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Telework Executive Summary

"Telework" - the concept of allowing employees to perform their jobs from wherever they are most comfortable and productive - is revolutionizing the way work is done and how businesses, organizations and the federal sector will be structured in the future.  

Computer and communications technologies have driven the evolution toward an information-based work environment where it is no longer necessary or even desirable for employees to congregate in large, expensive downtown premises to do their work. Telework removes geographical barriers to workplace productivity, providing an additional means of doing business.

Telework, implemented intelligently, has the potential to deliver significant productivity gains, cost containment and competitive advantage in ways that most employees and management will actually embrace! Telework is truly a win-win-win solution, providing benefits to the organization, while enhancing employees' quality of life, and reducing the negative impacts of commuting on the environment and transportation infrastructure.

This guide is the result of researching what OPM, GSA, DoD and Army has developed. We are anxious to share our policy and guide with each Southwestern Division employee so Telework can be understood and implemented to the fullest.

This guide provides a practical step-by-step procedure that will assist you in your implementation. We emphasize the organization mission, employee needs, telecommunications and equipment, human resource management, workplace safety and health, security issues and training that should be considered when implementing a telework program. Our research has shown that these topics are primary factors for success, over and above technological considerations. The technology that enables teleworking is readily available to many private organizations, but offers a challenge for government organizations because of network security concerns.  We believe with proper planning and flexibility each activity can help overcome some of these barriers by finding a successful solution.

We trust that you will find the policy and guide useful in realizing the full potential of telework within your organization. We look forward to working with you to ensure a successful telework program.
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                                                              Jerry Sosebee      

                                                              Director



                                      Human Resources Directorate
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1.   Background

The Southwestern Division guidance in implementing the Telework Program, is pursuant to Public Law No. 106-346, Section 359, and DoD Telework Policy and Guide.  The program, developed by Office of Personnel Management (OPM) and General Services Administration (GSA), was established in response to a recommendation by the President's Council on Management Improvement (PCMI) and was implemented with the support of the White House, Congress, and the major unions representing Federal employees. It was designed to test alternatives to the traditional work environment. Experience within the Federal Government has been consistently positive and reflects flexibility, cooperation, creativity, and initiative on the part of both managers and employees. Examples of successful programs and experiences, can be obtained by viewing OPM  web page; http://www.opm.gov/pressrel/2001/TeleworkStudy.htm.

Telework is an innovative management tool that provides employees with the opportunity to perform their duties at alternative worksites during an agreed upon portion of their workweek. Telework, also known as flexible workplace, work-at-home, flexiplace, and Telecommuting, refers to paid employment performed away from the office.  The program's objective is to allow selected employees to work at alternative worksites on a regularly scheduled basis (versus unscheduled or occasional performance of work by employees at an alternate work site).

As requested in CEHR-D (672-20b) 1 March 2002 the Chief of Staff, encouraged USACE activities to comply with Public Law that establishes a policy under which eligible employees may participate in teleworking, to the maximum extent possible, without diminished employee performance.  The law requires agencies to allow 25 percent of their eligible workforce to telework in FY 2001, and an additional 25 percent in each of the three subsequent fiscal years.  By the end of FY 2004, every eligible employee must be offered the opportunity to telework.  If you have not already done so, you must identify eligible positions and eligible employees in accordance with the SWD Telework Policy, and this guidance, so that a telework option may be offered.  In Commander's Policy Memorandum #9, 24 January 2002, subject:  Quality of Worklife Flexibilities, LTG Flowers states that it is USACE policy to use management flexibilities, including telework, to enhance the quality of worklife for our employees.  Additionally, in support of this Memorandum the Southwestern Division Commander wants you to offer telework to every eligible employee now, rather than wait until the end of FY 2004.
2.  Purpose

This Guide establishes the basic parameters for the Telework Program for the Southwestern Division, Corps of Engineers.  All Districts choosing to develop specific telework programs should ensure compliance with the provisions of SWD Policy, this Guide and DOD Policy/Guide.   The Guide provides advice to managers, and employees on the Telework Program and should be used in conjunction with the SWD Telework Policy and DoD Policy/Guide.  It does not attempt to provide answers to every possible question on telework, nor anticipate every potential situation in a telework arrangement.

Managers, supervisors and employees are encouraged to regularly visit the Interagency Telework Web Site sponsored by OPM and GSA for current information on telework for Federal employees. The site includes OPM and GSA Government-wide policy and guidance on telework; links to the International Telework Association and Council (ITAC) and the Washington Metropolitan Telework Centers; and Frequently Asked Questions. The web site address is http://www.telework.gov.

