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PURPOSE

This Personnel Letter describes Bonneville Power Administration’s (BPA) policy and procedural requirements for the use of telework by federal employees.  

REVISIONS 
· Revises terminology and updates guidance consistent with the Telework Enhancement Act of 2010. http://www.opm.gov/Employment_and_Benefits/WorkLife/WorkplaceFlexibilities/Telework/ 
· Complies with the Office of personnel Management Guide to Telework in the Federal Government, April 2011: http://www.telework.gov/guidance_and_legislation/telework_guide/index.aspx
· Supersedes PL 610-03, dated March 20, 2006.
BPA BUSINESS OBJECTIVE

Telework can help make employees more effective in their jobs and increase employee job satisfaction by decreasing employee commute times and promoting work/life balance.  Telework can also enhance BPA’s ability to attract and retain the best possible workforce.  In addition, this flexibility allows BPA to meet its business obligations to the region during an emergency or pandemic situation by enabling continuity of operations. 
POLICY SUMMARY 
BPA recognizes that employees need to balance their professional life with their personal, health, and family responsibilities.  One way that BPA supports employees in balancing work and other needs is through flexible work arrangements that allow employees to telework from home or another designated site for part of the work week.  The goal of this policy is to enhance the use of telework at BPA in order to better meet business objectives. 
All BPA federal annual employees are eligible for telework and participation is voluntary.  However, it is not a right and not all duties are suitable for telework.  BPA hourly employees are not eligible for telework.  BPA’s contractor workforce is not covered by the guidelines in this policy.
The manager and employee should work together to determine criteria, objectives and milestones for work to be performed when teleworking.  Employees and managers are required to complete training and assess the requesting employee’s appropriateness for participation in the telework program prior to establishing a Telework Agreement.  Employees approved to telework will need to meet the terms and conditions outlined in the Telework Agreement.
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I. COVERAGE

This Personnel Letter applies to BPA federal employees only.  BPA’s contingent workforce is not covered by the guidelines in this policy.
II. DEFINITIONS
Alternative Worksite

A defined work space in an employee’s home, a BPA-designated satellite work center or other location unique to a specific request.  

Contingent Workforce


Non-employee contract labor performing work essential to BPA activities.  Types of the contingent workforce include supplemental labor, consulting services, and outsourced services that perform engineering services, professional services, facilities maintenance, and construction. 
Business Continuity of Operation Plan (COOP)


Refers to measures designed to ensure that functions essential to the mission of the Agency can continue to be performed during a wide range of emergencies, including localized acts of nature, accidents, public health emergencies, and technological or attack-related emergencies.
Core Hours


Hours during the workday, workweek, or pay period that are within the tour-of-duty during which an employee is covered by a flexible work schedule and is required by the agency to be present for work, including while teleworking.  BPA core hours are 9 a.m. to 3 p.m.
Official Duty Station

An employee’s official worksite location as documented in the employee’s official personnel File.
Telework or Teleworking (formerly Telecommute or Telecommuting)

A flexible arrangement under which an employee performs the duties and responsibilities, and other authorized activities, from an approved worksite other than the location from which the employee would otherwise work.  
Tour-of-Duty

The hours of a day (a daily tour-of-duty) and the days of an administrative workweek (a weekly tour-of-duty) that are scheduled and approved in advance.

III. RESPONSIBILITIES
A. The Telework Managing Officer (TMO) is a designated executive official at the U.S. Department of Energy (DOE).

B. Chief Human Capital Officer (CHCO) or his/her delegate  
1. Notifies, by June 7, 2011, all annual and hourly federal employees of their eligibility for telework based on the position to which assigned in compliance with the provisions of the Telework Enhancement Act of 2010; 

2. Notifies, after June 7, 2011, all new hires of their position’s eligibility for telework within one week of reporting for duty;  
3. Notifies ineligible annual employees;  
4. Promotes the enhanced use of telework per the Telework Enhancement Act of 2010;  

5. Approves policies and procedures for BPA’s telework program consistent with current laws and Office of Personnel Management (OPM) regulations; 
6. Evaluates the effectiveness of the telework program;
7. Provides advice and assistance to managers and employees regarding telework; and 
8. Ensures that Human Capital Management (HCM) submits reports, as required, to the DOE and/or the OPM on a quarterly and annual basis.
C. BPA Telework Coordinator

