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CHAPTER 200 – GENERAL MANAGEMENT

[bookmark: Telecommuting200_80]80     Telecommuting

[bookmark: Telecommuting200_80_1Purpose]80.1   Purpose.
As an effective way to meet organizational goals and employee needs, it is the Treasury Inspector General for Tax Administration’s (TIGTA) policy to offer telecommuting to all employees who meet eligibility requirements.  Each year, TIGTA shall provide official notification to employees of their eligibility to participate in the telecommuting program.  This section establishes the policy, procedures and guidelines for TIGTA’s Telecommuting Program.  Additionally, for purposes of this section, the terms “telecommuting” and “telework” are synonymous.

[bookmark: Telecommuting200_80_2Authorities]80.2   Authorities.  
Telework Enhancement Act of 2010, Pub. L. No. 111-292, 124 Stat. 3165
Department of Transportation and Related Agencies Appropriations, 2001, Pub. L. No. 106-346, 359, 114 Stat. 159
Office of Personnel Management (OPM) Guide to Telework in the Federal Government
Office of Management and Budget Memorandum M-11-27, Implementing the Telework Enhancement Act of 2010: Security Guidelines
Department of Homeland Security, Federal Emergency Management Agency, Federal Continuity Directive 1, Federal Executive Branch National Continuity Program and Requirements
Office of Personnel Management Dependent Care and Policy Guidance
OPM Governmentwide Dismissal and Closure Procedures 

[bookmark: Telecommuting200_80_3Definitions]80.3   Definitions.
Alternative Worksite (also known as alternate worksite) – The approved location, other than the employee’s official duty station, where the employee may conduct official business.  Generally, this is the employee’s home and/or another Agency location.  An employee may be required to work at an alternate work site in instances where TIGTA’s Continuity of Operations Plan (COOP) Procedures are activated.  See Section 80.22, Business Continuity for additional information.

Emergency Employees – Emergency employees are those employees designated as critical to agency operations (including law enforcement and infrastructure) in dismissal or closure situations.  Emergency employees are expected to report to their worksite on time unless otherwise directed by their agencies.  The Inspector General (or designee(s), as applicable) is responsible for making such determinations based on TIGTA’s unique mission requirements and/or circumstances.

The designation of TIGTA’s emergency employees may vary according to the particular nature of an exigency, and may include any employees who are part of an agency’s emergency response plans and Continuity of Operations. 
Such designations must be communicated to the affected employees annually (in writing and well in advance) so employees can be prepared to support and sustain agency operations.

Episodic Participation – A level of participation based on the needs of the worker and the demands of the work.  This is generally a task-based arrangement and can fluctuate in duration.  This level of participation may also be referred to as situational or ad-hoc telework.

Expanded Participation – A level of participation whereby the employee works two or three days per workweek at the alternative worksite and the remainder of the workweek at the official duty station.

Full Participation – A level of participation whereby the employee works up to four days per workweek or eight days per pay period at the alternative worksite.  Full participation requires employees to work at least two days during each pay period at his/her official duty station.   

Hoteling – Term used to describe the shared use of offices and/or workstations set aside and available to employees on an as-needed basis.  Hoteling space is available for employees who do not have designated workspaces. 

Limited Participation – A level of participation whereby the employee works one day per workweek at an alternative worksite.  This one day is not required to be the same designated workday every workweek.

Official Worksite/ Duty Station – The official worksite is the location of an employee’s position of record (duty station) where the employee regularly performs his or her duties or, if the employee’s work involves regular travel or the employee’s work location varies on a daily basis, where his or her work activities are based, as determined by the employing agency.  5 C.F.R. § 531.605(a).

Premium Pay – Under the Telecommuting Program, existing rules apply for night differential, Sunday, and holiday pay whether work is accomplished at the official duty station or the alternative worksite.  Official work schedules determine employees’ entitlement to premium pay.  See Chapter (600)-70.4, Time and Leave. 

Reporting Requirements – TIGTA shall establish reporting requirements in accordance with OPM and TIGTA-determined data collection elements and metrics.  Employees, 
Supervisors and senior leadership will share the responsibility for tracking, reporting and monitoring telecommuting participation as required within this policy.

Special Salary Rates – In this program, the employee's official duty station and/or occupational series serves as the basis for determining special salary rates.

Telecommuting – Also referred to as telework, telecommuting is an alternative work arrangement for employees to conduct all or some of their official business away from the official duty station one or more days during the workweek.

Telecommuting Program Work Agreement – A formal agreement signed by both an employee and his/her manager specifying the employee’s telecommuting schedule, the hours/tour of duty and the frequency of checking voice and e-mail messages while at the employee’s approved alternate worksite.

Telework Managing Officer (TMO) – A senior-level position, established within the Office of Mission Support, who is responsible for policy development and program implementation.  

The TMO serves as an advisor for TIGTA’s leadership and a resource for managers and employees, the primary senior TIGTA point of contact for the OPM and the U.S. Department of the Treasury on telework matters and telework advocacy.

Telework Program Coordinator (TPC) – This position is in the Office of Mission Support, Human Capital and Personnel Security, and serves as a point of contact providing advocacy, telework policy implementation support and data collection.  The TPC shall provide information to, and receive support from, the TMO.

Telework-Ready Employee – An employee with a signed and approved telework agreement who is prepared to telework effectively and efficiently from an alternate work site, at any time when OPM or TIGTA officials issue Dismissal and/or Closure Guidance or whenever there is a change in normal Federal Government operations.  

Unscheduled Telework – Unscheduled telework is an option for the Federal workforce to maintain productivity and continuity of operations during weather events and other emergencies without compromising the safety of employees or the public.  This flexibility was developed in recognition of our evolving use of technology and increased use of telecommuting and other workplace flexibilities.  This type of telework allows telework-ready employees to work from an approved alternate worksite when operating status is modified due to inclement weather or special events that severely impact commuting.  

[bookmark: Telecommuting200_80_4Benefits]80.4   Telecommuting Benefits.  
Telecommuting extends the workplace and enables productive work outside the traditional office workplace.  Telework flexibilities provide an incentive for applicants.  Most telecommuters report they get more work done and are more satisfied with their jobs as a result of telecommuting.  The shortened commute decreases employee travel time, and decreases employee expenses and stress while enhancing the quality of work life.  Telecommuters also enjoy a greater degree of work-related autonomy and responsibility.  