3.  Benefits

Telework environment provides a means of responding to rapidly changing factors that are affecting today's workforce -- demographic, societal, and technological. Telework arrangements can help put injured, recuperating, and physically limited employees back to work at home and take them off sick leave. Organizations may be able to find work that such employees can perform at home or may be able to "restructure" existing work so that some of it may be performed at home.

Additionally, Telework provides an increased ability to: attract and retain employees in critical occupations and positions; target labor markets such 

as disabled individuals; and enable SWD to more efficiently conduct their work by allowing increased flexibility in the location of the worksite.

A. Employee Benefits 

· Increased job satisfaction 

· Reduced commuting time 

· Increased flexibility in coordinating work schedules with personal and family priorities 

· Employee's ability to capitalize on peak productivity periods 

· Improved quality of life 

· Reduced costs for transportation, food and clothing 

B.  Societal Benefits 

· Increased family involvement in community and schools 

· Reduced commuter trips and traffic congestion 

· Reduced air pollution and conservation of transportation fuels (energy conservation) 

· Improved employment opportunities for individuals with disabilities
C.  SWD Benefits
· Increased employee productivity 

· Improved employee morale and motivation 

· Improved service to internal and external customers 

· An additional recruiting tool 

· Reductions in absenteeism 

· Reduced administrative costs associated with office space, utilities, equipment and parking 
4.   Scope

This guidance applies to all activities of the Southwestern Division.  Where the provisions of the local negotiated agreement are different from the provisions of this program the negotiated provisions will take precedence.

5.  Responsibilities

     A.  Supervisor will: 

· Review and approve/disapprove employee requests to telework. 

· Ensure that telework does not burden staff remaining in the office through equitable distribution of workload.

· Develop and amend performance work plans as needed for work performed away from the primary official duty station. 

· Assign appropriate work to be performed at the alternate duty station and verify that the teleworker has the information and equipment necessary to perform the work independently. 

· Ensure that work-related documents in both hard copy and electronic form have been adequately secured within the remote work site.

· Periodically evaluate the efficacy of the telework arrangement.

· Maintain appropriate documentation and employee files to complete required.

· Use and retain a copy of this Guide, SWD Telework Policy.  These documents will be helpful for implementing your local Telework Program.


· Ensure that employees are educated regularly on security topics. 
  

· Certify time and attendance for Telework personnel.

B.  Employee will:

· Complete the SWD Employee Request – Supervisor 
Approval/Disapproval Employee Request to Participate in the 
Telework Program (Appendix A).


· Observe agreed-upon hours of work in accordance with established Southwestern Division policy and District specific guidance.


· Observe policies of requesting leave when leave is to be taken.


· Use Government equipment only for official purposes. 


· Ensure that work information in both hard copy and electronic form have been adequately secured. 


· Ensure that dependent care for young children, elderly loved ones, or loved ones with special needs is provided by someone other than themselves during their telework schedule. Telework arrangements can provide valuable assistance in the management of work/family schedules, but it is not a substitute for dependent care support.
C.  District Telework Coordinator will:
· Review employee requests to participate in Telework to ensure compliance with pertinent laws, regulations, and policies concerning hours of work, pay, and leave.

· Maintain appropriate documentation concerning program  participation  (e.g., signed agreements, data for annual reports, etc.)

· Disseminate program materials and information (e.g., success stories and policy or guidance changes)

· Provide day-to-day responsibility and accountability for the program, (i.e., assuring that agreements are completed in a timely manner, appropriate approvals are obtained, employees and their supervisors are trained prior to participation in the program, etc.) .

· Review the request for termination of  an employee in the Telework Program and maintain records.

· Notify the SWDHR Telework Coordinator of any changes or suggestions to the policy, guidance and program.


6.   Workers’ Compensation and Other Liabilities


· Employees who are directly engaged in performing the duties of their jobs are covered by the Federal Employees Compensation Act (FECA), regardless of whether the work is performed on the agency’s premises or at an alternative worksite. An employee on the workers’ compensation rolls who is a candidate for vocational rehabilitation may upon approval by the Department of Labor (DOL), use telework as an option. 

· The employee must notify the supervisor immediately of any accident or injury at the alternative worksite, provide details of the accident or injury, and complete the DOL Form CA-1, Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation. 

· For work at home arrangements, the employee is required to designate one area in the home as the official work station. The Government's potential exposure to liability is restricted to this official work station for the purposes of telework. Each employee with an approved Telework Agreement for work-at-home telework must sign a safety checklist (example at Appendix B) that proclaims the home safe. Employees are responsible for ensuring that their homes comply with safety requirements.