1. Administers the telework program;

2. Collects, tracks and monitors Telework Agreements;  
3. Proposes policy and program guidance;  

4. Provides training and information to employees and managers; and 
5. Prepares quarterly and annual reports as required by the BPA TMO, the DOE and the OPM. 
D. Managers/Supervisors (or acting)
1. Initiate a discussion with employees before approving, disapproving, modifying or cancelling Telework Agreements and related requests (e.g., equipment, tasks, etc.); 
2. Ensure that Telework Agreements comport with the provisions of the policy; 

3. Review Telework Agreements annually (normally during the annual performance appraisal rating);

4. Ensure that prior to approving a Telework Agreement, the employee and manager have completed the established telework training; 

5. Evaluate Telework Agreements in a timely manner (generally, within 2 weeks) to ensure that approval, modifications or disapproval are based upon the criteria outlined in this Personnel Letter, unless the Telework Agreement is a result of a reasonable accommodation.  In that case the review is within HCM’s Reasonable Accommodation Office’s authority;  
6. Ensure an annual review of all Telework Agreements normally at the start of the fiscal year when new performance standards are put in place;
7. Cancel the Telework 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; 
8. Integrate telework to the fullest extent possible to ensure continuity of operations;
9. Require for Agency mission and business related needs, with reasonable notice, that the employee temporarily work at the traditional office during previously scheduled telework times; 

10. Ensure the Telework Agreement is updated as circumstances change; 

11. Ensure the employee understands and agrees with the terms and conditions of the Telework Agreement;
12. Ensure that communication requirements and methods are established prior to teleworking (and maintained during teleworking) that facilitate communication with the employee’s manager, impacted work group and other collaborative partners;

13. Establish clear performance expectations and monitor and effectively evaluate the employee’s performance; 
14. Maintain fairness in assigning work and rewarding performance;
15. Discuss with new employees, if eligible, how to participate in telework; 

16. Ensure equipment and other related expenses meet business objectives;  
17. Ensure that employees who telework report their time under the correct time reporting code(s); 
18. Ensure employees that teleworkers shall receive the same opportunities as non-teleworkers; and  
19. Managers shall communicate clear and specific requirements for evaluation of the telework program, collaboratively between the manager and employee/teleworker. 
E. Employees
1. Initiate telework participation request if desired;  

2. Ensure that Telework Agreement comports with the provisions of the policy;
3. Employee may cancel their Telework Agreement anytime; 
4. Continue to assess telework arrangements to ensure effectiveness;

5. Be familiar with the Agency’s emergency plans (continuity plan, pandemic plan, etc.) and their manager’s expectations for how they will telework during such events; 
6. Ensure that communication requirements and methods are established prior to teleworking that facilitate communication with the employee’s manager, impacted work group and other collaborative business partners;
7. Maintain a “meets” or higher performance rating and the terms and conditions of a Telework Agreement;  
8. Ensure that applicable policies and procedures are followed with regard to removal of/accountability for government property, records and documents; approval of overtime, leave, alternative work schedule, etc.;

9. Keep informed on current Information Technology policies;   
10. Employee should evaluate their use of the Telework program collaboratively with their manager; and 
11. Document all time spent teleworking under the appropriate time reporting code(s).
IV. EMERGENCY RESPONSE TELEWORKING – BUSINESS CONTINUITY of OPERATIONS 
A. When BPA has activated business continuity teams this policy is superseded by directions from those teams.  
B. Planning and integrating telework into a work group’s operations will help protect BPA employees and ensure that BPA delivers on its business obligations in the event of a serious emergency situation or pandemic health crisis.  Managers are encouraged to plan and implement teleworking to the fullest extent possible within their workgroup to ensure continuity of operations.  

C. BPA employees who have been identified as key support staff for Business Continuity purposes should have adequate technological capacity in terms of equipment, software, remote access and connectivity, and should adhere to BPA’s telework guidance to the extent possible.  
D. Employees who have an approved Telework Agreement should plan to telework during dismissal and closure procedures due to weather and other emergencies.  