TIGTA benefits from telecommuting arrangements by providing flexibility in location and time of work, potential for increased productivity, improved ability to recruit and retain a valued workforce, and the ability to reduce certain overhead costs such as rent and use of the Public Transportation Subsidy Program.

Telework, in conjunction with other workplace flexibilities, allows the Federal Government to maximize operational efficiency while maintaining productivity.  In appropriate cases, telework may also allow employees to strike the right balance between work accomplishment and family or personal responsibilities.

[bookmark: Telecommuting200_80_5Responsibilites]80.5   Responsibilities.
Managers and employees share the responsibility to ensure overall program success and compliance.  Managers and employees must ensure that telework arrangements continue to support TIGTA’s mission.  

Manager responsibilities include:

· Completing the Manager’s Assessment before determining an employee is “telework eligible.”
· Designating telework eligibility in HR Connect for all employees and positions. 
· Assessing the employee’s suitability to telework and respond within 20 business days of a telework application. 
· Ensuring all teleworkers have completed telework training in ITMS prior to approving a telework agreement.
· Completing Telework Training for Managers annually
· Ensuring all teleworkers have an active telework agreement with the Office of Mission Support- Telework Agreement Library prior to teleworking. 
· Ensuring teleworkers are complying with their approved agreement. 
· Certifying telework time in WebTA and ensuring employees are using the correct telework timekeeping codes. 
· Communicating with employees on changes to telework arrangements.
· Keeping abreast of current telecommuting policies and procedures. 
· Ensuring teleworkers receive the same treatment and opportunities as non-teleworkers (e.g., work assignments, recognition, development opportunities, etc.).

Employee responsibilities include:

· Discussing telework arrangements with manager. 
· Completing annual Telework Training for Employees prior to submitting telework agreement and/or other training required by leadership. 
· Submitting a telework agreement to his or her manager and ensuring the agreement is approved prior to teleworking. 
· Complying with approved telework agreement and obtaining manager approval for deviations.  
· Reporting telework time in WebTA accurately. 
· Being telework-ready when notified. 
· Complying with all security measures and disclosures requirements when teleworking. 
· Keeping abreast of current telecommuting policies and procedures.

Telework Program Coordinator responsibilities include:
· Developing and implementing policy. 
· Serving as an advisor for TIGTA leadership. 
· Serving as a resource for managers and employees on telework.
· Serving as the primary point of contact with OPM on telework related matters. 
· Maintaining the Telework Agreement Library.
· Reviewing telework data and reporting requirements. 
· Conducting periodic compliance reviews ensuring teleworkers are complying with the policy (e.g., completion of training, approved telework agreement, properly recording telework hours, and reporting to official worksite in accordance with agreement).

[bookmark: Telecommuting200_80_6Eligibility]80.6   Eligibility.  
All TIGTA positions must be evaluated to determine telework eligibility.  Managers should consider the nature of the work to be performed, including whether the duties can be performed at an alternate worksite.  Not all positions will be deemed eligible for telework.  Telework does not apply to positions with daily official duties that require:

· Direct handling of secure materials or other on-site activity that cannot be handled at an alternate worksite, such as duties requiring face-to-face personal contact, use of hands-on machinery, equipment or vehicles; or
· Other duties requiring a consistent physical presence. 

Where applicable, TIGTA vacancy announcements will indicate whether a position is “ineligible” or “eligible” for telework and thus, the Telecommuting Program can be used as a hiring incentive.  
Determinations of position eligibility are management decisions and not subject to appeal.  A position designated as “telework eligible” does not automatically make the employee “telework eligible.”
Employees must have an annual performance appraisal rating of “Successful" or better for the latest rating of record to be eligible to telework.  
Managers should consider the following when determining an employee’s eligibility: 

· Work habits (e.g., whether the employee is disciplined, conscientious, and a self- starter in his/her approach to work);
· Required degree of supervision (e.g., whether the employee needs to be closely supervised in order to ensure the work is performed or properly performed, job knowledge, skills and work history);
· Leave habits (e.g., whether leave or attendance problems exist, ability to 	manage work hours );and
· Trustworthiness, dependability, and conduct (e.g., whether the employee has demonstrated a disregard for office policies or supervisory instructions or has a disciplinary record).

Managers must complete the Manager’s Assessment before determining an employee is “telework eligible.”  Refer to Section 80.10.2, Manager’s Assessment of Telework Program Applicant.

Managers are required to designate telework eligibility in HR Connect for all positions and individuals assigned to them.  Managers must make telework designations in HR Connect within the first 90 days of a new entrant’s entry on duty.  The manager must validate employee eligibility designations into HR Connect annually on October 1.  If eligibility changes at any time, managers are required to update HR Connect immediately indicating the employee’s eligibility change.  The telework designation in HR Connect serves as the official notification to employees of their eligibility to telework.  Employees can locate their telework eligibility designation in HR Connect under Employment Information.

[bookmark: Telecommuting200_80_6_1Limitations]80.6.1   Limitations.   An employee may not telework under the established policy if:

· The employee’s official personnel file (OPF) contains a disciplinary action for being absent without leave (AWOL) for more than five days in any calendar year.
· The employee’s official personnel file (OPF) contains a disciplinary action for violations of subpart G of the Standards of Ethical Conduct of Employees of the Executive Branch for reviewing, downloading, or exchanging pornography, including child pornography, on a Federal Government computer or while performing official Federal Government duties. 
· The employee has been identified as being non-compliant with TIGTA’s telework policies in the past twelve months. 
· The employee’s recent performance rating is below “Successful” 
· The employee’s official duties require, on a full, daily basis (all day, every workday) handling of secure materials deemed to be inappropriate for telework by TIGTA’s function heads. 
· Work responsibilities cannot be performed remotely or at an alternate worksite.  5 U.S.C. § 6502(b)(3).

[bookmark: Telecommuting200_80_7ParticipationLevels]80.7   Participation Levels.
Each function head has determined the maximum level of participation for his/her respective function.  

