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I. GENERAL

Telework, also known as flexiplace and flexible workplace, work-at-home and telecommuting, refers to paid employment performed away from the principal office.  These terms are generally used interchangeably.  The program's objective is to allow eligible Treasury employees to work at alternate work sites on a regularly scheduled basis.  As a workplace program, Telework can:

· attract and retain employees in critical positions, 

· target new labor markets, 

· reduce office space requirements, 

· increase employer flexibility, and

·  reduce work commutes while helping employees address work and family concerns.  

The Telework program is a vehicle that facilitates cost reductions and improves work operations and customer service by increasing employee morale and productivity through the use of alternate work sites.

II. TELEWORK/FLEXIPLACE OPTIONS

A. Work at Home – A work option that allows employees to work at home in space specifically set aside or dedicated for that purpose.                                    

B.   Telework Center - A satellite facility in which generic workstations are provided for         full or part-time use in lieu of reporting to the official duty station.  All equipment required to perform one’s daily responsibilities are provided in a professional atmosphere.  The center may be owned or leased by a government agency.  An employee works in a satellite facility primarily because it is close to home.  The General Services Administration (GSA) has opened Telework centers in the Washington, D.C. Region and other strategically located cities across the country.

C. Virtual Office- Represents employees in the field, who are working from their vehicle or various non-fixed locations using other means of communications with the home office or official duty station.  These employees utilize telephones, laptop computers, fax machines and other communication devices to communicate with their bureaus.  

III. POLICY

A. Participation in the Telework program is voluntary.  Employees may, with supervisor’s approval, enter into the program at any time after the program has been implemented at their respective principal office or official duty station.  

B. Participation in the Telework program is not an employee’s entitlement. 

C. A Telework/Flexiplace work agreement (Appendix A page 14) must be completed by all participants.   Participation in the Telework program may be initiated by either the supervisor or employee.   When an employee initiates the request, he/she should anticipate achieving benefits as set forth in this document under BENEFITS.  The supervisor must then consider the request and respond in a timely manner.  If the request is denied, the supervisor should provide rationale for the denial.

When initiated by the supervisor, he/she should consider the benefits that may result from improved productivity, employee morale, agency requirements to reduce traffic congestion, energy conservation and agency reliance on leased office space.  The employee must be given the option of accepting the relocation to an alternate worksite or remaining at the principal office.  The employee must not be required to accept a change in worksite.  

D. An employee's participation in the Telework program must not adversely affect the workload or performance of other employees.  Telework employees will be required to report to their official duty station on scheduled off-site workdays if needed, and requested, by the supervisor.  Teleworking must not put a burden on staff assigned to the official duty station.  An equitable distribution of work must be maintained. 

E. Teleworkers shall be treated equally in decisions which affect awards, promotions, and any other condition of employment consistent with applicable law, Office of Personnel Management (OPM) regulations, and Departmental policy. 

F. Treasury bureaus will utilize GSA Telework Centers, where possible, and report the cost and frequency of use to the Department.  This information will be used to determine Treasury’s compliance with the Congressional mandated minimum investment of $50,000 per annum in use of GSA Telework Centers.

IV. BENEFITS                                      

The Telework program provides a means of responding to rapidly changing factors affecting today's workforce – demographically, socially, and technologically.  Telework also increases the ability to attract and retain employees in critical occupations and positions and to target labor markets such as disabled individuals. Telework arrangements can help put injured, recuperating, and physically challenged employees back to work.  Organizations may also be able to identify work that such employees can perform at remote sites, or "restructure" existing workloads so that some of it may be performed at home.   Agencies may also accomplish their missions more efficiently through increased hiring flexibility.  For example, an agency may be able to tap into an out-of-state labor market by employing individuals in critical fields in remote cities or states.

           A.  Potential Employee Benefits
           1.   Increases job satisfaction

           2.   Reduces or eliminated home to work commuting time

           3.   Increases flexibility in coordinating work and personal schedules

           4.   Allows employees to capitalize on peak productivity periods

           5.   Improves quality of life and create more time for family

           6.   Reduces costs for transportation, food and clothing

           7.   Broadens range of job opportunities

 
B.  Potential Departmental Benefits
1. Increases employee productivity

2. Improves employee morale and motivation

3. Improves service to internal and external customers

4. Enhances recruiting options

5. Reduces absenteeism

6. Reduces administrative costs associated with office space, utilities, equipment and transportation

7. Improves utilization of office space

            C.  Societal Benefits
      
 1.  Increases family involvement in community and schools

         
 2.  Reduces commuter trips and traffic congestion

         
 3.  Reduces air pollution, noise and conservation of transportation fuels

         
 4.  Improves employment opportunities for individuals with disabilities

V. REQUIREMENTS FOR PARTICIPATION IN TELEWORK PROGRAM

  
A.  Approval Criteria
The decision to offer an employee the opportunity to participate in the Telework program will be made by the approving official, or designee, and the appropriate supervisor, based on the following requirements.