V. TELEWORK ARRANGEMENTS, WORK SITES AND OFFICIAL DUTY STATION 
A. Telework schedules can cover three types of telework arrangements:  medical, regular, and situational.  Telework Agreements can be short-term to accommodate a specific situation, including up to a 90 day trial period, or ongoing in nature.  Telework Agreements must be renewed annually.  The types of arrangements are:
1. Medical:  Telework arrangements where an employee is working at the alternative work site 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 maternity delivery.  

2. Regular:  Telework arrangements at the alternative work site each week.  Full workdays are recommended to achieve maximum teleworking advantages (i.e., reduce commuting time, improve productivity, and reduce adverse environmental impact). 

3. Situational:  Telework arrangements where an employee is working at the alternative work site 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 telework on a regular basis.  
B. There are certain circumstances where employees may be allowed to work at the alternate work site up to full-time.  These circumstances may include:
1. Telework arrangements for reasonable accommodation for persons with disabilities;
2. Ill or injured employees who are able to perform duties in a home setting during recovery;

3. Injured employees who are covered by the Federal Employees’ Compensation Act (FECA) under the Office of Workers Compensation Program. http://www.dol.gov/owcp/dfec/regs/compliance/ca-11.htm  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; and 
4. Other reasons where it may be mutually beneficial to BPA and the employee for a business need.  
C. Alternative worksites may include:
1. A defined work space in an employee's home;
2. A BPA-designated satellite work center where other teleworkers may also work; or
3. Another location unique to a specific request.
D. The employee's designated “official duty station” will continue to be the traditional work site contained in the employee’s SF50.  Rates of basic pay, locality pay, and travel reimbursements will be based on the official duty station, not the location of the employee’s alternative worksite. 
VI. HOURS OF DUTY, OFFICIAL USE OF TIME AND CERTIFICATION OF WORK HOURS 

A. Hours of Duty:  The existing rules on hours of duty that pertain to employees working at the traditional worksite also apply to teleworkers.  Work performed after normal hours of duty (unless approved in advance by the manager), on a voluntary basis, while commuting to the official duty station, or while in travel status does not constitute telework.   

B. Flexischedule:  Employees participating in telework may work a flexischedule, including flexible arrival and departure times in accordance with Personnel Letter 610-05.  

C. Overtime and Premium Pay:  Employees in a telework arrangement are required to request approval for overtime and premium pay in the same manner they do at the traditional work site.  Non-exempt employees covered under the Fair Labor Standards Act (FLSA) must request prior authorization to work overtime at the alternate worksite, unless ordered to do so by the manager, in accordance with Personnel Letter 551-01. 
D. Excused Absence:  Authority for managers to grant excused absence at the alternate work site is the same as at the traditional worksite.  However, when normal operations are interrupted by events beyond the control of managers or employees, excused absence is applied accordingly:
1. Late arrival excused absence is not granted to teleworkers as the employee must arrive at the work site (official duty station) to be granted the excused absence; 
2. Early dismissal excused absence, with the exception of early dismissal for holidays or from a higher authority (e.g., DOE, President, etc.) is not granted to teleworkers already working from the alternate worksite as they can continue (and are expected) to work from the alternate worksite;
3. Building closure excused absence is generally not granted to teleworkers already working from the alternate worksite.  To achieve business objectives, employees who have a Telework Agreement in place may be directed to telework from the alternate worksite.  Determination of the closure and approval of excused absence will be made at the time of each situation and communicated to all employees by administrative order;
4. If there are unusual circumstances that prevent telework employees’ from working at their home or authorized telework sites, managers may grant excused absence. They should first consult with the BPA Telework Coordinator before granting any excused absence.  Excused absence shall be granted, if necessary, for a reasonable time (e.g., power outage).  
E. Official Use of Time:  Employees shall use telework time for official purposes only. 