The following chart provides the maximum level of participation for each function:

	      Function
	Level

	Investigations
	Full (up to four days per workweek/eight days per pay period)

	Audit
	Full (up to four days per workweek/eight days per pay period)

	Information Technology
	Full (up to four days per workweek/eight days per pay period)

	Chief Counsel
	Expanded (two or three days per workweek)

	Mission Support
	Full (up to four days per workweek/eight days per pay period) 

	Inspections & Evaluations
	Full (up to four days per workweek/eight days per pay period)



Individual managers are responsible for determining the appropriate level of participation for each telecommuter within these maximum levels and based on an employee’s situation.  Employees in the Office of Investigations that want to telework at the full participation level are required to obtain approval from their Assistant Inspector General for Investigations, through their management chain.    

Employees approved to telework at the full participation level (up to four days per workweek/ eight days per pay period) must report to the official worksite two days per bi-weekly pay period.  If a holiday falls on a full-participants’ in-office day (non-telework day), the employee must elect another day within that pay period to report to the official worksite.  If a full-participant teleworker is on approved leave (annual, sick, comp, etc.) for the entire in-office workday (non-telework day), then he/she must elect another day within that pay period to report to the official worksite.  It is the manger’s responsibility to ensure employees are meeting this requirement.  Managers may modify, suspend, or terminate an employee’s telework agreement who are not reporting to the official worksite two days bi-weekly on a regular basis.  Managers may grant exceptions to the two day in-office bi-weekly requirement as determined under 5 CFR § 531.605.

	Under 5 CFR § 531.605, temporary exceptions to the two days per bi-weekly pay period include the following: 

· An employee is recovering from an injury or medical condition or is assisting with a family member’s recovery from an injury or medical condition;
· An employee is affected by an emergency situation, which temporarily prevents the employee from commuting to his or her regular official worksite; 
· An employee has an extended approved absence from work (paid leave for seven or more days per bi-weekly pay period); or
· An employee is in temporary duty travel status away from the official worksite.

Employees requesting an exception to the two days per bi-weekly pay period in-office requirement must receive prior manager approval.  Managers may approve an employee’s request to not report in the office two days bi-weekly up to 90 consecutive business days.  Managers must reevaluate requests that extend past 90 days and explore other options, if available, with the employee, (e.g., reasonable accommodation, Family Medical Leave Act, etc.).  Managers must receive approval from the Director, Human Capital & Personnel Security before granting an employee an exception past 90 days. 

	Employees approved to telework at a limited (one day per workweek) or expanded (two or three days per workweek) participation level, with manager’s discretion, may be approved for unscheduled telework.  Unscheduled telework is additional telework days beyond an employee’s approved telework agreement.  Managers may approve an employee’s request for unscheduled telework (additional telework days) within the limits that the employee reports to the official worksite two days per bi-weekly pay period.  Managers may grant exceptions under 5 CFR § 531.605 up to 90 days. 

	There may be instances when an employee requests to switch his or her telework day(s) for one particular week.  Managers have the discretion to approve or deny such requests based on business needs.  Isolated requests to switch telework days do not require a new telework agreement.

Employees must work their full tour of duty hours (eight hours, nine hours, etc.) at an official worksite on his/her in-office day(s), unless leave has been approved in accordance to leave procedures for any part of the day (e.g., an employee reports to the office for four hours in the morning and has approved sick leave for four hours in the afternoon).  Situations may occur when an employee has to unexpectedly leave, with the supervisor’s approval, his/her official worksite early during their tour of duty.  The supervisor has the discretion, based on business needs, to allow the employee to resume his/her tour of duty teleworking.  For example, an employee has to leave work early due to dependent care issue, but has a critical deadline to meet by close of business.  The supervisor may allow the employee to finish the workday teleworking in order to meet the deadline.  This occurrence is rare in nature and must be determined on a case-by-case basis by the immediate supervisor. 

Managers have the option to limit participation in the Telework Program for new employees.  For example, a manager may decide that an employee with less than 90 days of employment with TIGTA may not participate in the Program until after completing their initial three months of employment.  The determination of limiting participation for new hires is at the discretion of the employee’s immediate supervisor.
[bookmark: Telecommuting200_80_8Impact]80.8   Impact.  
Employees and managers should ensure that telecommuting situations do not adversely affect customers, clients, and TIGTA mission goals.  Employees and their managers need to consider the impact telecommuting has on the employee, the manager, co-worker(s), and the customer.  In addition, the employee participating in telecommuting may need to assess the impact and effect of telecommuting on his/her family.

To assist employees and managers in determining the impact of telecommuting arrangements, employees requesting full or expanded participation levels may be required to undertake a trial period first before officially starting these levels of telecommuting.  A telework agreement must be approved by an employee’s manager for trial periods for telework.

This trial period also gives employees an opportunity to research and schedule installation for the best Broadband connection available in their location.  See Section 80.14 Internet Service.

[bookmark: Telecommuting200_80_9Readiness]80.9   Telework Readiness. 
It is TIGTA’s desire to maintain a viable telework-ready workforce at all times.  A telework-ready employee is an employee with a signed telework agreement and who is prepared to telework effectively and efficiently from an alternate work site.  Telework-ready employees who are scheduled to perform telework on the day of a TIGTA or office space closing, or who are required to perform telework on a day when Federal offices are closed, must telework or request leave for their entire tour of duty.  For example, if an employee is scheduled to work from home and the official duty station closes, the employee must continue to work their scheduled tour of duty.  

There may be times when employees are directed by TIGTA Management via email, phone, or face-to-face communication to take their laptop home in order to be telework-ready.  Employees who fail to follow the communicated direction and are not telework ready will have to take unscheduled leave for their tour of duty.

In instances when TIGTA or Federal offices are closed due to an emergency or office closure and no prior TIGTA management notification was disseminated to employees, managers may grant administrative leave or unscheduled leave on a case-by-case determination if the employee is not telework-ready.  Direction for proper time keeping will be provided by OMS to all managers in these instances.  

[bookmark: Telecommuting200_80_10EmployeeParticipat]80.10   Employee Participation.  
Employee participation in the Telecommuting Program is voluntary.  Employees have the right to request participation in the Telework Program without fear of retaliation or adverse employee action as a consequence of making such a request. 
Generally, TIGTA management may not compel an employee to participate in telework even if the duties of the position make that employee “telework eligible” however, in certain circumstances, emergency situations, pandemics, etc., TIGTA may require employees to telework. 