· The Government is not liable for damages to an employee’s personal or real property while the employee is working at the approved alternative worksite, except to the extent the Government is held liable by the Federal Tort Claims Act or the Military and Civilian Employees Claims Act. Occupational Safety and Health Administration rules govern Federal employee workplace safety.

· An employee on the workers’ compensation rolls who is a candidate for vocational rehabilitation may use telework as an option. It is a management decision, however, as to whether a light duty position would be developed for an injured employee. If an employer wishes to provide a position suitable for telework, it cannot require the use of one’s personal residence or resources to perform work. If an employee finds the home-based worksite not conducive to work, the teleworker would upon approval of the DOL generally be able to withdraw from the vocational rehabilitation trial and apply for a resumption of workers’ compensation benefits.

7.   Procedures

A.  Identifying the Position

· Specific work activities are portable and can be performed as effectively outside the office.
· Performance can be judged either through quality and timeliness of assignments or quantity of tasks completed or a combination of these factors. 
· An essential component of job responsibility consists of reading/processing tasks, e.g., reviewing case files and writing legal briefs.
· Face-to-face contact with other employees and clients is predictable or contact can be managed through telephone or E-mail communication.
· Work planned for telework days is not classified. 

· The technology and equipment needed to perform the job off-site is available or can be adjusted for use on the days when the employee is in the primary office. For example, use of photocopier and telefax equipment. 

· Cyclical work does not present a problem. 

· Security and confidentiality of data, including sensitive, 
non-classified, Privacy Act information, can be adequately assured.

· Access to necessary reference materials is available through photocopying, faxing, or electronic transfer of documents.

· Travel requirements for the position have been identified and anticipated. For example, trips may begin or end at the remote office rather than the main office and paperwork is accomplished at the remote office. 

  B.  Identifying the Employee

· The employee has demonstrated self-motivation, independence, and dependability in accomplishing work assignments.

· The employee can work effectively in an isolated environment. 

· The employee has good time management skills.

· The employee's overall performance evaluations are fully successful or higher.

· The employee has clearly defined performance standards.

· The employee has satisfied satellite work station requirements, including availability of necessary equipment, privacy and lack of personal interruptions; security of sensitive, non-classified data; and confidentiality of Privacy Act information.

· The employee has a history of reliable and responsible performance of duties in the current organization.

· The employee does not require close supervision or constant, face-to-face interaction with co-workers to complete their assignments. 

   C.  Agreements         

· Each employee makes an initial request for telework using the SWD Telework Request Form (Appendix A).   Employees should consider the following when making telework requests:
· Look beyond the benefits to yourself, explain to your supervisor how it will positively benefit your organization.

· Start off small by suggesting a day or two a week.

· Be willing to be held accountable and self-policing. If you are not self-motivated, off-site work may not suit you.

· Create a track record of being reliable and producing quality work.

· Maintain a list of your accomplishments. Particularly those that indicate an ability to work in a more isolated environment.

· Consider the possible effects on your co-workers and clients. Your off-site work should not impose on others by making their work more difficult.

· Upon supervisory approval, the employee must complete the SWD Telework Agreement form that covers the terms and conditions of the arrangement. This constitutes an agreement by the employee to adhere to applicable guidelines and policies.  (See Telework Agreement SWD FORM 957, Appendix B).

D.  Schedules

· Work away from the office will vary depending upon the individual arrangements between employees and their supervisors. However, each telework agreement should provide for a minimum number of days in the office. This will ensure that the employee is available for occasional face-to-face meetings, access to facilities, etc. Furthermore, successful programs have shown employees need to spend at least some time in the office to minimize isolation and communication problems, facilitate integration of the employee with those in the office, and to ease supervisor's adjustment.

· To reduce employee isolation, managers should ensure that efforts are made to include teleworkers as part of the team. They need to be aware of what's going on in the office while they're off-site. Staff meetings should be held on days when they are scheduled to be in the office and these employees should be considered equally with other non-participants in selection for assignments, performance reviews, or any other employee/employer matters.

· Teleworkers' work schedules must identify the days and times the employees will work in each work setting. Work schedules can parallel those in the office or be structured to meet the needs of participating employees and their supervisors. The process of establishing work schedules permits periodic adjustments to achieve an optimal schedule suiting organizational and employee requirements. Developing fixed times during the day for 
supervisor/employee telephone conversations may be helpful to ensure ongoing communication.

· A regular schedule makes it easier to stay in touch with colleagues and to be available to clients.  Supervisors must approve flextime schedules in advance to ensure that employee's time and attendance can be properly certified and to preclude any liability for premium or overtime pay.