F. Certification of Work Hours:   Employees are required to report all time during telework by using the appropriate time reporting codes on their timesheet.  Managers must ensure that employees record all time and telework time appropriately.  Credit hours, compensatory time, overtime, etc. that is earned while in telework status are recorded just as if they were earned at the employee’s official duty station.  Time spent teleworking must be reported with the following time reporting codes: 

	Type of  Telework Arrangement
	Time Reporting Codes

	Medical
	TELM

	Regular
	TELR

	Situational
	TELS


VII. ELIGIBILITY AND PARTICIPATION 
A. Eligibility:  All annual federal employees are eligible for telework unless they are deemed ineligible for reasons in part B of this section. All new annual employees will be notified of eligibility during attendance at New Employee Orientation (NEO) or within one (1) month of employment. 
B. Ineligibility: 
1. BPA hourly employees.

2. In accordance with the Telework Enhancement Act of 2010, annual employees who have been formally disciplined for the following reasons are ineligible to telework for as long as the disciplinary action remains in the employee’s Official Personnel Folder: 

a. The employee has been officially disciplined for being absent without permission for more than 5 days in any calendar year; or

b. The employee has been officially disciplined for violations of subpart G of the Standards of Ethical Conduct for Employees of the Executive Branch for viewing, downloading, or exchanging pornography, including child pornography, on a Federal Government computer or while performing official Federal Government duties. 

3. Positions that on a daily basis involve direct handling of classified materials or an on-site activity that cannot be handled at an alternative worksite (i.e., information that must be processed on a secured network that is only available at the BPA work site).  Employees occupying such positions shall be notified in writing (including the specific business reason that management has determined the employee to be ineligible) no later than February 1 of each calendar year. 
C. Participation Requirements.  To participate in telework, an employee must:
1. Complete telework training (employee and manager);

2. Have adequate equipment in place (BPA is not obligated to pay expenses but may provide additional equipment for telework);  
3. Maintain a “meets” or higher performance level; 

4. Have dependent care arrangements in place (if needed); 
5. Establish and maintain a safe alternate worksite;

6. Discuss the terms and conditions of the telework arrangement; and
7. Establish a signed Telework Agreement.  

D. Requests:  Employees should notify their managers if they would like to discuss telework participation.  Prior to entering into a Telework Agreement, employees and managers should discuss participation considerations outlined in this section and when possible resolve any obstacles and set mutual expectations.  Generally, managers should complete the evaluation of an employee request within 2 weeks. 

E. Participation Considerations:  Participation in telework is voluntary.  BPA managers will not modify jobs or assign duties solely to accommodate telework.  However, most jobs include some duties that are considered to be “portable” in that they generally can be performed at an approved alternative worksite.  Examples of portable work are:  reading reports, analyzing or creating documents and studies, preparing written letters, memorandums, reports, contracts, schedules, and other documents; developing software; scheduling meetings and responding to e-mail; and participating in conference calls and LIVE Meeting, etc.   

Managers and employees should review the following considerations to determine whether telework participation is appropriate for the position and set expectations accordingly:
1. Work Standards
a. The employee's ability to work independently and alone for long periods of time;
b. Any obstacles the employee may face when working in an environment without traditional structure and support systems;
c. Any obstacles related to accessing large amounts of hard-copy data or sensitive information;  
d. How communication and collaboration with the manager, peers, clients or the general public will be maintained;   
e. How to successfully remain a member of the work team; and

f. The employee’s ability to work without access to materials that cannot be removed from the employee’s official duty station.
2. Duties
a. Existing job duties that may be appropriate for telework.  Different job duties will not be assigned to enable the employee to participate, and not all duties are appropriate; 
b. Assigned duties should be measureable to gauge the employee’s performance; and
c. Informational needs from other sources (research, other employees, etc.) to complete the telework duties.
3. Communication 
a. Requirements for access to the employee at the alternative worksite by the immediate manager, the employee’s work group and other work groups during duty hours;
b. Obstacles and adjustments the manager and work group may face because the employee is teleworking; and 
c. Basic work processes and how they may need to change to accommodate teleworking.
4. Work Space 
a. Distractions that may occur at the alternate work site and how to deal with them;
b. Additional costs that might be incurred and who will pay for them; and 

c. Whether the employee will need infrastructure support (such as highly specialized or very expensive equipment, etc.).