[bookmark: Telecommuting200_80_10_1EmployeeApplicat]80.10.1   Employee Program Application (New Teleworker).   Once an employee determines he/she wishes to participate in the Telecommuting Program, he/she must complete the Application for Participation in TIGTA’s Telecommuting Program and Privacy Act Authorization and the Self-Certification Safety and Security Checklist for Home-Based Telecommuters form and provide it to his/her manager.  

These forms are also located in Word/File/New/Personal/Telework Forms and on the Telecommuting intranet site.  

[bookmark: Telecommuting200_80_10_1_1HomeOffice]80.10.1.1   Home Office Space.   Telecommuting participants must have a designated secure and safe workspace for the performance of work.  

TIGTA does not allow employees to use OPM/General Services Administration (GSA) sponsored Telecommuting Centers as a substitute to home office space or an alternative work space.  Telework at public spaces, office shops, restaurants, libraries, etc. are not allowed.  

Workspace requirements may vary depending on the nature of the work.  Employees may wish to include a digital photo of the alternate worksite when completing the Safety and Security Checklist for Telecommuters and provide both to the manager.  However, a photograph is not required to participate in the Program.  Managers are responsible for approving variances in alternate work locations based on an employee’s situation.  Employees must submit a new Safety and Security Checklist for Telecommuters upon any change in the employee alternate worksite. 

[bookmark: Telecommuting200_80_10_1_2HomeInspect]80.10.1.2   Managements’ Right to Inspect Alternate Worksite.   Unless otherwise agreed to, a minimum of 24-hours advance notice shall be given before management may inspect the employee's alternate worksite.  Such inspections may be conducted at periodic intervals during the employee's normal working hours to ensure proper maintenance and operation of Government-owned property, and to ensure compliance with the Safety and Security Checklist for Telecommuters.

[bookmark: Telecommuting200_80_10_2ManagerAssess]80.10.2   Manager’s Assessment of Telework Program Applicant.   The Manager’s Assessment is a mandatory requirement that will be used to determine the employee’s eligibility to telework.  The manager will assess an individual employee’s work characteristics, work habits, and competencies to ascertain whether he/she could successfully work from an alternative worksite.  

The assessment should be performed annually prior to approving an employee’s telework agreement or when an employee’s position or eligibility changes. 
The assessment should not be used for purposes of a progress review or performance rating.  

The template for this assessment can be found under Word/File/New/Personal/ Telework Forms and on the Telecommuting intranet site.

All questions should be answered for each employee who indicates a desire to participate in the Telecommuting Program, regardless of the level of participation desired.  A manager’s decision to designate an employee as “ineligible” to telework must be based on prior disciplinary action, business or performance reasons.  Once the manager completes the Manager’s Assessment and determines the employee’s eligibility, the manager must provide a copy to the employee and file the completed assessment in the employee’s Drop File.  The employee has the right to appeal the manager’s decision as outlined in section 80.10.5, Appeals.

Managers must provide a decision within 20 business days of receipt of an employee’s Application for Participation in TIGTA’s Telecommuting Program.  A decision to deny participation in the telework program must be in writing and a justification must be provided.  

To assist managers in determining all necessary actions needed to begin an employee’s telecommuting participation, a Manager’s Checklist has been developed.  This checklist is located in Word/File/New/Personal/Telework Forms and on the Telecommuting intranet site.  

Managers will be responsible for, and held accountable for treating all teleworking and non-teleworking employees the same in instances involving managerial discretion, including:

· Distribution of assignments among all employees within the functional unit.
· Use of appropriate work tracking and communication tools regardless of where an employee teleworks.
· Training, rewards, reassignments, promotions, reductions-in-grade, and retaining and/or removal of employees.

Managers must hold teleworkers to the same performance standards as non-teleworking employees. 

[bookmark: Telecommuting200_80_10_3Agreement]80.10.3   Telecommuting Program Work Agreement.   A Telecommuting Program Work Agreement must be in place for all employees who are approved to participate in TIGTA’s Telecommuting Program.  

Completion of the agreement is mandatory for all levels of participation.  The formal Telecommuting Program Work Agreement must be completed by the employee and his/her manager, and signed by both parties prior to participation.  The Telecommuting Program Work Agreement must be submitted to the Office of Mission Support through the InfoPath form prior to teleworking.  The Telecommuting Program Work Agreement is located on TIGTA’s Telecommuting intranet site.

The Telecommuting Program Work Agreement covers such items as the telework eligibility of a position and/or employee; successful completion of required telework training; the nature of the arrangement; hours and days of duty at the alternate worksite; responsibilities for timekeeping, leave approval, and requests for overtime and/or compensatory time; emergency situations, reporting to the office, unscheduled telework, Telework-Ready Employees, and/or unscheduled leave; performance requirements; and proper use and safeguarding of Federal Government property and records. 

This Agreement must be completed annually at the beginning of the fiscal year or upon on-boarding a new employee.  A new agreement is required when an employee’s manager changes, or whenever a change is made to the telecommuting schedule or alternative worksite location other than on a case-by-case basis.  Employees must notify their manager of any changes that might affect the telework agreement or risk violating TIGTA’s Telecommuting policy.

Managers have the right to direct employees to report to the official worksite, any time prior to a scheduled telework day, for business reasons.  Reasons may include, but are not limited to meetings, briefings, special assignments, emergencies, or other duties that must be performed at the official worksite.  A new agreement is not required when this occurs. 

Telework is a workplace flexibility and not an employee “right” even if the employee is designated “telework eligible.”  Managers have the authority to modify, suspend, or terminate an employee’s telework agreement at any given time for disciplinary, business or performance reasons.  The manager must provide the employee a written justification for the decision to suspend or terminate the telework agreement and place a copy of the justification in the employees’ Drop File.  Employees have the right to appeal a manager’s decision as addressed in Section 80.10.4, Appeals.  

