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SUPERVISOR - EMPLOYEE CHECKLIST
Prescribed by:  DLAI 7212
Sponsor: J1
THE FOLLOWING CHECKLIST IS DESIGNED TO ENSURE THAT THE TELEWORKER AND SUPERVISOR ARE PROPERLY ORIENTED TO THE POLICES AND PROCEDURES OF THE TELEWORK PROGRAM. QUESTIONS 4, 5, AND 6 MAY NOT BE APPLICABLE TO THE TELEWORK EMPLOYEE. IF THIS IS THE CASE, STATE NON-APPLICABLE OR N. A.
ITEM
DATE
3. EMPLOYEE/SUPERVISOR HAS READ DLA TELEWORK POLICY AND PROCEDURE
4. EMPLOYEE HAS BEEN PROVIDED WITH A SCHEDULE OF WORK HOURS.
5. EMPLOYEE
HAS BEEN ISSUED, COMPLETE ITEMS 4 AND 5 BELOW. IF NOT, ENTER N. A. IN THE DATE BLOCK AND SKIP TO ITEM 6.
6. EQUIPMENT ISSUED BY DLA IS DOCUMENTED AND PROPERLY RECEIPTED. CHECK AS APPLICABLE:
COMPUTER
MODEM
OTHER
TELEPHONE
FAX MACHINE
7. POLICIES AND PROCEDURES FOR CARE OF EQUIPMENT ISSUED BY THE AGENCY HAVE BEEN EXPLAINED AND ARE CLEARLY UNDERSTOOD.
8. POLICIES AND PROCEDURES COVERING CLASSIFIED, SECURE, OR PRIVACY ACT DATA HAVE BEEN DISCUSSED AND ARE CLEARLY UNDERSTOOD.
9. THE SUPERVISOR WILL ENSURE THAT EMPLOYEES WORKING FROM AN ALTERNATE LOCATION ARE CREATING AND STORING RECORDS IN ACCORDANCE WITH DOD INSTRUCTION 5015.02, "DOD RECORDS MANAGEMENT PROGRAM" AND ALL AGENCY SPECIFIC RECORDS MANAGEMENT GUIDELINES. DOD EMPLOYEES ARE NOT TO USE PERSONAL EMAIL ACCOUNTS, HARD DRIVES, OR COMMERCIAL CLOUD/FILE SHARING SERVICES FOR OFFICIAL BUSINESS, OR FORWARD EMAIL FROM AN OFFICIAL EMAIL ACCOUNT TO A PERSONAL ACCOUNT.
10. REQUIREMENTS FOR AN ADEQUATE AND SAFE OFFICE SPACE AND/OR AREA HAVE BEEN DISCUSSED, AND THE EMPLOYEE CERTIFIES THOSE REQUIREMENTS ARE MET.
11. PERFORMANCE AND CONDUCT EXPECTATIONS HAVE BEEN DISCUSSED AND ARE UNDERSTOOD.
12. EMPLOYEE UNDERSTANDS THAT THE SUPERVISOR MAY TERMINATE EMPLOYEE PARTICIPATION, IN ACCORDANCE WITH ESTABLISHED ADMINISTRATIVE PROCEDURES AND UNION-NEGOTIATED AGREEMENTS.
13. EMPLOYEE HAS PARTICIPATED IN TRAINING.
14. SUPERVISOR HAS PARTICIPATED IN TRAINING.
15. TELEWORK AGREEMENT HAS BEEN COMPLETED AND SIGNED.
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