5. Other
a. A possible trial period of up to 90 days; and 
b. Other issues unique to that employee, immediate manager, or work group.
F. Approved Requests:  Once the employee and manager understand the requirements of this guidance and have agreed mutually upon telework expectations, the manager and employee must complete the required telework training (see section IX) within 2 weeks.  A Telework Agreement cannot be approved without the manager and employee completing the required training.  
G. Disapproved Requests:  When a telework request is denied, the manager is required to document the specific business reason for disapproval of the Telework Agreement.  Managers must return a signed and dated copy to the employee and the Telework Coordinator.

If an employee’s request to telework has been disapproved, employees shall be notified of their right to grieve the decision (see Section XI).  Reasons for disapproval include:
1. The employee is ineligible (Section VII, Part B);
2. The employee has not met the requirements for participation (Section VII, Part C).  Please indicate which requirement(s) has/have not been met on the Telework Agreement;
3. Participation considerations could not be agreed upon (Section VII, 
Part E).  Please indicate the participation consideration category(s) (work standards, duties, communication, or other) on the Telework Agreement. 

H. Reasonable Accommodation:  An individual with a disability may request to telework as a reasonable accommodation under the Americans with Disabilities Act (ADA).  Employees requesting telework as a reasonable accommodation should contact the Reasonable Accommodation Coordinator directly.  

VIII. TELEWORK AGREEMENT

The Telework Agreement provides clarity of work objectives, expectations of the employee and manager, and a reference for future change in the work arrangement, if necessary.  Employees and managers are expected to discuss the telework arrangements during annual performance reviews and should meet periodically to review and discuss the Telework Agreement and mutual expectations.
A. Telework Agreements Establish:
1. The type of telework arrangement (regular, situational, or medical);

2. Whether a trial period is needed, and the agreement period;

3. The alternate worksite location and contact information;
4. The employee’s work plan for telework;  

5. How communication expectations will be met with the employee’s manager, clients, peers, work group and other work-dependant groups; 
6. That the employee and manager agree to the terms and conditions stated on the agreement and the requirements of this Personnel Letter;
7. That the employee is voluntarily participating in telework; 
8. The type of duties to be performed subject to business-related requirements, operational needs, and sensitive informational needs;

9. Remote access and IT equipment arrangements; and 

10. The manager’s approval for telework. 

B. Modification:  Managers must discuss the reasons for all modification with the employee and document the modifications on the Telework Agreement.  A signed copy of the modified Telework Agreement must be forwarded to the Telework Coordinator.  Generally, an agreement may be modified for the following situations:

1. An employee with an existing Telework Agreement that authorizes either “regular” or “situational” telework who has a need to telework for medical reasons must revise their existing Telework Agreement to reflect the basis for telework.  If the medical reasons are expected to last more than a few days, an employee will follow Section VII (H) above.
2. 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 Telework agreement with the immediate manager for the detail position.
3. When a new manager assumes supervision of a group, all existing Telework Agreements in the group should be reviewed by the new manager.  Managers may modify the existing Telework Agreement according to their expectations or business needs following a discussion with the employee.

C. Cancellation:   Managers and employees may cancel the Telework Agreement at any time.  Managers must discuss the reasons for cancellation with the employee and document their reasons on the Telework Agreement.  A signed copy of the cancelled Telework Agreement must be forwarded to the Telework Coordinator.  Generally, an agreement may be cancelled for the following situations:
1. Employees may cancel their agreement at any time by informing their manager in writing.
2. Managers may cancel the agreement at any time (after discussion with the employee) based upon changes in business/work needs, employee abuse of the privilege or failure to meet the terms and conditions of the agreement and this Personnel Letter.  Such reasons shall be documented in writing with a copy provided to the employee.
3. When a new manager assumes supervision of a group, all existing agreements in the group should be reviewed by the new manager.  Managers may cancel the Telework Agreement according to their expectations or business needs and notify the employee in writing as to the specific reasons the agreement is being cancelled.
4. Telework Agreements are automatically cancelled if the employee changes permanent positions.  A new agreement must be established with the manager of the new position.  A trial period may be required.

D. Renewal:  Renewal of Telework Agreements must be completed after 1 year and each year thereafter.  Renewed agreements will honor the most current telework guidance and a new trial period is not required. 