· Care must be taken not to approve any schedule that is inconsistent with provisions of an applicable negotiated agreement or the hours of operation of an organization.  The supervisor prior to the employee working off-site must establish a schedule of off-site work hours. During off-site hours, the employee must perform work at a pre-determined and agency-approved site (e.g., home, satellite facility).  Absences from the alternative work site (e.g., visits on official business to attend meetings) must be coordinated with the supervisor at the earliest time practicable.

E.  Position and Performance Issues

· Position descriptions.    Changes to position descriptions normally should not be required, unless the telework arrangement changes the actual position duties or the position description is not up-to-date. Supervisors should ensure that outdated or nonessential functions are removed and include any minor modifications to supervisory controls or work environment factors. 

· Performance standards.   Critical elements and performance standards must have clearly defined performance requirements that are measurable and results oriented. The standards must provide a reasonable basis for measuring performance. Explicit and objective norms for work output should be based on experience with those required and sustained in the office and monitored through scheduled progress reports. If this is not possible, establish measures in terms of quantity and quality norms developed jointly by the supervisor and the employee and monitored through scheduled progress reporting.
      F.  Time and Attendance Issues

· Hours of Duty.   Employees may work standard, flexible, or 
compressed schedules, depending upon the agreement between the employee and the supervisor. The supervisor and the employee select the telework day(s). Normally, it is recommended that no more than three off-site days per week be allowed. Supervisors do have the discretion to allow more than three days per week of telework to meet SWD operational requirements. Completely unstructured arrangements where employees work at home at will are not permitted.

· Leave.   The policies for requesting annual leave, sick leave, or leave without pay remain unchanged. The employee is responsible for requesting leave in advance from the supervisor and keeping the timekeeper informed of leave usage.


· 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 report time and 
attendance to ensure that employees are paid only for work 
performed and that absences from scheduled tours of duty are
accounted for correctly. 

· Administrative leave, dismissals, emergency closings. Although a variety of circumstances may affect individual situations, the principles governing administrative leave, dismissals, and closings remain unchanged. The ability to conduct work (and the nature of any impediments), whether at home or at the office, determines when an employee may be excused from duty. For example, if the employee is working at home, and the main office closes, normally the teleworker will continue working at home. (OPM guidelines state that when the Federal Government shuts down the teleworkers are not required to continue working.) However, if the employee's electricity fails while working at home, the supervisor may grant administrative leave. When an employee knows in advance of a situation that would preclude working at home, either time in the office or leave should be scheduled.
8.  Implementation Guidance

The following steps for implementing Telework have been taken from the OPM web-site and adapted to meet the needs of SWD.  

A.  STEPS

· Designate a District Telework Coordinator and contact. (See Responsibilities section of this Guide)

· Provide the District Coordinator with training opportunities and information. http://www.opm.gov/wrkfam/telecomm/TBKit.htm
· Involve all key district staff representatives, including local union representatives, human resource specialists, etc. in the district telework planning.

· Establish a strategic plan with definitive timelines to accomplish implementation of telework including an evaluation tool. 

· Identify individual district challenges and devise a plan to overcome those challenges.


· Discuss the feasibility of possible alternative workplace arrangements with interested employees. By law, this opportunity needs to be presented to all eligible employees once policy has been established. However, employee interest and input will assist district coordinators when developing the district guidelines.

· Explore which type(s) of alternative workplace arrangements – home-based or Telecenter – will be feasible in your district.  Some employees may have existing offices that could be utilized.


· Include research on government equipment (computers, furniture, etc.) that can be obtained through programs such as the Federal Utilization and Disposal Program. Information is available through the General Services Agency (Federal Supply Service) in your local area.

· Evaluate and identify equipment needs and costs.

· Make an official announcement and commitment to the Telework Initiative.  

    B. AVOID TRAPS

· Many of the common pitfalls that new Teleworkers and their supervisors may encounter have already been identified. Fortunately, ways to avoid these situations have also been developed. Much of the training for Teleworkers and their supervisors addresses how to get started correctly and how to deal with problem situations as they arise. Following are some examples of the common pitfalls to avoid:

· Allowing problem employees in the program. Unless there is a careful diagnosis indicating that Teleworking is a specific remedy, problem employees will remain problems in the program and can jeopardize the program for others.
· Allowing employees in the program without adequate Teleworking training (orientation). Employees and their supervisors need to understand the relevant policies, procedures, and other factors associated with successful operation of Teleworking. Without such understanding, unnecessary problems can occur which put a strain on the operation of the program.
· Starting the programs without proper planning and preparation. Supervisors should not begin the program until they have worked out operating procedures, expectations, schedules, lines of communication, etc. with both participants and non-participants. Premature start-up places unnecessary strain on an organization, which is already trying to adjust to a new circumstance.
· Automated monitoring of employee performance (e.g., monitoring an employee's key strokes and time on/off a computer via electronic devices, etc.). Such monitoring has been shown to create stressful working conditions, is the subject of proposed Congressional legislation banning such monitoring, and is contrary to the management by results philosophy of Teleworking.
· Allowing teleworking to inconvenience and/or unfairly burden non-participating employees. Inadequate planning and preparation can lead to this situation that causes both morale and job performance problems.
· Not adequately informing co-workers regarding the teleworker's office schedule and/or attempting to hide the program from co-workers. 
· Not developing a clear understanding between the manager and the Teleworker regarding work expectations.
    C.  Information Technology Equipment and Security Issues
· Government owned property, including computers and other telecommunications equipment, may be removed from SWD activities, if authorized by the supervisor, and used by employees in their private residence provided the equipment is used only for official business. The government will configure and test the equipment, and will retain ownership and control of hardware, software, and data. Only qualified IM technicians will install software on government owned computer equipment. Employees will be required to sign a sub-hand receipt for government-owned property, and Security Agreement identified in the Telework Guide.  In accordance with Army regulations, registers must be maintained showing the person responsible for the property and the location of the property.

· For government-owned equipment under this policy, the government is responsible for maintenance, repair, or replacement of such equipment.  The employee must notify his/her supervisor immediately following a malfunction of government-owned equipment.  The government will support the operability of the computer hardware and software, and provide telephonic support of hardware and software through IM support methods.  In instances of hardware or software problems not being able to be fixed telephonically, the employee will transport the equipment to the office site for more extensive troubleshooting and repair or replacement.   In this event, the employee may be asked to report to the main office until equipment is usable.

· Employees who telework may be approved by the Component Designated Approving Authority (DAA) to use their personal computers and equipment for work on non-sensitive, unclassified data consistent with DoD policy.  Personal computers may not access DoD systems or networks remotely.  The employee is responsible for the installation, repair and maintenance of all personal equipment.

· Each office must establish its own policy on purchase and installation of equipment. Transport of government-owned computers, printers, modems, and other telecommunications equipment form the office to the home residence and back is determined by the office.   Normally, offices will make it the responsibility of the individual.

· Computer security issues:   Only hardware/software configurations meeting SWD hardware/software standards will be installed.   Use of employee-owned software to perform official business must be authorized by the approving official, after a technical review by IM software specialists.   In accordance with Army regulations, a register must be maintained showing the software, owner name, and location of the software.  Government owned and approved computer anti-virus software will be used on all computer equipment used for official business in private residences.

· Privacy Act, Sensitive or Classified Data issues:   Decisions regarding the proper use and handling of sensitive data, as well as records subject to the Privacy Act, are delegated to individual supervisors who permit employees to work at home.  Off-site access to sensitive data may be permitted provided Information Assurance security officials certify the adequacy of security for such access.   Under no circumstances will classified data be removed from the official work site to off-site locations.

· Care must be taken to ensure that records subject to the Privacy Act and sensitive non-classified data are not disclosed to anyone except to those who are authorized access to such information in order to perform their duties.   Offices allowing employees to access records subject to the Privacy Act from a remote work site must maintain appropriate administrative, technical, and physical safeguards to ensure the security and confidentiality of the records.   

· The Government will not be liable for damages to an employee’s personal or real property during the course of performance of official duties or while using government-owned equipment in the employee’s residence, except to the extent the Government is held liable by Federal Tort Claims Act claims or claims arising under the Military Personnel and Civilian Employee’s Claim Act.   Employees entrusted with government property are responsible for its proper and official use, care, custody, and safekeeping.

· All applicable DOD, Army, and Corps of Engineers regulations pertaining to Property Accountability, Information Assurance, and Computer Security will be adhered to under the Telework program.

Telework Employee Request 

Supervisor Approval/Disapproval

1.  ____________________________  (Employee) is requesting authorization to participate in the Southwestern Division's Telework Program.  Below is a discussion of the functions of the employee’s position that the employee believes fit the criteria for participation in the SWD's Telework Program:

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

Employee’s Signature:________________________________________(__________________)

                                                                                                                      date

2.  I approve/disapprove the above employee’s request to participate in SWD’s Telework program. My decision is based on the following rationale:   

Supervisor’s Signature ______________________________________(_______________)

                                                                                                                          date

Telework Employee/Supervisor Agreement 

The following constitutes an agreement on the terms and conditions between:

Office/Division/Branch:_______________________________________________ 

Name of  Employee:__________________________________________________

All terms and conditions of SWD Policy and Guidance are incorporated by reference, and are applicable to this agreement.

