
BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

PORTLAND, OREGON

PERSONNEL LETTER NO. 610-3 (Rev.) 


DATE:  March 20, 2006
SUBJECT:  Telecommuting Guidance

I. PURPOSE OF ISSUANCE:
To describe BPA policy on telecommuting and provide guidance to managers. 

II. PURPOSE OF REVISION: 

To revise section IX, Equipment Support and Supplies, that conform to IT’s new requirements in issuing BPA computer equipment and remote access software. To revise the current Telecommuting Work Agreement, Form BPA F 3250.03e.  This issuance supersedes Personnel Letter No. 610-3 (Rev.) dated April 9, 2004. 

III. COVERAGE:  

All annual employees of Bonneville Power Administration.

IV. GUIDANCE:

The attached appendix, “Bonneville Power Administration Personnel Letter 610-3, Appendix 1 Telecommuting Guide March 2006 (Amended),” contains BPA’s guidance on BPA’s telecommuting (flexiplace) work option.

V. REPORTING REQUIREMENTS:

A. Employees

Employees are required to use the Time Reporting Codes (TRC) listed in Appendix I in order to provide timely and complete data on telecommuting participation at Bonneville. Telecommuting arrangements are identified as medical, regular, or situational.

B. Agency

Bonneville will submit reports, as required, to the Department of Energy and/or the Office of Personnel Management.

Kimberly A. Leathley

Chief Human Capital Officer  

Attachment: Appendix I - Bonneville Power Administration Telecommuting Guide, March 2006 (Amended)

Bonneville Power Administration

PERSONNEL LETTER 610-3, APPENDIX I

TELECOMMUTING GUIDE

March 2006 (Amended)

INTRODUCTION

The Bonneville Power Administration (BPA) recognizes that employees have a substantial need to balance professional, personal, health, and family responsibilities in accomplishing their work.  One way that BPA can support employees in balancing work and other needs are through optional flexible work arrangements that allow employees to “telecommute” from home or another designated site for part of the work week.  The projected benefits to BPA from flexible workplace arrangements can include increased employee productivity, reduced employee leave usage, and enhanced recruitment and retention.

I.
COVERAGE:
BPA annual employees are eligible to request telecommuting.  Participation is voluntary under the provisions of this issuance. However, not all jobs are suitable for this arrangement.  Telecommuting is not available to hourly or contractor employees under these guidelines. 

II.
WORK SITES:
The employee's traditional work site will remain the designated "official duty station” for most purposes.  Alternate telecommuting work sites may include:

A. A defined work space in an employee's home;

B. A BPA-designated satellite work center where other telecommuters may also work;

C. Another location unique to a specific request.

III. AUTHORITIES AND RESPONSIBILITIES:

Employee:  Employees may request telecommuting after careful consideration of all related issues.  (Section V. lists considerations for assessing potential telecommuting arrangements.)  Employees may not be asked or otherwise pressured to participate in this program.  At any time, the employee may cancel the telecommuting work agreement (Section IV) and return to the traditional office by making a written request to the immediate manager.  Employees are required to report all regular time spent telecommuting under the appropriate time reporting code on a bi-weekly basis.  Employees are expected to be fully informed on current Information Technology policies, managed by the Office of the Chief Information Officer.

Immediate Performance Manager:  The immediate performance manager has (1) the authority to approve, modify, or disapprove requests, and (2) the right to require, for work-related reasons, that the employee temporarily work at the traditional office during previously scheduled telecommuting times.  The immediate manager may cancel the telecommuting work agreement at any time based upon changes in business/work needs, employee abuse of the privilege, or less than expected job performance by the employee.  When approving time, managers should insure that employees with active telecommuting arrangements have reported their telecommuting time under the correct time reporting code(s).

IV.
WORK AGREEMENT:
There are three types of telecommuting arrangements:  medical, regular, and situational.  See specific definitions in Section VI, Certification of Work Hours, below.

Arrangements can be short-term to accommodate a specific situation, or ongoing in nature for a period of up to one year, including a 90 day trial period.  “Regular” arrangements that are ongoing or long-term must be covered by a written agreement between the employee and immediate manager specifying the terms and conditions of the arrangement.  All “medical” arrangements, in excess of a few days, should be covered by an agreement.  Use of Telecommuting Work Agreement, BPA F3250.03e, is required. Written documentation of telecommuting arrangements provides clarity of work objectives, expectations of the employee and manager, and a reference for future change in the work arrangement, if necessary.  The employee and immediate manager should meet periodically to review and discuss the agreement.

