DEPARTMENT OF THE ARMY
JOINT BASE MYER - HENDERSON HALL
204 ARLINGTON AVENUE.

FORT MYER, VA 22311-1114

AMIM-MHG-ZA 10 June 2025

MEMORANDUM FOR All Joint Base Myer-Henderson Hall Employees

SUBJECT: Joint Base Myer-Henderson Hall (JBM-HH) Guidance and Approval
Authorities for Situational Telework, and Telework/Remote Work as Reasonable
Accommodation

1. References.

a. Department of Defense Instruction (DoD1) 1035.01 (Telework and Remote Work),
8 January 2024.

b. Secretary of Defense (Initial Department of Defense Implementation
GuidanceReturn to In-Person Work), 31 January 2025.

c. Defense Civilian Personnel Advisory Service (DCPAS) (Message
2025040,Guidance on Exempting Military Spouses and Foreign Service Spouses from
Agency Return to Office Plans), 18 February 2025.

d. Office of the Undersecretary of Defense for Personnel Readiness (Guidance on the
Use of Situational Telework), 4 March 2025.

e. Office of the Assistant Secretary of the Army Manpower and Reserve Affairs
(Guidance on the Use of Situational Telework), 19 March 2025.

f. IMCOM Policy Memorandum (Guidance and Approval Authorities for Situational
Telework, Military Spouse Telework/Remote Work, and Telework/Remote Work as a
Reasonable Accommodation), 20 March 2025.

g. ID-S Memorandum (Guidance and Approval Authorities for Situational Telework,
Military Spouse Telework/Remote Work, and Telework/Remote Work as Reasonable
Accommodation), 28 April 2025.

2. This memorandum supersedes the previous JBM-HH Telework policies and applies to
all Joint Base Myer-Henderson Hall (JBM-HH) appropriated and non-appropriated fund
civilian employees and provides guidance regarding processes and approval authorities
for telework and remote work, as authorized by references 1a. through 1g.

3. JBM-HH will follow ID-S and IMCOM policy memorandum, guidance and approval
authorities for situational telework, military spouse telework/remote work, and
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telework/remote work as reasonable accommodation, dated 20 March 2025, within the
following guidelines:

a. | delegate approval authorities as outlined in the following table:

Positions Category Approval Authority
Non-Supervisors Situational TW Agreement only Zzﬁ/%gfas:;;semsors
Supervisors Situational TW Agreement only g;;e]cga:?e/ffpec'al
Directors and Situational TW Agreement; Military ,

Special Staff Chiefs | Spouse Telework/Remote Chief of Staft

All employees Reasonable Accommodation Chief of Staff

Telework/Remote

b. Effective immediately, first line supervisors will ensure telework eligible
employees have met mandated telework training requirements. Employees will complete a
situational telework agreement (Encl 1). Supervisors will subsequently ensure positions are
properly coded regarding telework eligibility.

c. Situational/ad hoc telework must be intermittent, is not authorized as a substitute for
routine or recurring telework and is approved in advance. Timecards must properly
annotate all telework in DATAAPS.

d. All telework agreements must include the following statement: Situational telework
may be authorized for weather-related emergencies, office closures, and other situations, as
defined in Department of Defense Instruction 1035.01. Telework and Remote Work is only
authorized when situational telework serves a compelling Agency need.

e. No regular/recurring teleworking, or remote work is authorized in the absence of an
approved reasonable accommodation request or military spouse request.

4. The Secretary of Defense is the approval authority for exceptions to recurring/regular
telework and remote requests barring those identified in the table under para 3a. Any
requests for exception will be endorsed by the GC and submitted through ETMS2 to the
Director, ID-S.

5. Core Hours. Unless on an approved shift work schedule, JBM-HH employees will have a
duty schedule of eight (8) hours for a regular schedule or nine (9) hours for an RDO
schedule between the hours of 0630-1800 that includes the core hours of



AMIM-MHG-ZA

SUBJECT: Joint Base Myer-Henderson Hall (JBM-HH) Guidance and Approval
Authorities for Situational Telework, and Telework/Remote Work as a Reasonable
Accommodation

0900-1500. Employees are not authorized to start work before 0630 or work after 1800
without special permission.

FLEXIBLE HOURS CORE HOURS FLEXIBLE HOURS

0630-0900 0900-1500 1500-1800

6. All situational telework, military spouse telework/remote work, and telework/remote work
as an approved reasonable accommodation will comply with the guidance in this
instrument. Directors and supervisors are responsible for ensuring 100% compliance with
this policy.

7. This policy will expire one year from the date signed.

8. The point of contact for this action is Mr. Kenneth J. Washington, DHR at (703)
696-5779, email:kenneth.j.washington.civ@army.mil.

Digitally signed by

SANDOVAL.KEITH. sanpovaLKETH.PAUL11701
PAUL.1179106112 012

Date: 2025.06.10 17:19:16 -04'00"

1 Encl KEITH P. SANDOVAL
1. DD DD2946 COL, AV
Commanding
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