Eastern Administrative Support Center

Telecommuting Program

PURPOSE: The purpose of this document is to establish the guidelines necessary to implement and assess the Eastern Administrative Support Center(s Telecommuting Program.

BENEFITS OF THE PROGRAM: There are several benefits to be gained for the Government and the employee as a result of the telecommuting program.  Among the benefits are:  

* Improvement in the quality of worklife for EASC employees.  The program will reduce overcrowded office space, and provide a distraction free environment for reading, thinking, and writing.   This should result in improved job performance and increased productivity.

* Improvement in morale and a reduction of stress because of the employee(s ability to balance work and family demands.

* The ability to extend employment opportunities to people with disabilities who otherwise might not be able to commute to the downtown area, and the ability to allow employees who have partially recovered from injuries and can do the job from home an opportunity to be productive.

* A reduction in our space requirements will result in a decrease in the cost for EASC(s rent and utilities (current estimate is a 1/3 reduction in these costs).



IMPLEMENTATION STEPS:
* A telecommuting coordinator will be assigned by the Director.  The coordinator will be responsible for implementation and assessment of the program.

* Orientation sessions supervisors and for individuals participating in the telecommuting program must be conducted to ensure that both supervisors and employees have a common understanding of the program requirements.

* Division chiefs are required to identify the specific positions that are appropriate for telecommuting arrangements.  This determination should be based on job content rather than job title, type of appointment, or work schedule.  OPM suggest that telecommuting is feasible for work that requires thinking and writing, data analysis, reviewing contracts or cases, telephone intensive task, data entry, word processing, etc.  Work may not be suitable for the program if the employee needs to have extensive face to face contact with supervisors, other employees, clients, etc., or the employee needs frequent access to material that must be maintained in the office.

* Supervisors must develop performance standards for the specific position(s) placed in the program so the supervisor will be able to manage the work by reviewing the employee(s output.  These standards should be developed in consultation with the employee and the customer(s) serviced by the employee.

* Supervisors and employees should work together to establish work schedules and to determine how much of the work can be accomplished at the alternate work site.

* Each employee participating in the program must complete a Self-certification Safety Checklist and the Telecommuting Agreement.

* The telecommuting program will be assessed quarterly during the first year of implementation and twice a year thereafter to ensure that the program is operating as intended (See evaluation instructions).

TELECOMMUTING PARAMETERS: The following guidelines serve as the basis for EASC(s telecommuting program:

* Telecommuting is a management option rather than an employee entitlement and does not change the terms and conditions of the employee(s appointment.

      
* Employee participation is voluntary and subject to management approval.

* An employee who works a telecommuting schedule (other than for short periods less than 10 work days in duration) will be required to sign an agreement.

* Canceling the work arrangement is up to either the employee or the supervisor.  Employees are required to notify their supervisors at least one pay period prior to termination of the telecommuting arrangement.  Supervisors may terminate or suspend the telecommuting arrangement at any time if the employee(s performance does not meet or exceed the critical elements in the employee(s performance plan.

* Failure to comply with any of the conditions of the telecommuting program may subject the employee to immediate removal from the program.   

* Supervisors must properly certify time and attendance.

* The employee must have a safe and adequate place to work off‑site that is free from interruptions and that provides the necessary level of security and protection for Government property.

* Although telecommuting will give some employees more time for their family responsibilities, they may not use duty time for providing dependent care or any purpose other than official duties.

* Employees participating in the telecommuniting program must be able to demonstrate that he/she has the necessary tools to perform the required duties.

* If it is determined that it is in the best interest of the Government to place Government owned computers and telecommunications equipment in employee homes or at other alternative worksites, the Government will retain ownership and control of hardware, software, and data. Such equipment is for official use only, and its repair and maintenance will be the responsibility of EASC.

* EASC may provide employees with telephone credit cards. To the extent permitted by law, EASC may pay for the installation of telephone lines in private residences if it is determined to be in the best interest of the Government (Public Law 104‑52).

* To be eligible for the program employees must be meeting or exceeding all critical elements on their performance plan.  

PERSONNEL POLICIES AND PROCEDURES
Official Duty Station.  The official duty station for employees participating in EASC(s telecommuting program is NOAA/EASC, 200 Granby Street, Room 815, Norfolk, Virginia.

Hours of Duty. The existing rules on hours of duty apply to telecommuting employees. Management determines the employee's work schedule consistent with the requirements of the work group and provisions of applicable bargaining agreements.

Pay and Leave. Existing rules on pay and leave administration apply to telecommuting employees. 

Overtime. The existing rules on overtime under title 5, United States Code, and the Fair Labor Standards Act (FLSA) apply to telecommuting employees. Supervisors should make sure that telecommuting employees work overtime only with advance approval.