B.   Position Requirements
Whether a position is suitable for the Telework program depends on job responsibility or content, rather than job title, type of appointment, work schedule, or grade.  For example, Telework may be appropriate for positions that require data analysis, case reviews, decisions making or report writing, arranging conferences, research, computer programming, data entry, and/or word processing, and other computer based assignments.

                       1.  A position may be suitable for Telework if any of the following apply:
a. Work activities are portable and can be performed effectively outside of 
       
the office;

b. Job tasks are easily quantifiable or primarily project oriented;

c. An employee's participation in the Telework program will not 

 adversely affect the workload or performance of other employees;




     d.   Contact with other employees and customers is predictable;

e. Technology and equipment needed to perform the job off-site are available; or

 f.   Cyclical work does not present a problem.

2. A position may not be suitable for Telework if any of the following apply:

a. The employee needs to have daily face-to-face contact with the 
       supervisor, other employees, or customer;

b. The employee needs daily access to material which may not be removed  
  

from the official duty station or is not accessible by computer;

c. Special facilities or equipment that are necessary, to perform the job,       can not be made available; or

d. Duplication of security at alternate site is too costly; or

e. Privacy Act concerns, security concerns, or health safety concerns cannot be adequately addressed.

C. Employee Criteria

The following characteristics will help determine an employee's suitability for participation in Treasury’s Telework program: 

1. The employee has exhibited self-starting characteristics, good organizational skills, and functions well independently;

2. The employee's performance is at least fully successful; and

3. The employee can satisfy home work-site requirements, or has a remote                                  workstation available.

D.  Supervisor Responsibility
          
      To successfully promote a Telework program, supervisors are encouraged to:

1. Develop a comprehensive plan taking into consideration all aspects of the employee’s responsibilities, resources needed, employees work ethic and ability to work unsupervised;  

2. Closely monitor each employee’s workload by tracking specific tasks and measuring progress against expectations.  Daily contact should be made with each Telework employee to verify work status, availability of support sources and equipment.

3. Develop and discuss performance plans and goals with each employee prior to beginning the alternate assignment.  Discussion of plans will also occur during midyear and final performance reviews.

4. Communicate effectively with the employee and measure performance by 

      results; and

5. Establish a specific interval for review and evaluation of the employee’s performance.  Continuation of the assignment should be based on this review and schedule.

VI. WORK AGREEMENTS

The work agreement is a written agreement between employee and supervisor requiring each to adhere to applicable guidelines and policies.  Each employee and supervisor must sign a Telework agreement that covers the terms and conditions of the employee’s work arrangements (See sample agreement Appendix A).  The work agreement should cover items such as:

A. assignment is for the performance of official duties and shall not be treated as an opportunity to conduct personal business;

B. length of assignment and review interval;

C. work days and duty hours at the alternate work site;

D. responsibilities for timekeeping, leave approval, requests for overtime and compensatory time;

E. performance requirements;

F. proper use and safeguard of government property; and

G. records and standards of conduct.

This agreement must specifically state:

A. the employee must dedicate his/her official work hours to Treasury duties;

B. this program is not to be considered a substitute for dependent family care or an

      opportunity to conduct personal business. 

C. duty hours must be treated the same as if the employee were assigned to a desk at the 

      principal office; and 

D.  the employee must be accessible by telephone to the supervisor or principal office at    

      all times during official duty hours.

VII. TIME AND ATTENDANCE 

A. General

Work away from the official duty station will vary depending on individual arrangements between employees and supervisors.  Supervisors and employees may mutually agree on the activities that will require the employee's presence in the official duty station.  Provisions must be made to accommodate each Telework employee at the official duty station if and when the employee is required to report to the office.  If an employee, on his/her own accord, terminates participation in the Telework program and chooses to return to the principal office on a permanent basis, he/she may be assigned temporary space until permanent accommodations can be made available.  