Managers may modify, suspend or terminate a telework agreement for the following reasons:

· Employee performance falls below minimum eligibility requirements;
· Issuance of a Performance Improvement Plan (PIP);
· Issuance of a leave restriction memorandum;
· Change of duties, which requires in-office responsibilities;
· Failure to report to the official worksite two days per pay period or as required in the telework agreement; and/or
· Employee violates terms of the telework agreement.

[bookmark: Telecommuting200_80_10_4Appeals]80.10.4   Appeals.   If the manager and employee do not agree on the level of participation, the employee may appeal the manager’s decision to the next higher level in the management chain.  This appeal must be in writing and contain a brief background/history of the issue, and any supporting documentation the employee believes is necessary to address the appeal.  This appeal must be received by the employee’s manager within five business days of the manager’s decision.  The employee’s manager will schedule a meeting for both parties with the next level of management within the organizational structure.

The employee’s manager will provide any information he/she believes is necessary to the adjudication of the appeal to the next higher-level manager in writing for consideration.  The next higher-level manager will listen to both parties and review the provided information.  

The next higher-level manager’s decision is final and should be provided in writing to the employee (with a copy to the immediate manager) within seven business days of the meeting.  A copy of this decision will be filed in the employee’s Drop File.

[bookmark: Telecommuting200_80_11Training]80.11   Training. 
Participants in the Telecommuting Program must take a specialized, interactive telecommuting training prior to teleworking.  Training must be taken annually thereafter, prior to completing a telework agreement.  Managers are also required to take telework training annually.  The successful completion of the applicable telecommuting training must be recorded in the employee’s official training record available in the Integrated Talent Management System (ITMS).  

TIGTA requires that employees complete the mandatory course that is applicable to his/his position,- i.e., manager or employee, annually.  Telework Training for Employees and Telework Training for Managers are available in ITMS.  Successful completion of these courses will fulfill the training requirement.

There are also several additional telework courses available in ITMS.  These courses may provide managers and employees with additional knowledge and skills to maximize success with telecommuting.  Management may require employees to complete supplemental telework training to meet program requirements.

[bookmark: Telecommuting200_80_12HomePOD]80.12   Full-Time Work from a Home Post of Duty (POD).  
Employees requesting to work full-time from a Home POD must follow the guidance outlined in the TIGTA Full-Time Work from a Home Post of Duty policy.  See TIGTA Operations Manual, (600)-70.40.  Working at a Home POD full-time is not considered telework or telecommuting. 
[bookmark: Telecommuting200_80_13Security]
80.13   Security.  
Security is an important aspect of telecommuting.  A high degree of attention and/or adherence to security procedures, precautions and issues at the alternative worksites is required.  Everyone involved with the Program should be familiar with TIGTA’s security policies.  Telecommuters should know what actions must be taken when there is a suspected breach in security.

[bookmark: Telecommuting200_80_13_1ComputerSecurity]80.13.1   Information and Computer Security Requirements.   Employees are responsible for the security of agency property, information, and information systems, regardless of the work location, consistent with 31 C.F.R. Part 1; the Privacy Act of 1974, 5 U.S.C. § 552a, and TIGTA Security Policies, (500)-140.

Employees may also refer to TIGTA’s Telecommuting Intranet page for additional guidance on telecommuting security requirements.  

Employees participating in telecommuting agree to secure all controlled unclassified material in a locked container (e.g., file cabinet, brief case, etc.).  Employees are prohibited from taking highly sensitive material (e.g., grand jury material, classified material, etc.) to an alternate worksite.

Tax returns and return information (e.g., examination and collection files) fall within the “sensitive but unclassified” material category. 

Teleworking employees are required to follow all applicable policy and legal requirements for the protection of TIGTA records from unauthorized inspection or disclosure including TIGTA policy, the Privacy Act of 1974, and 26 U.S.C.§ 6103(a).

When traveling, never check IT equipment as luggage.  Always maintain possession of computer equipment and watch it carefully.  IT equipment must NEVER be left unattended when traveling.

Teleworking outside the United States is not permitted, unless authorized as part of your official duties.

TIGTA employees may not allow any unauthorized personnel (including family members or friends) to use a TIGTA-provided computer or to connect to the TIGTA network via any means. 

Teleworking employees are responsible for complying with the Information Technology Rules of Behavior, regardless of where this equipment is used, including appropriate alternative worksites.  Failure to comply with security procedures and regulations may be grounds for termination of telework.

[bookmark: Telecommuting200_80_14Internet]80.14   Internet Service. 
Employees are expected to procure and provide internet service at their own expense. TIGTA’s Office of Information Technology (OIT) does not support low speed or inefficient telecommunication services such as satellite.  Employees are responsible for supplying their own Ethernet cable for wired connections and must know the password to the network equipment provided by their service provider where applicable.  

[bookmark: Telecommuting200_80_15EquipementSupplies]80.15   TIGTA-Provided Equipment and Supplies. 
Federal Government-owned property may be used by employees in their private residence consistent with Chapter (500)-140.2, Acceptable Use Policy.

The Federal Government retains ownership and control of the equipment provided to the employee for use at the alternate worksite, and is responsible for its maintenance, repair and replacement.  An employee may be subject to disciplinary action if TIGTA-issued equipment is lost, stolen or damaged because of the employee’s (or family member’s) negligence, misuse, or abuse.  All employees are required to notify their immediate supervisor, upon discovery of the loss, theft, or damage to any Government-owned personal property.  See Chapter (600)-130, Board of Survey, for guidance.

All TIGTA employees are responsible for adhering to all guidance issued by the Department of the Treasury, TIGTA OIT, the Office of Management and Budget, in coordination with the Department of Homeland Security, the National Institute of Standards and Technology and other authoritative sources to ensure the adequacy of information and security protections for information and information systems utilized while telecommuting.  Employees are not authorized to disable or attempt to defeat or in any way alter the established configurations.

IT-Related Equipment.  TIGTA provides each employee with one of the following unless justified by an approved reasonable accommodation request: 

· Laptop computer, 
· Full screen monitor, 
· Docking station, 
· Mouse, 
· Keyboard, and 
· Accessories (when applicable). 