A. Telecommuting arrangements are documented on the Telecommuting Work Agreement, BPA F3250.03e (see Attachment A), accessible on E-Forms.  A copy of all work agreements should be provided to the BPA Telecommuting Coordinator – CHM-1, for data collection and reporting purposes.

B. Renewal of long-term arrangements must be completed after 1 year and each year thereafter.  Renewed agreements will honor the current guidelines.  A new trial period need not be required unless the immediate manager so chooses.  

C. An employee may cancel a work agreement at any time by making a written request to the immediate manager.  Work agreements are automatically cancelled if the employee changes permanent positions.  A new agreement must be established with the immediate manager of the new position.  A trial period may be required. 

D. When a new manager takes over supervision of a group, all existing agreements in the group should be reviewed by the new manager and approved, modified, or disapproved according to the new manager’s expectations of business/work needs.

E. If the employee is temporarily detailed to a new position, the present agreement is suspended until the employee returns to the original position.  The employee may initiate a new work agreement with the immediate manager for the detail position.  

F. New work arrangements that are longer than 3 months duration should begin with a 90-day trial period.  At the end of the trial period, the immediate manager should review the arrangement with the employee and decide whether to continue the specified agreement. 

V.
ASSESSMENT OF JOB DUTIES AND CANDIDATES:
Job Characteristics.  Telecommuting is not appropriate for all jobs.  It can be applied fully to some or to only certain parts of others.  It is not BPA policy to modify jobs or assign duties to accommodate employee participation in the program.  In general, job duties with the following characteristics are most suitable for telecommuting:

A. Require minimal face-to-face contact with the supervisor, peers, clients, or the general public;

B. Require minimal, if any, infrastructure support (such as highly specialized or very expensive equipment, etc.);

C. Require minimal access to large amounts of hard-copy data or information.

Employee Self-Assessment:  Prior to proposing a telecommuting arrangement to the employee’s immediate manager, it is incumbent on the employee to complete a self-assessment of personal characteristics and job characteristics, carefully consider all related issues, and find potential solutions to any known problems as a basis for discussion with the manager.

Manager Assessment: The immediate manager must determine whether the employee’s position is suitable for telecommuting and if the proposed arrangement is cost-effective.  The manager may want to consider work done only during certain cycles, i.e., annual reports or defined phases of a project, appropriate for telecommuting.

Considerations:  In assessing whether both the job and the employee are good potential candidates for telecommuting, the immediate manager and interested employee should consider and discuss such issues as:

A. The employee's ability to work independently;

B. The employee's ability to work alone for long periods of time;

C. The nature of the work, including the extent to which the immediate manager can measure performance by results rather than direct observation.  Only some of the assigned job duties may be appropriate for telecommuting;

D. The fact that different duties will not be assigned to enable the employee to participate.  The existing job requirements are what will be considered;

E. The need for the employee to gather information from other sources (research, other employees, etc.) to complete work;

F. Requirements for access to the employee by the immediate manager and work group during duty hours;

G. Distractions that may occur at the alternate work site and how to deal with them;

H. Insure that the employee is not responsible for the care of others during work hours;

I. Problems the employee may face when working in an environment without traditional structure and support systems;

J. Weighing benefits of telecommuting against giving up proximity to clients and peers;

K. Problems and adjustments the manager and work group at the traditional office may face because the employee is not in close proximity;

L. Possible feelings of isolation and how to successfully remain a member of the work team;

M. Basic work processes and how they may need to change to accommodate telecommuting;

N. The working relationship between the employee and immediate manager;

O. Additional costs that might be incurred;   

P. The 90-day trial period;    

Q. Possible changes to assigned on site work space to reduce space needs, i.e., sharing with another employee working under a similar arrangement;

R. Other issues unique to that employee, immediate manager, or work group.

VI.
CERTIFICATION OF WORK HOURS:

Immediate Performance Manager:  Performance Managers certify, and are accountable for, the accuracy of hours reported for time and labor purposes.  Managers should insure that employees have reported their telecommuting time under the correct time reporting code(s).  Since immediate managers do not observe employees while at the alternate work site, measures that could be taken to help verify hours of work reported include but are not limited to:

A. Compare the work output to the time reported for reasonableness.

B. In the case of satellite centers, arrange with another manager to provide direct observation.

Employee:  Responsible for the accurate reporting of official telecommuting work time.
A. Submit the appropriate time and labor worksheet confirming the time worked at the alternate site each pay period, or directly enter time utilizing employee self service.  Report all regular time spent telecommuting under the appropriate time reporting code: 

TELM:  Telecommuting (Medical)

To report regular hours of work when the employee is working at an approved alternate workplace (at home or satellite telecenter office close to home) because of medical reasons, such as recuperating from surgery or while receiving physical therapy or other treatment.  It does not include time working while caring for others or bonding with a new infant once the employee has physically recovered from the delivery.  A formal agreement should be in place if the telecommuting is expected to last more than a few days.  (Note:  If an employee is already under a formal agreement authorizing either “regular” or “situational” telecommuting, and has a need to telecommute for medical reasons, a revised or new formal agreement should be submitted to indicate the new basis for telecommuting, provided such medical reasons are expected to last more than a few days.) 

TELR:  Telecommuting (Regular)

To report regular hours of work when the employee is working at an approved alternate workplace (either at home or satellite telecenter office close to home) for one or more days per week.  A formal agreement should be in place for all Regular Flexiplace arrangements.

TELS:  Telecommuting (Situational)

To report regular hours of work when the employee is working at an alternate workplace, usually at home, on an occasional, non-routine, temporary or short-term basis.  The employee or manager may use a situational basis to test the feasibility for use of telecommuting on a regular basis.  Situational arrangements are not those that are held at a different location on-site or at a nearby location where there is no reduction in an employee’s commute, nor do they involve work that is performed after normal hours on a voluntary basis or while on travel.  A formal agreement is recommended if the situation lasts longer than a few days.  

NOTE:  Employees and timekeepers should note that Time Reporting Codes TELM, TELR, and TELS are considered regular hours only.  Compensatory Time, Credit Hours, Overtime, and any other types of time should not be reported as Telecommute time. 

B. Agreements for employees covered by FLSA must include a statement that the employee agrees not to work overtime at the alternate work site unless ordered to do so by the immediate performance manager.  (This is the same as at the traditional office.)

VII.
TOURS OF DUTY:

Arrangements should be for 1 to 3 days at the alternate site each workweek.  Full workdays at each site are recommended in order to achieve maximum telecommuting advantages, i.e., reduce commuting time, improve productivity, and reduce adverse environmental impact. 

Examples of circumstances where employees generally may be allowed to work at the alternate work site up to full-time are:

A. Work arrangements for disabled employees.

B. Ill or injured employees who are able to perform duties in a home setting during recovery.

C. Injured employees who are covered by the Office of Workers Compensation Program.  Management may identify work, subject to medical authorization, that can be performed during the 45 days of continuation of pay or during the period of compensation without time period restrictions, position classification considerations, or employee approval. 

D. Employees working from work sites out of normal commuting distance from the official duty station.

VIII.
HOURS OF DUTY AND USE OF OFFICIAL TIME:

The existing rules on hours of duty that pertain to employees working at the traditional work site apply also to telecommuting employees.  Employees are expected to use official work telecommuting time for official purposes. 

Flexischedule:  Employees participating in telecommuting may work Flexischedule, including earning and using credit hours, in accordance with the BPA Manual, Personnel Letters, and the instructions of their manager.

Overtime/Premium Pay:  Employees in a telecommuting arrangement may earn overtime and premium pay in the same manner they do at the traditional work site.

Excused Absence:  Authority to grant excused absence at the alternate work site is the same as the traditional work site.  Some excused absence situations will not apply to telecommuters, however, such as late arrival, all-day building closure, or early dismissal because of hazardous weather (however, managers should consult with Personnel Services in such situations with respect to employees with unusual circumstances that prevent them from working at their homes or other authorized, designated site).  Authority to grant excused absence is not modified by the telecommuting program.

 IX.
EQUIPMENT SUPPORT AND SUPPLIES:

A. Equipment:  Tier I-II organizations will provide consistent and cost-effective parameters regarding the availability of equipment such as computers, calculators, or other specific equipment needs.  Equipment that is disbursed should be documented in the Telecommuting Agreement and tracked within the organization.  

1. The Information Technology (IT) group requires that employees connecting to the BPA network (either from home and/or an off-site location by remote access) use BPA owned computer equipment - laptop computers in most cases.  

