WASC Telework Application Processes (see WASC Telework Policy)

Regularly Scheduled Telework Application Process:

1. Learn the implementation policy of your Division.

2. Evaluate your eligibility for regularly scheduled telework.

3. Determine if your personal computer equipment and internet access are acceptable.

4. Talk with your supervisor about your desire to telework, get their feedback.

5. Complete the NOAA Telework Application and Agreement form.*

6. Read the DOC Unclassified System Remote Access Security Policy.*

7. Complete the NOAA Safety Checklist.*

8. Submit forms to supervisor for approval.

9. Once approval obtained, complete WASC Unclassified System Remote Access User Security Agreement.*

10. Complete WASC Telework User Desktop Survey.*

11. Submit forms to supervisor to review and forward to Systems Division.

Intermittent Telework Application Processes:

To Telework <2 Consecutive Work Days:

1. Email request to supervisor stating purpose for teleworking, hours requested, certify that you will follow the policies and procedures of NOAA Telework Application and Agreement.

2. Supervisor responds with email approval or denial.

3. Depending on nature of work to be performed, may be required to complete other WASC remote access forms.

To Telework between 3-5 Consecutive Work Days:

1. Email request to supervisor stating purpose for teleworking, hours requested, certify that you will follow the policies and procedures of NOAA Telework Application and Agreement.

2. Supervisor will forward your request to Division Chief with recommended action.

3. Division Chief responds with approval or denial. 

4. Depending on nature of work to be performed, may be required to complete other WASC remote access forms.

To Telework >5 Consecutive Work Days:

1. Email request to supervisor stating purpose for teleworking, hours requested, certify that you will follow the policies and procedures of NOAA Telework Application and Agreement.

2. Supervisor will forward your request to Division Chief with recommended action.

3. Division Chief will forward your request to WASC Assistant Director, all other Division Chiefs, and WASC Director with recommended action.

4. WASC Assistant Director responds with approval or denial.

5. Depending on nature of work to be performed, may be required to complete NOAA Telework Application and Agreement and other WASC remote access forms.

* Located on WASC Internal Web Site: http://www.wasc.noaa.gov/internal/dir/telework.htm