1.   Employee has requested to participate in the Southwestern Division's Telework program, and has agreed to adhere to the applicable guidelines and procedures.  

2.   Employee’s Official Duty Station location is: ________________________________________________________________________

3.   Employee’s Telework worksite location is: 

________________________________________________________________________  

4.  These dates/hours may be modified as needed to meet mission requirements as requested by the supervisor.   The employee’s bi-weekly work schedule is as follows:

	WEEK 1 
	 From
	To
	Location

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	
	
	
	

	WEEK 2 
	 From
	To
	Location

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	


5.  When working at home, the employee can be reached at the following telephone number(s):

Phone: _____________________________    FAX:______________________

6.  The employee can be reached at the following electronic mail address, if applicable:

___________________________________________________________________

7. The employee agrees to retrieve voice and/or electronic messages at least ____ times per day throughout the work day.

8.  The employee will complete the following types of work assignments, according to the work plans, as agreed to:

9. The organization will provide the employee with the following equipment/furniture for use while working at home.

10.  The following additional equipment/furniture will be provided by the employee:

The following information is to assist the employee in understanding the responsibility

1.   All pay, special salary rates, leave and travel entitlements will be based on the employee’s Official duty station.

2.   Employee will suspend participating in the Telework program during week(s) when training or TDY schedules make it impractical.

3.   Employee’s timekeeper will have a copy of the employee’s Telework schedule and will record the employee’s time and attendance as performing official duties at the Official duty station.   Employee will enter time worked on the appropriate time record form.

4.   Employee must follow established office procedures in obtaining supervisory approval for accrual and use of leave, credit time, comp-time, and overtime.   Employee will notify their supervisor immediately, and get supervisory approval in cases where deviation from established tour of duty is requested.

5.   Employee will continue to work in pay status while working at his/her designated Telework location.   If an employee works overtime, comp-time, or credit hours that have been ordered or approved in advance, he/she will be compensated in accordance with applicable laws, regulations, and federal personnel guidance.   By signing this form, employee agrees that failing to obtain proper approval for overtime, comp-time, or credit hour work, while working under the Telework Program, may result in his/her removal from the program or other appropriate action.

6.  If an employee is assigned Government equipment, the employee is responsible for the care, custody, and safekeeping of the Government equipment and to use the equipment only for official purposes.   The employee is required to sign a hand receipt for the assigned equipment.   The agency agrees to install, service, and maintain any government-owned equipment that is determined by the government to be in the government's interest to support the employees working at home.  The agency agrees to provide the employee with all necessary office supplies and also reimburse the employee for business related long distance telephone calls or provide phone cards/cell phones.    

7.   Employee is covered under Federal Employee’s Compensation Act if injured in the course of actually performing official duties at the official duty station or at his/her authorized Telework location.

8.   Any accident or injury occurring at the employees authorized Telework location must be brought to the immediate attention of the supervisor.  The supervisor must investigate all reports immediately following notification, since an employment-related accident will have been sustained outside the premises of the official duty station. 

9.   The employee agrees to permit inspections by the Government of the authorized Telework location during the normal working hours in order that safety conditions may be inspected and evaluated, and for incidents relating to workman’s compensation and/or security incidents involving Government-owned equipment.

10.  The Government will not be liable for damages to an employee’s personal or real property during the course of performance of official duties, or while using Government 

equipment in the employee’s authorized Telework location except to the extent the government is held liable by the Federal Tort Claims Act or the Military Personnel and Civilian Employees Claims Act.

11.   The Government will not be responsible for operating costs, home maintenance, or any other incidental costs (e.g., telephone line, utilities, etc.,) whatsoever, associated with

the use of the employee’s residence.   By participating in the division's Telework program, the employee does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for the Government, as provided for by statute and implementing regulations.

12.   Employee will meet with the supervisor to receive assignments and to review completed work as necessary or appropriate.

13.   Employee will complete all assigned work according to work procedures mutually agreed upon by the employee and the supervisor, and according to performance objectives stated in the employee’s performance plan.

14.   Employee’s job performance will be evaluated on criteria and milestones determined by the supervisor, and documented on DA Forms 7222-1 and 7223-1.

15.  The evaluation of the employee’s job performance will be based on TAPES.

16.   Employee’s most recent performance rating of record must be “Successful Level 3” or higher.

17.  Employee will apply approved safeguards to protect Government/agency records from unauthorized disclosure or damage, and will comply with requirements set forth in Privacy Act of 1974.

18.   The supervisor or employee may terminate participation at any time.   Upon termination, supervisors and employees are obligated to make arrangements for the employee to work at the official duty station.  The employee should return to the official duty station not later than 10 days of the termination of the agreement.