The BPA laptop computer will replace the employee’s desktop computer (PCU) and will include a port replicator (docking station) to connect to the existing keyboard, monitor, and mouse at the primary work area.  This will provide a portable and secure system for use at the duty station and for use at home. (A carrying case or roller case will also be provided).

2. If needed, a telecommuting employee may continue to check out BPA computer equipment for home use, when available.  Extra equipment normally will not be purchased to facilitate employee telecommuting.  An employee with a medical issue who is granted a BPA laptop computer, but cannot physically transport or carry the computer, should contact the Reasonable Accommodations Coordinator for further assistance. 

3. The employee-owned home system may be used without remote access to create or edit unclassified documents (i.e., not for Official Use Only, non-sensitive or non-critical infrastructure related).  BPA licensed software is no longer issued (except for special circumstances or certain programs), but may be purchased personally by the employee through IT.  The license allows the software to be used for personal as well as work use. 

4. The Help Desk will provide support for BPA issued computer equipment, but limited support for BPA licensed software installed on an employee-owned computer.  BPA assumes no responsibility for upgrading, maintenance, damage, or replacement of any employee-owned equipment used for telecommuting purposes.  BPA will not compensate employees or pay for the use of rental equipment.
5. Remote access to the BPA Network and computer equipment is for work purposes only.  BPA limited personal use policies do not apply to persons accessing these BPA resources from remote locations.  Personal use of these resources may result in termination of system access.

6. Telephone sets may be provided.  However, additional phone lines and facsimile machines will not be provided, unless there is specific justification.  (Public Law 104-52 allows federal agencies to use funds to install telephone lines and necessary equipment and to pay monthly charges of employees who have been authorized to work at home.)  Employees may be provided telephone credit cards. Telecommuting employees should fully utilize the features of the BPA voice mail system.  Home answering machines may be used, but will not be provided by BPA.

B. Expenses:  Several telecommuting expenses are payable by the employee’s organization, with prior management approval, in writing: 

1.  Charges for long-distance calls made via BPA furnished calling cards;

2.  Other costs that would be incurred by the government regardless of the work site location. 

C. Office Supplies:  Employees should be allowed to obtain typical supplies such as paper, pencils, paper clips, file folders, etc. from the traditional work site.  The employee is responsible for transporting supplies.  BPA will not compensate employees who purchase their own supplies.

X.
GENERAL:

Official Duty Station:  The employee’s designated "official duty station" will continue to be the traditional work site, not the alternate work site.

Salary and Travel Determinations:  Salary rates, locality pay, and travel reimbursements will be based on the official duty station, not the location of the employee's home or other telecommuting work site.

Safety and Liability:  The home workstation, not the entire home, will be considered for safety and liability purposes.  Safety inspections of the employee's home work site are authorized, usually with 24-hour notice.  Inspections generally will not be done unless there is a reason for concern.

Utility Expenses:  Public Law 104-52 allows federal agencies to use funds to install telephone lines and necessary equipment, and to pay monthly charges of employees who have been authorized to work at home.  However, it is not BPA’s policy to do so on a regular basis.  Payment of other utility expenses is not authorized.

Library Services:  BPA library services are provided at the traditional work site only.

Parking:  Eligibility for BPA carpool and parking benefits will be in accordance with current policy guidance for those programs.  For this purpose, telecommuting employees working less than 40-hours per week at the traditional work site will be considered part-time.

Tax Implications:  State income taxes will continue to be withheld based on the employee's official duty station (traditional work site) and not the alternate work site.  Employees interested in possible tax deductions because of their work-at-home status should consult their tax advisors.

ATTACHMENT A

	BPA F 3250.03e

(10-05)
	U.S. DEPARTMENT OF ENERGY

BONNEVILLE POWER ADMINISTRATION
	Electronic Form Approved by Forms Mgmt. – 10/31/2005

	
	TELECOMMUTING WORK AGREEMENT
	


	The Telecommuting Guide is available at: http://webip1/ebr/personnelservices/letters/pl610-03.doc
 The following constitutes an agreement for telecommuting between:


	Employee Name
	Immediate Manager’s Name – for BPA

	     
	     

	Job Title/Series/Grade
	Immediate Manager’s Title

	     
	     

	Official Duty Station
	Routing

	     
	     

	Alternate Duty Station
	Address
	City
	State
	ZIP Code

	 FORMCHECKBOX 

	Home
	     
	     
	     
	     

	 FORMCHECKBOX 

	Satellite Center
	     
	     
	     
	     

	Type of Agreement: (Check one appropriate box. Information used for reporting purposes. See Personnel Letter 610-3, Section IV, for more details. Provide additional information in item 15 below, if needed.)