Employees have the option of placing the equipment where they will spend the most work time.  If the employee chooses to use the issued equipment at the alternate worksite, the employee is responsible for transporting the equipment to and from the alternate worksite during the course of telecommuting participation, as well as for returning the equipment upon termination of telecommuting participation.  Employees are only authorized to move individually-issued IT equipment (e.g., laptop, monitor, docking station).  Corporate or shared IT equipment (e.g., network printers, scanners, copiers) may not be moved or relocated to the telework location by an employee. 
Additional equipment may also be provided based on specific requirements and justifications on an exception basis.  Employees are responsible for returning all of the TIGTA-provided equipment and software upon termination of telecommuting participation, separation from TIGTA, or TIGTA authorizes changes in the equipment.  TIGTA Employees are expected to treat the equipment properly.  All equipment (including accessories) is to be returned in working condition except for typical wear and tear.

Additional TIGTA provided equipment (Expanded or Full Participation Only).  As resources permit, OIT may provide additional equipment (e.g., printers) for TIGTA employees with Expanded or Full participation levels.  Typically, equipment will be delivered to a TIGTA office location.  Employees are responsible for transporting the equipment to their home.  Upon receipt of the equipment, employees may be required to contact the IT Service Desk for assistance in connecting the device to the laptop.

[bookmark: Telecommuting200_80_15_1ITServiceDesk]80.15.1   IT Service Desk Assistance.   The IT Service Desk will provide support for Federal Government-owned equipment at the employee’s home by virtual means only (e.g., telephone, video conferencing, email, desktop sharing, TIGTA owned IT equipment, etc.).  If that is not sufficient or does not resolve the problem, the employee may need to take the equipment to the nearest TIGTA Post of Duty for network connectivity in an attempt to resolve the issue, or may need to return the equipment to TIGTA National Headquarters for repair. 

[bookmark: Telecommuting200_80_15_2OTherEquipment]80.15.2   Other TIGTA-Provided Equipment and Supplies.   Locking File Cabinet (full participation only).  Cabinets meeting the following specifications may be purchased.  

· Metal on all sides;
· Locks for all drawers; and
· Stationary (i.e. not on rollers or casters).

The maximum allowable cost for locking filing cabinets is $200.00.  

Employees must adhere to TIGTA’s established policy and procedures for the purchase of goods and services and should submit requests through established acquisition procedures.  See TIGTA Operations Manual, Chapter (600)-40.3, Acquisitions, for guidance. 

The costs associated with the purchase of a filing cabinet for an employee approved for full participation level telework is charged to the appropriate function.  

The employee should contact his/her small purchase credit card holder and provide him/her with the information needed to make the purchase (catalog name, item number, page number, etc.).  When the procurement request has been approved, the cardholder should provide the vendor’s clerk with the name of the person that will be picking up the cabinet when placing the order.  
For local purchases (Staples, Wal-Mart, etc.), the employee is responsible for picking up the cabinet and any assembly, if required.  

For catalogs or stores that deliver, the cardholder should provide the employee's name and home address.  There may be a small delivery fee, which will count toward the $200 maximum.

These cabinets remain TIGTA property.  The employee must return the file cabinet to his/her manager at his/her own expense upon leaving TIGTA or when the employee no longer participates in TIGTA’s Telecommuting Program.  

The manager will store the cabinet(s) until it is made available to other telecommuting participants as they enter the program.  With the manager’s approval, the employee may return the file cabinet to the nearest TIGTA office location.

[bookmark: Telecommuting200_80_15_3GeneralSupplies]80.15.3   General Office Supplies.   General office supplies such as paper, pens, pencils, and printer toner will be obtained through functional office supply procedures and charged to the appropriate functional office’s general supply expense.  Refer to TIGTA Operations Manual (600)-40.3, Acquisitions, for guidance.

[bookmark: Telecommuting200_80_16Reimbursement]80.16   Reimbursement Policy. 
TIGTA does not reimburse employees for expenses associated with telecommuting from an alternate worksite. 

Employees are responsible for all costs including:

· Communication expenses at the alternate work site;
· Costs associated with their subscription for broadband, telephone service, and/or equipment;
· Federal, state, and/or local taxes on any purchases or services;
· Any modifications made to the home, such as installations;
· Any special communications features such as call forwarding, call waiting, and/or caller ID;
· Any home utility costs associated with working from home;
· The cost of the actual telephones;
· Any maintenance and/or repair costs;
· Any teleconference charges; employees should use their TIGTA-issued telephone (IPhone) or calling cards for all official teleconferences; and/or
· Any office furniture such as desks, chairs, lighting, etc. for the employee’s alternate worksite.

[bookmark: Telecommuting200_80_17Shipment]80.17   Shipment/Receipt of Packages.  
Employees needing to mail or ship materials should bring the materials to a TIGTA office and arrange for shipping from the office location whenever possible.  If the mail cannot wait until the employee is in the office, the employee must deposit the mail or package in a secure carrier receptacle (i.e. drop box) or at an authorized shipping outlet (such as UPS) using a TIGTA office address as the originating address.
Due to security and disclosure concerns, mailing official correspondence from an employee’s residential mailbox is strictly prohibited.   All mail must be sent through an authorized outlet using a TIGTA address as the originating address.

Packages may be received at the employees’ alternate worksite from other TIGTA or customer locations.  In both cases, employees must properly secure all information.

[bookmark: Telecommuting200_80_18TimeAttendance]80.18   Time and Attendance under TIGTA’s Telecommuting Program. 
All existing TIGTA time and attendance policies, including premium pay considerations and work schedule determinations, apply to Telecommuting participants.  See Chapter (600)-70.4, Time and Leave.

Employees should understand the procedures for requesting leave and reporting their time and attendance.  TIGTA employees participating in the Telecommuting Program are required to record actual telecommuting time in the timekeeping system.  The employee’s Telework Agreement specifies the employee’s telework participation level.  Employees must properly code telework hours in WebTA according to their telework agreement participation level.  The following transaction codes should be used to record telework hours:

· Telework-Unscheduled – Situational − An employee who teleworks, when not regularly scheduled to telework, and where those hours are NOT part of a previously approved, ongoing and regular telework schedule (e.g., telework as a result of inclement weather, doctor appointment, special work assignment).  Granting unscheduled telework is at the discretion of the immediate supervisor and requires approval in advance of use.  This code is also used when the Office of Personnel Management announces that employees have the option for unscheduled telework and that day is not a regularly scheduled telework day as indicated on your telework agreement. Employees approved for Unscheduled Telework must provide an explanation in WebTA under Remarks (e.g., weather, metro disruption, school closing, doctor appointment, etc.).