Certification and Control of Time and Attendance. Supervisors must report time and attendance to ensure that telecommuting employees are paid for work performed and that absences from

scheduled tours of duty are accounted for.  In accordance with the General Accounting Office (GAO), supervisors are required to provide reasonable assurance that the employees are working when scheduled, for example, by determining the reasonableness of the work output for the time spent or by having the supervisor make occasional telephone calls or visits during the employee's scheduled work time. (See title 6 of GAO's Policy and Procedures Manual for the Guidance to Federal Agencies.)

Position Descriptions and Performance Standards. Telecommuting will seldom require major changes in position descriptions but may affect factors such as supervisory controls or work

environment.  Performance standards for telecommuting employees must be results‑oriented and should describe the quantity and quality of expected work products and the method of evaluation. Generally, supervisors will use the same measures for telecommuting employees and employees who perform similar tasks in the regular office.

Home Inspections. The supervisor should make sure that the telecommuting employee's worksite meets acceptable standards.  Employees participating in the program are required to complete a self‑certification safety inspection form.  Onsite inspections, with adequate notice to the employee, may be conducted at the option of the supervisor.

Workers' Compensation. Telecommuting employees are covered by the Federal Employees Compensation Act (FECA) and may qualify for payment for on‑the‑job injury or occupational illness.

Group Dismissal. A telecommuting employee may sometimes be affected by an emergency and may be excused from work. For example, on a "snow closing day", the agency may excuse a

telecommuting employee if he or she cannot perform work because the regular office is closed and/or the alternative worksite is affected by the emergency. The agency should grant the telecommuting employee excused absence as appropriate. When an emergency affects only the alternative worksite for a major portion of the workday, the agency can require the telecommuting employee to report to the regular office, approve annual leave or leave‑without‑pay, or authorize an excused absence.

TELECOMMUTING AGREEMENT

 Between 

The Eastern Administrative Support Center

and

(Name of Employee)

The original agreement will be maintained by the telecommuting coordinator.  The supervisor (if different from the coordinator) and the employee should each keep a copy of the agreement for reference.

Voluntary Participation
Employee voluntarily agrees to work at the agency approved alternative workplace indicated below and to follow all applicable policies and procedures. Employee recognizes that the telecommuting arrangement is not an employee entitlement but an additional method the agency may approve to accomplish work.

Trial Period
Employee and agency agree to try out the arrangement for at least three months unless unforeseeable difficulties require earlier cancellation.

Salary and Benefits
The telecommuting arrangement is not a basis for changing the employee's salary or benefits.

Duty Station and Alternative Workplace
Agency and employee agree that the employee's official duty station is 200 World Trade Ctr., Norfolk, Virginia and that the employee's approved alternative workplace is: (specify street and number, city, and state). 

Note: All pay, leave, and travel entitlement are based on the official duty station.

Official Duties
Unless otherwise instructed, employee agrees to perform official duties only at the regular office or agency‑approved alternative workplace.  Employee agrees not to conduct personal business while in official duty status at the alternative workplace, for example, caring for dependents or

making home repairs.

Work Schedule and Tour of Duty
Agency and employee agree the employee's official tour of duty will be: (specify days, hours, and location, i.e., the regular office or the alternative workplace. For flexible work schedules, specify core hours and the limits within which flexible hours may be worked ). Supervisors may at their discretion require employees to report to their official duty station for meetings.

Time and Attendance
Agency agrees to make sure the telecommuting 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 alternative workplace. (Note: Agency may require employee to complete self‑certification form.)

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

Overtime
Employee agrees to work overtime only when ordered and approved by the supervisor in advance and understands that overtime work without such approval is not compensated and may result in termination of the telecommuting privilege and/or other appropriate action.

Equipment/Supplies
Employee agrees to protect any Government‑owned equipment and to use the equipment only for official purposes. The agency may at its discretion agree to install Government-owned equipment.  If the agency elects to install Government-owned equipment, the agency agrees to service and maintain any Government‑owned equipment issued to the telecommuting employee. The employee agrees to install, service, and maintain any personal equipment used. The agency agrees to provide the employee with all necessary office supplies (office supplies are for official use only).

Security
If the Government provides computer equipment for the alternative workplace, employee agrees to safeguard the equipment in a manner consistent with agency policy. 

Liability
The employee understands that the Government will not be liable for damages to an employee's personal or real property while the employee is working at the approved alternative workplace, except to the extent the Government is held liable by the Federal Tort Claims Act or the Military Personnel and Civilian Employees Claims Act.

Work Area
The employee agrees to provide a work area adequate for performance of official duties.

Worksite Inspection
The employee agrees to permit the Government to inspect the alternative workplace during the employee's normal working hours to ensure proper maintenance of Government‑owned property and conformance with safety standards. (Agency requires employees to complete a self‑certification safety checklist.)