	 FORMCHECKBOX 

	Medical: accommodate employee medical issues.
	     

	 FORMCHECKBOX 

	Regular: typically recurring one to three days per workweek, except as noted in Personnel Letter 610-3.
	     

	 FORMCHECKBOX 

	Situational: temporary, intermittent, short-term, project-oriented work.
	     

	Telecommuting Agreement Period

	If the initial telecommuting arrangement exceeds 90 days, the employee agrees to a 90–day trial period. At the end of 90 days, the employee and immediate manager will discuss the experience and work results, and make any adjustments. If the trial results are deemed successful, the manager may then authorize continued telecommuting in accordance with this agreement, for up to one year from the agreement start date (includes the trial period). Extension beyond one year requires a new work agreement.

	 FORMCHECKBOX 

	Trial period beginning:
	(Date)
	and ending
	(Date)

	
	
	     
	
	     

	 FORMCHECKBOX 

	Agreement period beginning:
	(Date)
	and ending
	(Date)

	
	
	     
	
	     

	Agreements/Conditions

	1. Employee voluntary requests participation in the telecommuting program. Either the employee or the immediate manager may terminate this agreement at any time.

2. Employee will adhere to all current and future telecommuting program guidelines and policies.

3. Employee’s Official Duty Station will remain as indicated above. The Official Duty Station will be used to determine pay rates, travel entitlements, and withholding of state income tax. The employee understands all guidelines applicable to the Official Duty Station are equally applicable to home or satellite work site.

4. Employee will maintain a “successful” job performance in accordance with the employee’s performance plan, rated by the immediate manager. The manager will determine criteria, objectives, and milestones for work to be performed at the alternate site.

5. Employee agrees to work the original agreed upon or management revised work schedule attached to this agreement. The immediate manager reserves the right to alter the employee’s work schedule to accommodate business need.

6. Employee understands that telecommuting work time is official duty time and is expected to perform BPA business only. Employee will not be responsible for the care of others during work hours.

7. Employee will obtain the immediate manager’s approval of all leave prior to taking leave.

8. Employee will complete the Annual Employee Time and Labor Worksheet each pay period and submit to the immediate manager. Employees will report regular time spent telecommuting under the appropriate time reporting codes (TELM, TELR or TELS).

9. Employees covered by the provisions of Fair Labor Standards Act (FLSA) agree that they will not work overtime at the alternate work site unless ordered by their immediate manager.

10. Employment at the alternate work site is treated the same as employment at the traditional work site for all purposes, including Federal Employees Compensation Act (FECA). The employee will notify the immediate manager immediately of any accident or injury occurring at the alternate work site during scheduled work times. The immediate manager will investigate all reports immediately following notification.

11. Employee will permit safety inspections of the home work site usually with at least 24 hours notice.

12. Employee understands that BPA will not be responsible for operating costs; home maintenance; utilities; service, maintenance, damage or replacement of privately owned equipment; or any other incidental costs not expressly authorized. Authorized costs must be approved in writing by the immediate manager, prior to incurring them.

13. Employee will protect information used at the alternate site in accordance with established BPA policies, practices, and procedures, and comply with all BPA computer security guidelines.


	BPA F 3250.03e (Page 2)

(10-05)
	TELECOMMUTING WORK AGREEMENT
	Electronic Form Approved by Forms Mgmt.-  10/31/2004

	(Continuation Sheet)

	

	14. Use of government supplies and equipment will be in accordance with established BPA policies, practices, and procedures, the same as at the traditional work site. Employee understands and agrees that BPA property will be used for official BPA business only. The following government–owned equipment will be provided and maintained by BPA to support this agreement:

	     

	15. Other agreements/conditions

	     

	I voluntarily requested this arrangement and agree to the terms and conditions above.
	

	Employee’s Signature
	Date

	     
	     

	I authorize this arrangement in accordance with terms and conditions above.
	

	Immediate Manager’s Signature
	Date

	     
	     

	

	

	Attachment:

	Work Schedule(s)

	

	cc:

	Telecommuting Program Coordinator – CHM-1

	     


Personnel Letter 610-3 (Rev.), March 2006
Supersedes PL 610-3 (Rev.) dated April 2004
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