· Telework-Episodic − Routine − An employee on an episodic telework agreement who teleworks on a case-by-case basis, based on the needs of the worker and the demands of the work.  This is generally a task-based arrangement and can fluctuate in duration.  

· Telework 1d/week − An employee on a limited participation telework agreement where the employee routinely works one day per workweek (two days/pay period) at an approved alternative worksite and the remainder of the workweek at the official duty station.  

· Telework 2d/week − An employee on an expanded participation telework agreement where the employee routinely works two days per workweek (four days/pay period) at an approved alternative worksite and the remainder of the workweek at the official duty station.

· Telework 3d/week − An employee on an expanded participation telework agreement where the employee routinely works three days per workweek (six days/pay period) at the alternative worksite and the remainder of the workweek at the official duty station.

· Telework 4d/week − An employee on a full participation telework agreement where the employee routinely works up to four days per workweek (eight days/pay period) at the alternative worksite, but who works two days during each pay period at his/her official duty station.   

Proper monitoring and certification of employee work time is essential for the successful implementation of the Telecommuting Program.  Employees shall validate their time and managers shall certify 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.

[bookmark: Telecommuting200_80_18_1AdminUnscheduled]80.18.1   Administrative Leave, Unscheduled Leave, Unscheduled Telework, Dismissals, Delayed Openings, and Early Closings.   The principles governing administrative leave, unscheduled leave, dismissals, delayed openings, and early closings are the same for telecommuting participants and non-participants.  The ability to conduct work (and the nature of any impediments) either at an alternate worksite or at the official duty station determines whether an employee may be administratively excused from duty.  

When Federal/Departmental Offices are closed, telework-ready employees are required to work at their alternative worksites on regularly scheduled telework days, as well as non-scheduled telework days as discussed in Section 80.9, Telework Readiness. 
Unscheduled Telework allows telework-ready employees to work from home or at an approved alternate worksite upon notification to their supervisor in accordance with the terms of the written agreement.  When unscheduled telework is announced during the workday, employees may, with notice to their supervisors, depart the workplace (using leave or the lunch period for commuting time) and telework the remainder of their tour of duty at an approved alternative worksite.
 
When emergencies such as fires, chemical spills, disruptions of power and/or water, and/or interruptions of public transportation impact the regular worksite and cause an early dismissal or delayed arrival of employees, those who are working at an alternative worksite are not dismissed from duty for any part of the workday, unless the alternative worksite is also impacted by the emergency.

When an early dismissal/delayed arrival is provided due to inclement weather causing hazardous or potentially hazardous road conditions, those who are working from an alternative worksite are not dismissed from duty for any part of the workday.  

When an emergency affects only the alternative worksite for a major portion of the workday, the employee is expected to report to the regular office or request supervisory approval of leave.

However, the following examples may be valid reasons for the manager to excuse a telecommuting employee from work.  The manager has the option of granting administrative leave or unscheduled leave if the employee is not telework-ready, consistent with TIGTA policy:   

· If for any reason beyond the control of the employee (a personal hardship, technical difficulties, or emergency situation) that prevents him/her from working successfully at the telecommuting site; and
· If the telecommuter's duties are such that he/she cannot continue to work without contact with the regular worksite.

When a telecommuting participant knows in advance of a situation that would preclude working at home or at an alternate site, the employee must report to the office or request leave.

The OPM may issue “Dismissal and Closure Information and Guidance” in emergency situations and/or during periods of inclement weather for the Washington, DC metropolitan area and for Federal Government Operations outside of the Washington, DC area.  Additionally, employees located outside of the DC metropolitan area may be notified of office closures from their local post-of-duty.

TIGTA employees are encouraged to listen to local television or media broadcasts or seek information at http://www.opm.gov/status/index.aspx.  Employees should also contact their immediate manager, as needed, for additional guidance.  

Managers must communicate with employees and discuss their expectations for telework situations before a weather-related or emergency situation occurs.  Where possible, TIGTA Management will provide employees with guidance and information regarding the Federal Government’s operating status during periods of inclement weather and in emergency situations.  OMS will also provide guidance on the appropriate Time and Attendance codes to be recorded in the timekeeping system during these instances.  The OPM Washington DC Area Dismissal and Closure Procedures identify common office/agency closure situations and the associated work status of the Federal Government operations in the Washington, DC area.
The OPM reserves the right to issue a new or hybrid operating status announcement at any time, depending on the particulars of the emergency, for the safety of employees and continuity of Federal Government operations.
When OPM issues “Dismissal and Closure Information and Guidance” in emergency situations and/or during periods of inclement weather, Office of Investigations’ Special 
Agents should consult with their managers to determine if teleworking will impact TIGTA’s ability to continue to perform its law enforcement functions.

[bookmark: Telecommuting200_80_19Injuries]80.19   Injuries, Continuation of Pay and Worker’s Compensation.  
Telecommuting participants are covered by the Federal Employees Compensation Act if injured in the course of actually performing official duties at the regular office or alternative worksite.  See Chapter (600)-90.4, Health and Safety Program.

[bookmark: Telecommuting200_80_20ReasonableAccom]80.20   Reasonable Accommodation.  
Federal agencies are required to provide reasonable accommodation of the known limitations of qualified employees with disabilities, unless doing so would cause an undue hardship on agency operations.  Telework may be a reasonable accommodation for employees who qualify.  Managers must distinguish an employee’s ordinary request to telework from a request to telework as a reasonable accommodation.  Managers should follow the policies and procedures in Chapter (200)-70.1, Reasonable Accommodations for Individuals with Disabilities and the Equal Employment Office (EEO) Program Office, as part of the interactive process established by the Rehabilitation Act, if a request for a reasonable accommodation is received.  Employees who are approved to telework as a reasonable accommodation must have an approved telework agreement with the Office of Mission Support.  