1. This agreement should be designed to reduce employee isolation from the remainder of the staff and facilitate communication between the office and Telework employee.

2. Supervisors should ensure that efforts are made to include Telework employees as part of the team.  Telework employees should be kept abreast of office events that may be of interest to them.

3.   Fixed work schedules must identify the days and times employees will work at the alternate site.  Work schedules may parallel those in the official duty station or be structured to meet the needs of participating employees and the organization.  For example, employees may use compressed schedules.  The process of establishing work schedules permits periodic adjustments to achieve an optimal schedule that is consistent with employee and organizational requirements.  Developing fixed times during the day for supervisor/employee telephone conversations may be helpful to ensure ongoing communication.

4. In some instances, it may be advantageous for an employee to work away from the official duty station on an "as-needed" basis.  In those cases, employees must satisfy the same requirements as regularly scheduled Telework employees, including attending all training sessions and completing the Telework Agreement and Safety Checklist (Appendices A and C).  Further, to avoid misunderstandings, employees and supervisors must agree on the specific task(s) and time necessary to complete it (them) during an employee's day off-site, and the length of time each Telework arrangement should run.  During off-site hours, the employee must perform work at a predetermined site that has been approved by the principal office. 
B. Leave

Leave shall be requested and approved in accordance with existing practices, laws, regulations, and departmental policy.
C. Certification and Control of Time and Attendance

Proper monitoring and certification of employee work time is critical to the success of the program.  Supervisors must accurately report time and attendance to ensure that employees are paid only for work performed, and absences from scheduled tours of duty are accounted for correctly.  Federal policies and procedures governing certification of time and attendance require principal offices with Telework employees to provide reasonable assurance that their employees are working when scheduled.

D. Administrative Leave, Dismissals, Emergency Closings

Although a variety of circumstances may affect individual situations, the principles governing administrative leave, dismissals, and closings remain the same.  The Office of Personnel Management (OPM) guidelines suggest the following:  If an official duty station or principal office experiences an unscheduled closing, and the Telework employee is dependent on that office for support, information, communication or guidance, and cannot perform his/her duties without support from the principal office, that employee should also be dismissed under the same conditions as are the employees assigned to the principal office.  The Telework employee shall remain dismissed as long as this situation persists, unless conditions change allowing the employee to resume working.

If on the other hand, the Telework employee experiences an emergency that prevents him/her from performing official duties at the alternate work site, but the principal office is not affected, the work status of that employee is at the discretion of the supervisor. Depending on prevailing circumstances, the employee may be required to report to the principal office, or placed on personal or administrative leave.   The employee's ability to conduct work under any given circumstance, whether at home or at the office, must be determined by the supervisor based on the specific circumstances of each incident.  

VIII. COMPENSATION

The provisions of "Fair Labor Standards Act" (29 U.S.C. 201 et. seq. (FLSA)) governing overtime also apply to Telework arrangements.

         A.  Injuries, Continuation of Pay, and Workers’ Compensation

Telework employees are covered by the "Federal Employees Compensation Act"                                 (5 U.S.C. 8101 et seq.(FECA)), for continuation of pay or workers compensation for on-the-job injury or occupational illness.  Employees suffering from work related injuries and/or damages at the alternate worksite are covered under the "Military Personnel and Civilians Employees' Act" (31 U.S.C.3721) and the Federal Tort Claims Act" (28 U.S.C. 1346 (b) and 2671-2680)) or the Federal Employees Compensation Act, as appropriate.  The above coverage is contingent upon the employee's home worksite being approved by the appropriate supervisor, as consistent with the law.

B. Pay Issues

1. Duty Station or Principal Office

For pay purposes, the "official duty station" is the employee's regular​ office and     will not change with participation in the Telework program.

2. Special Salary Rates.

The employee's official duty station serves as the basis for determining special salary rates including locality pay and travel originations.

3. Premium Pay.

The normal rules apply for night differentials, Sunday, and holiday pay whether work is accomplished at the official duty station or alternate work site.  Official work schedules determine the entitlement to premium pay.

