructure is capable of withstanding the 
                      implementation of your organizations telework plan.
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Questions and Answers 
Q1.  Should employees receive training for telework and what type of training is available?

A1.  Yes.  All teleworkers should complete Privacy Awareness and Cyber Security training prior to being approved for telework.  They should also take any specialized training associated with (1) effective use of remote access and other resources needed for working remotely and (2) security awareness and responsibility.  In addition, managers and supervisors are encouraged to provide employees the opportunity to practice teleworking.

· The Office of Personnel Management (OPM) offers online telework training for employees and 


managers.  
· The training can be accessed via the joint OPM/General Services Administration 

           Web site at https://www.opm.gov/telework/courses/index.html.

Q2.  May an employee use his or her own personal computer equipment to conduct official   

        business from an alternative worksite?

A2.   No.  Only government-owned encrypted computers are allowed to be used by VA employees

     for telework purposes.

Q3.  What should managers do if a pandemic crisis occurs during working hours?

A3.  The following steps should be followed in the event a pandemic crisis occurs during working 
        hours.

· Identify all employees that are exhibiting symptoms and immediately excuse them to go home with instructions on how and when to return to duty?
· Implement “social distancing” within your organization with remaining staff to eliminate the spread of symptoms to other employees.
·       All eligible employees should telework until the pandemic crisis has been 
                           resolved within the facility.
·           If necessary, contact reserve personnel to staff positions from an off-site facility, 
                     telework center or in home-based telework in order to continue the mission of the 
                     organization.  

Q4.  How will the manager know the employee is present and working?
A4.  Managers and employees should communicate regularly with employees who are 
        performing work from home or an alternate location.  Regular communication with employees will 
        ensure they understand their work assignments and management’s expectations during periods 

        of telework.
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Q5.  Who provides technical assistance in the event of equipment disruption?

A5.   Facilities should provide adequately trained Help Desk support to resolve telework issues such 

        as remote access hardware and software issues.
Q6.  Is working at a telework center a viable option?

A6.  Yes, provided VA has an agreement with desired facility (only available in the Washington, D.C.

     Metropolitan area).   
Please contact your local Human Resources office with any questions you may have regarding the various telework flexibilities.  You can also find additional information on the OPM website at: http://www.opm.gov/pandemic/agency/telework.asp.
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