19.   Employee agrees to limit performance of officially assigned duties to the official duty station or to agency approved Telework location.   Failure to comply with this provision may result in loss of pay, termination of the Telework arrangement, and/or other appropriate disciplinary action.

20.   If mission demands an employee’s attendance at a meeting, conference, or any other mission-related function, the employee shall report to their official duty station, or other assigned temporary duty station.   The employee will be given a reasonable time to report to the duty station.   

21.  The employee self certifies that he/she has 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 any Government property that may be used.  The employee certifies that he/she has inspected their Telework premises, and that the premises and working conditions meet federal and state safety requirements.  

==============================================================

PRIVACY ACT WAIVER 

In accordance with the Privacy Act (PL 93-579) passed by Congress in 1974, U.S. Army Corps of Engineer (Corps) personnel are not permitted to release any information not deemed to be in the public domain, regarding private individuals, without the express written consent of the concerned citizen(s).

Under the Telework work program, U.S. Army Corps of Engineers Southwestern Division employees permitted to participate in the program are required to provide their home telephone and home fax machine numbers.  Consequently, as a participant in the program, I hereby consent to the release of my home telephone and home fax machine numbers.

This waiver should remain in effect until canceled by the undersigned.

Employee Signature: ______________________________Date____________________                                               

Supervisor Signature: ______________________________Date____________________

File:

Original – Employee’s Time and Attendance Folder

Copy - Employee

Notice of Termination of Participation in the 

Southwestern Division Office 

Telework Program
TO:


             (Name of Employee)

FROM:  




(Name of Immediate Supervisor)

SUBJECT:  Termination of Employee Participation in Southwestern Division’s Telework Program

Your participation in the Southwestern Division’s Telework Program is terminated effective ______________________________.   The reason(s) for this action are:

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

____________________________________                 _________________________________         

Signature of Immediate Supervisor


         Date

______________________________________             _________________________________

Signature of Employee



        Date
(Signature by employee does not imply agreement)

Southwestern Division 
Telework Program  Self-Certification Safety Checklist
The following checklist is designed to assess the overall safety of the alternate duty station. Each participant should read and complete the self-certification safety checklist. Once the checklist has been completed it should be signed and dated by the employee and immediate supervisor.

Location of  Telework site__________________________________________________

Describe the designated work area in the alternate work site. _______________________

________________________________________________________________________

	A. WORKPLACE ENVIRONMENT  

	1.
	Are all stairs with 4 or more steps equipped with handrails?
	Yes [ ]
	No [ ]

	2. 
	Are all circuit breakers and/or fuses in the electrical panel labeled as to intended service?
	Yes [ ]
	No [ ]

	3.
	Do circuit breakers clearly indicate if they are in the open or closed position?
	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 file cabinets and storage closets arranged so drawers and doors do not open into walkways? 
	Yes [ ] 
	No [ ] 

	8. 
	Do chairs have any loose casters (wheels) 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 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.
	Are you satisfied with the placement of your VDT 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 at your desk? 
	Yes [ ] 
	No [ ] 

	22.
	Is the VDT screen free from noticeable glare? 
	Yes [ ] 
	No [ ] 

	23.
	Is the top of the VDT screen at eye level? 
	Yes [ ] 
	No [ ] 

	24. 
	Is there space to rest the arms while not keying? 
	Yes [ ] 
	No [ ] 

	25.
	When keying, are your forearms close to parallel with the floor? 
	Yes [ ] 
	No [ ] 

	26.
	Are your wrists fairly straight when keying? 
	Yes [ ] 
	No [ ] 


Employee Signature ________________________________Date___________________

Supervisor Signature ________________________________Date __________________

MEMORANDUM OF AGREEMENT

BETWEEN

U.S. ARMY CORPS OF ENGINEERS,

SOUTHWESTERN DIVISION/DISTRICT 

____________________________________________

INFORMATION ASSURANCE SECURITY OFFICER

AND ________________________________________

EMPLOYEE

SUBJECT:   Memorandum of Agreement (MOA) for Government Owned Computer Equipment on Loan to Employees

1.   Purpose:   This MOA defines the responsibilities and commitments of SWD management and the employee when government owned computer equipment (hardware and software) is loaned to the employee for the performance of official duties away from the SWD work site.   The computer equipment may be used either at the employee’s residence or at his/her temporary duty station.  Government owned computer equipment on loan to employees are considered to be corporate assets, and are subject to the standards and policies for corporate workstations.