IX. FACILITIES 

A. Home Office Space
Telework employees working at home must have a designated workspace or workstation for performance of work.  Requirements will vary depending on the nature of the work and equipment needed.  At a minimum, an employee must be able to communicate by telephone with the office supervisor and other colleagues during official duty hours.  In addition, the supervisor or official duty station must be able to contact the Telework employee by telephone at any time.   Failure to maintain this communication link is grounds for termination of the work agreement.  It is also paramount that the employee completes a Self-Certification Safety Checklist for the home space to be used.  The appropriate supervisor must approve the home site for use by the employee before final approval can be given.  The accuracy of information provided on this form may be used in the future to determine compensation liability in case of injury at the home worksite.   

B. Home Utility Expenses
The decision to pay for selected home utility expenses of an employee will be made on a case-by-case basis.  While it is not common practice for Treasury to pay home utility costs associated with working at home, exceptions may be made if it is in the best interest of Treasury.  The combined savings to the employee resulting from reduced commuting time and commute related costs should offset any incidental increase in a Telework employee’s utility expenses.   When exceptions are authorized, these exceptions must be decided on a case-by case- basis, with justifications provided by the authorizing official.  To accommodate employee communications between the principal office and Telework home site, the principal office may consider employing the use of wireless telephones and notebook computers with docking stations, or other similar equipment.  

X. TELECOMMUNICATIONS AND EQUIPMENT

A. Telephones
In certain instances where it is determined to be in the best interest of Treasury, bureau/office may use appropriated funds to install and/or service equipment to be used for official Treasury business.   Use of appropriated funds for these purposes will be the decision of the supervisor and/or the principal office.           
B. Computers, Treasury-Owned Equipment, Etc.
Treasury-owned property, including computers, docking stations, software, and other telecommunications equipment may be used by employees in their private residences, provided the property is used exclusively for official business.  Treasury will retain ownership and control of hardware, software, and data in these situations.   Software other than that provided by Treasury shall not be installed on Treasury-owned equipment.  

Treasury is responsible for maintenance, repair, and replacement of official equipment.  The employee must notify the supervisor immediately following a malfunction of Treasury-owned equipment.  The employee may be required to bring some equipment such as a desk top, lap top, or notebook computer, into the office for repairs.  If repairs are extensive, and replacement equipment is not available, the employee may be required to report to the official duty station until usable equipment is available.  

To facilitate the provision of off-site technical assistance for Treasury-owned equipment and software, principal offices are urged to supply employees with computers, software, modems, and communications software that are compatible with that used at the official duty station. 

If Treasury-owned or controlled equipment and/or software is damaged by non-employees (for example, relatives or dependents of the employee), the employee will be held liable for all repair or replacements to the same extent they are presently held accountable, when loaned equipment is damaged due to negligence.  

1. Each bureau/office must specify its own policy on purchase and installation of equipment and software.  It may or may not be appropriate for some bureaus/offices to purchase or install equipment, while others, because of budget or other constraints, may take a different stance.  While participation in the program may be contingent on equipment costs, alternative means of obtaining equipment should first be explored, e.g., use of inventory surplus such as Treasury wide excess equipment, broader use of docking stations etc.

2. Employees and supervisors must identify the appropriate reference sources and other materials necessary to work at the alternate work site, and ensure that the Telework employee has access to those items.

3. Transfer of computers, software, printers, modems, and other data processing equipment between the office and the alternate work site, is the responsibility of the Telework employee and the supervisor or principal office.

4. Unless otherwise agreed, a minimum of 48 hours' advance notice must be given before management may inspect the employee's home work site.  Such inspections should be conducted at periodic intervals during the employee's normal working hours to ensure proper maintenance and operation of Treasury-owned property.  Inspections will also be performed to ensure compliance with the Safety Checklist or for other legitimate purposes.  The employee will be held accountable for accuracy of information provided on the Safety Checklist.

5. Inspection of non-home work sites such as GSA Telework Centers does not require advanced notification.         


XI.  COMPUTER SECURITY REQUIREMENTS

Only hardware/software configurations approved by the bureau/office, and authorized by an approving official for the alternate work site shall be installed on Treasury-owned or controlled computers.   Under no circumstances should the employee add non-agency owned or unauthorized software to assigned alternate workstation equipment.  No personally owned computers or software will be used for processing classified or sensitive information.  All secure information, including sensitive but unclassified information in the possession of the Telework employee, must be kept in a locking file cabinet or drawer, consistent with Department of Treasury policy. 

Additionally, Telework employees must comply with organizational security procedures, and ensure adequate security measures are in place to protect the equipment and information housed or stored on assigned computers.  Failure to comply with security procedures and regulations may be grounds for termination. 