[bookmark: Telecommuting200_80_21DependentCare]80.21   Dependent Care.
The Telework Program is not intended to reduce dependent care cost or serve as a substitute for childcare, day care, elder care, or any other type of dependent care.  Telework can be used, though, as a workplace flexibility to support employees with caregiving responsibilities, especially minor children and/or adult dependents for whom an employee provides services essential to their health, well-being, and/or activities of daily living.

While performing official duties, teleworkers are expected to have dependent care arrangements in place when teleworking from an approved alternate worksite.  However, there may be unplanned or temporary circumstances (e.g., day in which schools are closed, half-day of school, unexpected closure of daycare, etc.) when telework may be an appropriate short-term workplace flexibility for employees with caregiving responsibilities.  These short-term temporary circumstances should represent the exception and not the rule.  Childcare or elder care arrangements that require increased levels of care may require more manager/employee communication about possible flexible work options.  The employee must notify their manager if such unplanned circumstance occurs and make a request for the flexibility to telework.  The employee does not have to complete a new telework agreement in this instance, but is required to record telework hours in WebTA.  The manager must exercise discretion in determining whether an employee can accomplish their duties while balancing caregiving responsibilities.  
Managers should consider:

· If the employee has a telework agreement in place and is telework-ready;
· The level of care needed for the dependent;
· The ability for the employee to accomplish work requirements without disruption; and
· The urgency of work deadline(s).

For additional guidance on the use of telework for dependent care, refer to OPM’s “Dependent Care and Policy Guidance.”

Temporary Agreement for Working in a Different Geographic Location.  Telework can provide employees with valuable additional time for elder care responsibilities by reducing commuting time or by allowing employees to temporarily care for a family member who resides in a different geographic location.  In an appropriate situation, where an employee needs to care for an elderly family member in a different geographic location, the manager has the discretion to grant an exception to the physical reporting requirement to the official worksite.  The authority to grant an exception is intended for temporary, short-term arrangements, not exceeding 120 days.

When making a determination about telework eligibility when an employee will be caring for an elderly family member, the focus should remain on the work and the ability of the employee to perform official duties without interruption for specified periods, not on the proximity of the elderly family member in the home.  Decisions should be made on a case-by-case basis by the employee’s immediate supervisor.

Employees who request to telework from a temporary geographic location must receive approval from their manager.  If the request is for more than 15 consecutive business days and approved by the manager, the employee must submit the Self-Certification Safety and Security Checklist for Home-Based Telecommuters form for the temporary worksite and a new telework agreement that details expectations.  There is no change to an employee’s official worksite or location-based pay for temporary telework in a different geographic location.  However, if the need for the arrangement becomes extended, exceeding 120 days, the employee and manager should explore other workplace flexibilities (e.g., FMLA, Home POD, reasonable accommodation, etc.).  Managers must receive approval from the Director, Human Capital & Personnel Security before granting an employee an exception past 120 days.    

For additional guidance on the use of telework for Elder Care, please refer to OPM’s “Handbook on Workplace Flexibilities and Work-Life Programs for Elder Care.”
Telework Following Childbirth, Adoption, or Foster Care.  Telework is a valuable tool that can be used when an employee transitions back to work after the birth of a child. Telework is often used in conjunction with leave during the transition period between childbirth and the return to full-time official duties.  Telework must be approved by the employee’s supervisor based on the agency telework policy and the ability of the employee to accomplish his or her work.  Requests for telework related to an employee’s recovery from childbirth or care for a family member recovering from childbirth and transitioning back to work should be accompanied by a telework agreement that summarizes expectations. 

It is important to remember that an employee may not care for a newborn while engaged in the performance of official duties.  However, when making a determination about telework eligibility following childbirth, the focus should remain on the work and the ability of the employee to perform official duties, not on the proximity of the newborn in the home.  Decisions should be made on a case-by-case basis.

For additional guidance on the use of telework and other paid leave following childbirth, adoption or foster care, please refer to OPM’s “Handbook on Leave and Workplace Flexibilities for Childbirth, Adoption, and Foster Care.”

[bookmark: Telecommuting200_80_22Continuity]80.22   Business Continuity. 
Telecommuting is a significant part of TIGTA's business continuity or business resumption plan.  During or after an event that would cause a TIGTA office to be unreachable or uninhabitable, it may be necessary for employees to work from home for prolonged periods.  

Telecommuting may also be used in concert with activation of TIGTA’s COOP.  All employees, when notified, are required to take their laptops and any other necessary equipment and/or information (e.g., IPhone’s, phone contact lists) home after each workday is completed during times when the U.S. Department of Homeland Security), National Terrorism Advisory System issues a “potential” or “actual” alert announcement, indicating there is an “imminent” or “elevated” threat for specific cities or regions of the country.

Employees must be prepared to work from home until they are notified to report to a TIGTA worksite or a location designated by their manager.  It is incumbent upon each manager to determine what work telecommuters in this situation will be assigned and may be asked to perform.

During such events that a TIGTA primary worksite is no longer viable, some TIGTA employees are designated as members of specific COOP teams and are expected to perform additional related duties.  

Telework could be an option for some of those individuals to assume their roles, but TIGTA’s Inspector General  (or designee(s), as applicable), will be responsible for making such determinations based on TIGTA’s mission requirements and the circumstances of the event.

If an employee occupies a position deemed essential or serves as an emergency response group member, he/she must follow guidance provided by his/her immediate manager for determining whether the employee must physically report for duty or can work from home or an alternative worksite for inclement weather or other emergencies.  Employees are notified annually by their manager of their essential status or inclusion in emergency groups.

Employees designated as COOP team members may be notified by their immediate manager or other TIGTA management that they are required to telework during emergency closures or other emergencies, including pandemics and for COOP purposes, on any day when the agency is closed by an emergency even if that day is not a regular telework day.  These notifications can be issued by email, phone, text, or face-to-face communications.  All COOP team members should follow protocols established in the TIGTA COOP Plan if notification is received.

[bookmark: Telecommuting200_80_23Conduct]80.23   Telework and Conduct. 
Employees should remember that workplace policies, including time and attendance requirements and employee expectations while performing official duties at the approved alternate worksite remain in effect while the employee is teleworking. Employees should keep in mind that failure to comply with the terms of the telework agreement, failure to comply with workplace policies or rules, or whose performance is adversely effected while teleworking may result in suspension or termination of the telework agreement.
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