Alternative Workplace Costs
The employee understands that the Government will not be responsible for any operating costs that are associated with the employee using his or her home as an alternative worksite, for example, home maintenance, insurance, or utilities. The employee understands he or she does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for the Government, as provided for by statute and regulations.

Injury Compensation
Employee understands he or 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 alternative duty station. The employee agrees to notify the supervisor immediately of any accident or injury that occurs at the alternative workplace and to complete any required forms. The supervisor agrees to investigate such a report immediately.

Work Assignments/Performance
Employee agrees to complete all assigned work according to procedures mutually agreed upon by the employee and the supervisor and 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 immediate cancellation of the alternative workplace arrangement.

Disclosure
Employee agrees to protect Government/agency records from unauthorized disclosure or damage and will comply with requirements of the Privacy Act of 1974, 5 U.S.C. 552a.

Standards of Conduct
Employee agrees he or she is bound by agency standards of conduct while working at the alternative worksite.

Cancellation
Agency agrees to let the employee resume his or her regular schedule at the regular office after notice to the supervisor. Employee understands that the agency may at any time cancel the telecommuting arrangement and instruct the employee to resume working at the regular office. The agency agrees to follow any applicable administrative or negotiated procedures.

Other Action
Nothing in this agreement precludes the agency from taking any appropriate disciplinary or adverse action against an employee who fails to comply with the provisions of this agreement.

Employee's Signature and Date: _______________________________________

Supervisor' s Signature and Date: ______________________________________

Self‑certification Safety Checklist

For Home‑based Telecommuters
The following checklist is designed to assess the overall safety of your alternative worksite. Please read and complete the self‑certification safety checklist. Upon completion, you and your supervisor should sign and date the checklist in the spaces provided.

Name:________________________________
Organization:___________________________

Address:_______________________________

City/State:______________________________

Business Telephone:______________________
Alternative Worksite Location (Include complete address, phone number and a brief description of the designated work area in the alternative worksite.)____________________________________________

__________________________________________________________________

__________________________________________________________________

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. Do circuit breakers clearly indicate if they are in the open or closed position? 

Yes [     ] No [     ]

* 5. 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 [     ]

6. Will the building's electrical system permit the grounding of electrical equipment?

Yes [     ] No [     ]

7. Are aisles, doorways, and corners free of obstructions to permit visibility and movement? 

Yes [     ] No [     ]

8. Are file cabinets and storage closets arranged so drawers and doors do not open into walkways? 

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 excessive amounts 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 Workstation (if applicable)

14. Is your chair adjustable? 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. Is it easy to read the text on your screen? Yes [     ] No [     ]

19. Do you have enough leg room at your desk? Yes [     ] No [     ]

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

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

22. Is there space to rest the arms while not keying? Yes [     ] No [     ]

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

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

      Employee's Signature and Date:

      __________________________________

      Immediate Supervisor's Signature and Date:

      __________________________________

      Approved [     ] Disapproved [     ]

A copy of this form should be provided to the employee and a copy maintained by the supervisor.  The original should be maintained by the telecommuting program coordinator.

* A no response to either of these questions is an indication that the workplace may be unsuitable for the telecommute program.

  ‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

Telecommuting 

Evaluation Procedures

The telecommuting coordinator will be responsible for reviewing the program quarterly during the first year and semiannually every year thereafter.  The purpose of the reviews will be to determine the extent to which the quality of worklife has improved for employees in the program; 

the extent to which productivity has improved for employees in the program; and to determine if there are any cost savings to the government resulting from reduced sick leave, reductions in space requirements, etc..

Quality of worklife evaluation 

Employees participating in the program will be asked to complete a quality of worklife survey prior to starting the telecommute program to develop a baseline for how employees view the quality of their life at work prior to implementation of the program.  The survey will be repeated quarterly during the first year of the program and annually thereafter.  The results of the survey will provide management with a tool to assess the affect of the program on quality of worklife factors.   

Quality/Productivity evaluation
First line supervisors have the primary responsibility of reviewing employee output to ensure that the quality of the work remains at a high level.  Employees will not be allowed to participate in the program if their performance does not meet or exceed the critical elements in their performance plan.  Additionally, the telecommuting coordinator will survey customers (verbally and/or by written surveys) quarterly during the first year and annually thereafter to ensure that there is no degradation in the quality of the services provided to the customers.

Cost Evaluation
The program coordinator will review the leave pattern of employees in the program to determine the impact of the program in this area.  The coordinator will also review EASC(s costs (lease, telephones, utilities, etc.) to determine the impact of the program on these costs.

At the end of each year the results of the reviews will analyzed by the Director to determine if continuation of the program is in the best interest of the Government.