XII. PRIVACY ACT AND SENSITIVE DATA

A. Access to sensitive materials must be consistent with regulations on Production or Disclosure of Information or Materials (34 CFR Parts 5 and 5b, 5 U.S.C. 552 and 552a) (Privacy Act).
B. Employees must ensure timely access by Treasury officials to all work products and materials.
XIII. DEPENDENT CARE 

The Telework program is not intended to reduce dependency care or serve as a substitute for childcare, daycare, eldercare, or any other type of dependent care.  Employees are to treat work hours as if they were at the official duty station, giving full time and attention to work duties and responsibilities.

XIV. TAX BENEFITS

An employee who uses a portion of his/her home for benefit of Treasury may be subject to current tax regulation and benefits. However, employees should consult their tax advisors or the Internal Revenue Service for information on tax laws and interpretations that address their specific circumstances.

XV.
TRAINING AND EVALUATION

A. Telework employees and their supervisors must become familiar with Departmental policies and guidelines establishing the Telework program.  They must also become familiar with available materials that are designed to be used for training purposes, before the effective date of the employee’s work agreement.  

B. Evaluation of the program is critical to determining the best means of conducting an alternate work arrangement.  To make this determination, a review period must be established for both employee and supervisor.   A six-month interval is recommended however, supervisors may decide the most appropriate period for each employee.   Review results must be analyzed to evaluate the employee’s overall productivity and accomplishments.  

C. The success of the Telework program will be determined by assessing various measures established by each supervisor or office as criteria in the evaluation process prior to beginning the Telework assignment.  The evaluation requirements may vary between employees and offices as long as the measurements are fair and accurate measures of productivity and quality of job performed by each employee.

                                                   APPENDIX A (SAMPLE)

U.S. DEPARTMENT OF THE TREASURY TELEWORK AGREEMENT
The following constitutes an agreement between: 





 and                                                                          


(Name of Employee)
                                                                of 






                                                                                

            (Supervisor)
Principal Office (PO)
on the terms and conditions of the Telework Program.  The supervisor and employee agree as follows:

A. Alternate Work Option: 

Work-at-Home 

 Telework Center 
   (check one):                      

             Virtual Office
B. Voluntary Participation

Employee voluntarily agrees to work at the Treasury-approved alternate workplace indicated below and to follow all applicable policies and procedures.  Employee recognizes the Telework agreement is an alternate worksite arrangement approved by the Department to accomplish an employee’s daily work tasks.

C. Review Interval

Employee and supervisor agree to try the arrangement for a period of                months unless otherwise changed by either party.  The review interval will begin  



 and end 



.  Each succeeding interval will be based on this agreement, with the review period based on the same timeframe.

D. Salary and Benefits

It is agreed that this Telework arrangement is not a basis for changing the employee’s salary or benefits.  

E. Duty Station and Alternate Workplace
Supervisor and employee agree the employee remains at the official duty station.  The employee’s approved alternate workplace is                                                            .  All pay, leave, and travel entitlements are based on the official duty station or principal office.

F. Official Duties
Unless otherwise instructed, employee agrees to perform only official duties while at the alternate work site, and to establish communication arrangements (or links) that allow constant availability to interface with the supervisor or official duty station.

Failure to abide by this agreement may result in immediate termination or disciplinary actions.

G. Work Schedule and Tour of Duty

Supervisor and employee agree the employee’s official work hours will be: 

Days


                               Hours (beginning)

 (ending) 



Explanations if necessary






















 

H. Time and Attendance

Supervisor agrees to make sure the Telework employee’s timekeeper has a copy of the employee’s work schedule.  The supervisor agrees to certify biweekly the time and attendance for hours worked at the regular office and the alternate work site.  Employee may be required to complete self-certification form.   

I. Leave

Employee agrees to follow established office procedures for requesting and obtaining approval of leave.

J. Overtime
Employee agrees to work overtime only when approved by supervisor in accordance with established office policies.

K. Equipment and Supplies

Employee agrees to protect any Treasury-owned equipment and to use the equipment for official purposes only.  Treasury agrees to install, service, and maintain any office equipment issued to the Telework employee.  The employee agrees to install, service, and maintain any personal equipment used.  Treasury agrees to provide the employee with all necessary office supplies and reimburse the employee for business-related long distance telephone calls made on the employee’s personal service.   Employee agrees to obtain approval from supervisor or principal office prior to engaging in activities that may result in an expense to the Government.