E. Submittal:  Telework arrangements must be completed, approved and submitted electronically on the Telework Agreement, BPA F3250.03e (Attachment A), accessible on E-Forms.  A copy of the Telework Agreement must be e-mailed to HCM’s Telework Coordinator mailbox in Outlook.  For managers unable to 
e-mail the agreement, a printed copy must be forwarded.
IX. TRAINING
The Telework Enhancement Act of 2010 requires agencies to ensure that interactive telework training is completed prior to entering into a Telework Agreement.  
A. Employees: 
1. Teleworkers who have an existing Telework Agreement in place prior to December 9, 2010 are exempt from the telework training requirement until the next renewal of their Telework Agreement.  Those employees wanting their Telework Agreement to be renewed must complete the training prior to approval.
2. Teleworkers who have a Telework Agreement executed after 
December 9, 2010 must complete interactive telework training within 
30 days of the effective date of this policy or within 2 weeks of receiving a new telework request (whichever is earlier).
B. Managers:
1. Supervisors and managers of employees with current Telework Agreements must successfully complete telework training for managers within 30 days of the effective date of this policy.  

2. All supervisors and managers of annual employees, whether or not those employees have Telework Agreements in place, must successfully complete telework training for managers by January 31, 2012 or within 2 weeks of receiving a new telework request (whichever is earlier).   

X. PERFORMANCE MANAGEMENT

Effective performance management is a key component of a successful telework program.  Employees must maintain a “meets” or higher performance rating to continue participation in telework.  Teleworkers will be held accountable for the results they produce while teleworking the same as non-telework employees.  Management expectations for performance should be clearly addressed in the employee’s performance plan and in the terms and conditions of the Telework Agreement.  Performance plans and Telework Agreements should be reviewed annually to ensure the standards do not create inequities or inconsistencies between teleworking and non-teleworking employees.
XI. GRIEVANCES 

Telework participation is voluntary and is not an employee right.  However, employees who have been denied a request to participate in telework or whose Telework Agreement has been cancelled or modified may file a grievance.  Bargaining unit employees must file grievances in accordance with the applicable Collective Bargaining Agreement(s).  Contact either AFGE Local 928 at (503) 230-4170 or PDL Local 335 at (503) 230-3969.  Non-bargaining unit employees must file grievances through formal administrative grievance procedures outlined in Personnel Letter (PL) 771-01, “Administrative Grievance Procedure”. 
XII. EQUIPMENT, EXPENSES AND SUPPLIES

A. Equipment:  The teleworking Tier I or II organization will provide consistent and cost-effective parameters regarding the availability of office equipment necessary for telework.  Information Technology (IT) will provide cost-effective and secure remote access capability to all work-related applications.  BPA is not obligated to provide equipment for both the employee’s official duty station and an alternative worksite.  Any equipment that is disbursed will be documented in the Telework Agreement. 
1. The IT group requires that employees connecting to the BPA network from any off-site location use BPA-sanctioned remote access.
2. Employees will work through their supervisor to obtain the necessary equipment from the IT group to telework if needed. 

3. The IT group will provide a pool of laptops or similar devices for situational teleworkers who telework 1-6 times per month.  This equipment may be checked out and returned for each occurrence of teleworking.

4. The IT group will provide a laptop or similar device (replacing desktop) for each teleworker who teleworks on a regular, recurring basis or more than 6 times per month. 

5. An employee with an approved reasonable accommodation will be provided with appropriate equipment to satisfy the accommodation.  
An employee who cannot physically transport or carry the equipment should contact the Reasonable Accommodations Coordinator for further assistance.
6. An employee-owned home computer system may be used offline (without remote access to the BPA network) to create or edit unclassified documents (i.e., non-official use only, non-sensitive, or non-critical infrastructure-related documents).  For consultation on what types of documents are considered official use only, sensitive, or critical, please talk with your manager or visit BPA Security & Emergency Response – Information Security on BPA Connection. (http://internal.bpa.gov/Policy/Security/Pages/InformationSecurity.aspx)
7. BPA assumes no responsibility for upgrading, maintenance, damage, or replacement of any employee-owned equipment used for telework purposes unless caused by BPA resources. 
8. BPA-licensed software will not be issued for use on non-BPA owned equipment.  