2.   References:

      a.  AR 25-1, 15 Feb 2000, Army Information Management

      b.  AR 380-19, 27 Feb 1998, Information Systems Security

      c.  AR 735-5, 31 Jan 1998, Policies and Procedures for Property Accountability

      d.  SWD Information Technology Architecture, Standards, and Policies

      e.  SWDR 690-, Telework Program

3.   In accordance with references in paragraph 2 and local security guidelines, the following conditions of government owned computer equipment loan for off SWDHQ site use, either at the employee’s residence or TDY site, would be met.

       a.  This government owned computer equipment (hardware and software) will be used only for official government business.   All work processed on this computer equipment becomes the property of the U.S. Government.   The employee will adhere to the usage prohibitions outlined in AR 25-1, Section 6-1.d (7), and synopsized in the SWD IT Standards and Policies.  

        b.  A completed Interim Hand Receipt, ENG Form 4866, Aug 89, is enclosed.

        c.  Only non-classified non-sensitive information will be processed on this computer equipment.   However, if processing of unclassified sensitive information is required, formal accreditation of this computer equipment, IAW AR 380-19, will be required of this computer equipment.   This MOA will be completed and attached to the accreditation document for approval by the Designated Accreditation Authority (DAA).   Under no circumstances will classified information be processed on this computer equipment.

        d.  Only government purchased/leased and legally licensed software will be installed and used on this computer equipment.   Employee owned or non-authorized software or shareware will not be installed on this computer equipment, except as authorized and approved by IM in accordance with references in paragraph 2.   This computer equipment will not be used to copy employee owned or non-authorized software.

        e.   Remote access to government or commercial sites will be limited to authorized sites for official government business only.   The employee will limit the access/transmission of data to non-classified, non-sensitive information only.   The employee will not use commercial Internet Service Provider (ISP) software or services on this computer equipment.   Waiver requests will be submitted in accordance with references in paragraph 2.

        f.   To ensure virus protection for both the accessed system (s) and this computer equipment, The employee will use the government authorized virus detection software installed on this computer equipment to check any data to be processed, copied, downloaded, or uploaded.  The employee will not disable or bypass the virus scan/clean programs on this computer equipment.

       g.   The employee will ensure that this computer equipment in located in a safe and hazardous free environment, IAW SWD Telework program.   The employee will ensure that proper airflow is maintained around the computer equipment, to prevent overheating.   The employee willpower off the computer equipment during periods of electrical storm activity and when not in use for extended periods of time.

        h.   I understand my password (s) must not be shared.

        i.    I agree to abide by the provisions of the references in paragraph 2.

4.   Equipment description (barcode, nomenclature, manufacturer, serial number, and peripheral devices) is listed on ENG Form 4866,  Aug 89.

5.   Software installed/used on this computer equipment is:

________________________________________________________________________

________________________________________________________________________

6.   Estimated date of return of computer equipment: _________________________________________.

7.      By signature below, I certify that I will fully comply with the conditions of this MOA, and that use of this computer equipment for the performance of official duties is necessary and will benefit the government.

_________________________________                        ___________________________

 Employee Signature & Office Symbol

           IM Chief or Director

_________________________________                        ___________________________

                                  (date)





        (date)

TELEWORK CHECKLIST

The following checklist is designed to ensure that your teleworking employee is properly oriented to the policies and procedures of the program. As appropriate, simply indicate yes, no, or non-applicable (n/a) in response to each statement.

1. Employee has read guidelines outlining policies and procedures of the program. _____

2. Employee has been provided with an approved work schedule. _______

3. Employee has been issued/has not been issued equipment. __________

4. Equipment issued by the agency is documented. ____________________

	Check As Applicable
	Yes
	No

	Computer
	
	

	Modem
	
	

	FAX Machine
	
	

	Communication Line
	
	

	Desk
	
	

	Chair
	
	

	Other____________
	
	


5. Policies and procedures for care of equipment issued by the agency have been explained and are clearly understood. _____

6. Policies and procedures covering classified, secure, or privacy act data have been discussed, and are clearly understood. ______

7. Requirements for an adequate and safe office space and/or area have been discussed, and the employee certifies those requirements are met.______

8. Performance expectations have been discussed and are clearly understood. _____

9. Employee understands that the supervisor may terminate employee participation at any time, in accordance with established administrative procedures and union negotiated agreements. _______

10. Employee has participated in training for SWD teleworkers. ______

The following forms have been signed by respective designee(s).

1. Employee Request to Participate in the Telework Program

2. Employee/Supervisor Agreement

3. Memorandum of Agreement with Employee and Security Officer

4. Supervisor and Employee Checkout List

Supervisor’s signature/date____________________________________

Employee’s signature/date _____________________________________
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