L. Security
If Treasury provides information technology (IT) equipment for the alternate workplace, employees agrees to protect that equipment and not use or allow such equipment to be used for purposes other than the official duties of the Treasury.

M. Liability 
The employee understands that Treasury will not be liable for damage to the employee’s real or personal property, while the employee is working at the alternate work site.   However, the Agency is held liable by the Federal Tort Claims or the Military Personnel and Civilian Employees Claims Act.

N. Work Area 

The employee agrees to provide a work area that is adequate for performance of official duties.

O. Worksite Inspection
The employee agrees to permit Treasury, with proper notice to inspect the alternate workplace during the employee’s normal working hours, to ensure proper maintenance of Treasury-owned property and conformance with safety standards.  Employees working at home must complete a self-certification safety checklist to ensure the safety of the employee at the alternate work site.  Information provided on the safety checklist will be used by the appropriate supervisor, to determine the suitability of the home worksite for the employee's work tasks. 

P. Alternate Workplace Cost
The employee understands that Treasury is not automatically responsible for covering operating costs that are associated with the use of his/her home as an alternate work site.  Some bureaus may elect to cover specific costs that it considers to be in the best interest of the department.  All cost for official use of other forms of alternate work sites, such as Telework Center, or virtual office arrangements unless otherwise specified by Treasury, will be the responsibility of Treasury.  The principal office will make all arrangements for use of alternate worksites.

Q. Injury Compensation

Employee understands that he/she is covered under the Federal Employee’s Compensation Act if injured in the course of actually performing official duties at the regular office or the alternate duty station (see VIII, A, page 9 for additional information).  The employee agrees to notify the supervisor immediately of any accident or injury that occurs at the alternate workplace, and to complete any required forms.  The supervisor agrees to investigate such a report immediately.

R. Work Assignments/Performance
Employee agrees to complete all assigned work according to procedures mutually agreed to by the employee and the supervisor according to guidelines and standards in the employee performance plan.  The employee agrees to provide regular reports if required by the supervisor to help judge performance.  The employee understands that a decline in performance may be grounds for canceling the alternate workplace agreement.

S. Disclosure

Employees agree to protect Treasury records from unauthorized disclosure or damage and will comply with requirements of 5 U.S.C. 552a. the "Privacy Act" of 1974.

T. Standards of Conduct
Employee agrees to be bound by Treasury standards of conduct while working at the alternate work site.

U.  Cancellation

Agency agrees to let the employee resume a regular schedule at the official duty station after request to the supervisor to terminate the arrangement.  Employee understands Treasury may cancel the Telework arrangement and instruct the employee to resume working at the official duty station.  Treasury agrees to follow any applicable administrative or negotiated procedures.

Employee’s signature and date







                                                                                
Supervisor’s signature and date







 

                                                                                 APPENDIX B

GLOSSARY

Presented below are definitions of terms used throughout this document and the Treasury Directive TD 74-14, titled Treasury Telework and Flexiplace Program:

A. Flexiplace Work Arrangement 

A work arrangement specifying conditions under which an employee is authorized to work at a location other than the official duty station or principal office.

B. Flexible Workplace 

A location or site at which an employee is authorized to work one or more days per pay period, in lieu of reporting to the official duty station.  Such locations may include the employee’s home, Telework center or other sites, either fixed or mobile, that are equipped to accommodate an employee’s needs.

C. Teleworking
A work arrangement that permits an employee to work one or more days per pay period at a location other than the official duty station or principal office.  Such arrangement may include an option to work-at-home, a Telework Center, Treasury Telework workspace or virtual office (mobile work arrangement).

D. Teleworking Centers 

Facilities located near residential areas containing generic workstations composed of a work surface and the telecommunication equipment required to perform routine work assignments.  The centers may be government owned, controlled, or commercially leased.

E.  Teleworker
An employee who is authorized to work one or more days per pay period at a location other than the official duty office.

F. Work-at-Home
A work arrangement in which an employee is allowed to work at his/her place of residence one or more days per pay period in lieu of reporting to the official duty office. 

G.  Virtual Office
An office or work space without walls or a fixed location.  Employees generally work in the field providing services to the public, (i.e., IRS Revenue Agents or Savings Bonds Sales Representatives).  Employees may work from different locations, such as hotels, customers sites, public telephones, park benches or from vehicles using mobile telephones and other communications equipment to contact the official duty station or home office.

H. Official Duty Station (Principal Office) (PO)
The official office of assignment.  Unless otherwise stated, each employee shall report to and perform his/her required duties at this location.  All personnel agreements, compensation and travel benefits shall be based on this location. 

I. Workstation
Work space of a specific size containing a work surface and other telecommunication equipment necessary to conduct routine business.  

                                                                 APPENDIX C

                                    Sample Self-Certification Safety Checklist for

                                                  Home-Based Teleworkers

The following checklist is designed to assess the overall safety of your alternate duty station.  Please read and complete the self-certification safety checklist.  Upon completion, you and your supervisor should sign and date in the spaces provided.

Name:                                           Organization: 





                                                          


(Employee)




(Bureau/Office)

Address:  










                                    



(Street)
City/State: 







Principal Office:                                                                                                                     .                                                                                                                                                                                                                                                                                                                                                                                                                                               

                                   (Street Address)                                     (City/ State)
Supervisor
                         


                                   
The alternate duty station is:



(Street address)



(City/State)

Describe on the reverse side of this sheet your designated work area in the alternate duty station. (include work area dimensions and equipment)

A.  Workplace Environment

1. Are temperature, noise, ventilation and lighting levels adequate for 

      maintaining your normal level of job performance?.................................Yes[ ]  No[ ]

2. Are all stairs with four or more steps equipped with handrails?...............Yes[ ]  No[ ]

3. Are all circuit breakers and/or fuses in the electrical panel labeled

      as to intended service?.............................................................................  Yes[ ] No[ ]

4. Is all electrical equipment free of recognized hazards that would 

     cause physical harm (frayed wires, bare conductors, loose wires,

     flexible wires running through walls, exposed wires to the ceiling)?..…....Yes[ ] No[ ]

5. Will the building’s electrical system permit the grounding of 

     electrical equipment?............................................................................…....Yes[ ] No[ ]

6. Are aisles, doorways, and corners free of obstructions to permit

      visibility and movement?..................................................................….......Yes[ ] No[ ]

7. Are files cabinets and storage closets arranged so drawers and

     doors do not open into passageways?...............................................…........ Yes[ ] No[ ]

8. Are there loose casters(wheels) on your chair and are the rungs and 

      legs of the chairs sturdy?...................................................................……..   Yes[ ] No[ ]

9. Are the phone lines, electrical cords, and extension wires secured

under a desk or alongside a baseboard?....................................……...........  Yes[ ] No[ ] 

10. Is the office space neat, clean and free of combustibles?………………….. Yes[ ] No[ ]

11. Are floor surfaces clean, dry, level, and free of worn or 

      frayed seams?................................................................................….….....    Yes[ ] No[ ]

12. Are carpets well secured to the floor and free of frayed or

      worn seams?................................................................................….……...     Yes[ ] No[ ]

13. Is there enough light for reading?............................................………..........  Yes[ ] No[ ]

B.   Computer Workstations (if applicable)

14. Is your chair adjustable? (supportive?) ...................................………......…..  Yes[ ] No[ ]

15. Do you know how to adjust your chair?......................................……….......   Yes[ ] No[ ]

16. Is your back adequately supported by a backrest?.............…………...............  Yes[ ] No[ ]

17. Are your feet on the floor or fully supported by a footrest?…………...............Yes[ ] No[ ]

18. Are you satisfied with the placement of your monitor and keyboard?…..…….Yes[ ] No[ ]

19. Is it easy to read the text on your screen?.......................................………….....Yes[ ] No[ ]

20. Do you need a document holder?..............................................…………...........Yes[ ] No[ ] 

21. Do you have enough leg room? .........................................…………..................Yes[ ] No[ ]

23. Is the screen free from noticeable glare?.................................….............Yes[ ] No[ ]

24. Is the top of the screen eye level?..............................................…...........Yes[ ] No[ ]

25. Is there space to rest your arms while not keying?...................................Yes[ ] No[ ]

26.  When keying, are your forearms close to parallel with the floor?...….....Yes[ ] No[ ]

27. Are your wrists fairly straight when keying?.................................….......Yes[ ] No[ ]

___________________________


__________________

Employee’s Signature



Date

_____________________________


__________________

Immediate Supervisor’s Signature


Date

Approved[  ]Disapproved[  ]

Please return a copy of this form to your Telework coordinator.

Revised 12/14/00