9. The IT Help Desk will provide support only for BPA-issued computer equipment.  
10. Remote access to the BPA Network and computer equipment is for work purposes only.  BPA limited personal use policies also apply to persons accessing these BPA resources from remote locations.  Improper personal use of these resources may result in termination of remote access capabilities and appropriate disciplinary action.  
11. Telephone headsets and other necessary equipment may be provided at the expense of the employee’s organization.  Employees may be provided BPA-furnished calling cards for long distance calls based on approved business needs.  
12. Telework employees may use the features of the BPA voice mail system.  Employees should update their voice mail greeting to inform callers if they are available at another phone number.  
13. BPA will not provide or maintain or pay for or reimburse for telecommunication services (such as internet access via a personal cell phone, DSL, cable modem, dial-up, etc. or home telephone expenses) to support telecommuting from a non-BPA work site, except for long-distance charges that are required as part of the employee’s official duties. 
B. Expenses:  With written manager approval, other costs that would be incurred by BPA regardless of the work site location may be paid by the employee’s organization.  

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

XIII. OTHER
A. Safety and Liability:  Teleworkers are expected to have a safe, offsite work environment.  The home workstation, not the entire home, will be considered for safety and liability purposes.  If there is a reason for concern, management will document their concern, meet with the employee to discuss, and inspect the home workstation only if necessary (with at least 48-hour notice during the employee's tour-of-duty hours).

B. 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.

XIV. REFERENCE
· Public Law 106-346, § 359, 2000
· Public Law 108-447, Division B, § 622 of December 8, 2004
· Public Law 108-199, Division B, § 627 of January 23, 2004

· Public Law 111-292, “Telework Enhancement Act of 2010”
· OPM Guidance on the Telework Enhancement Act of 2010, 12/13/10
· American Federation of Government Employees, Local 928 Collective Bargaining Agreement, dated August 1997

· Professional Division of Laborers’ International Union, Local 335, Collective Bargaining Agreement  
/s/ Roy B. Fox
Roy B. Fox

Chief Human Capital Officer
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[image: image1.emf]  The following  constitutes an agreement for telework between the employee and manager. The employee voluntary requests participation  in the telework program. Either the employee or the immediate manager may terminate this agreement at any time.   (Hourly emp loyees are not eligible for telework.  BPA’s  Con tingent workforce  are not covered under BPA’s telework policy)   (See   Personne l Letter    610 - 3   .  for policy guid ance) .   Privacy Act Statement   The collection of the requested information is authorized by 42 USC § 7101, et. seq. ,  Sec. 359 of P.L. 106 - 346 , and P.L. 111 - 292 Telework  Enhancement Act  and is covered by Privacy Act System of Records OPM/GOVT - 1 and DOE - 2.   The primary purpose for requesting this  information is to implement and monitor BPA’s telecommuting policy. Authorized routine uses that may be made of this information are  specified in the published Federal Register notice for Privacy Act System of Recor ds OPM/GOVT - 1 and DOE - 2.  Disclosure of the  requested information is voluntary; however, failure to provide the requested information means that your request to telecommute may be  denied.   Employee Name  Employee’s Routing                                    Employee’s Job Title   Series/Grade Level:  Employee’s Official Duty Station                                                    Employee’s  Immediate Manager’s Name  Employee’s  Immediate Manager’s Title                                     Telework Location    City  State  ZIP Code  BPA Cell Phone No.    Home                                                    Other                                                                   T ype of Agreement :   ( Check  one  appropriate box . Information used for reporting purposes. See Personnel Letter 610 - 3, Section IV,  for more deta ils. )    MEDICAL   (TELM) : accommodate employee medical issues.   (Do not provide personal medical infor mation)                    REGULAR (TELR) : typically recurring one to three days per  workweek, except as noted in Personnel Letter 610 - 3 .                    SITUATIONAL (TELS) : temporary, intermittent, short - term, project - oriented work.                     Tele work  Agreement Period   If the initial tele work  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 tele work  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.   (Date)   (Date)    Trial  period beginning:                  and ending                   (Date)   (Date)    Agreement  period beginning:                  and ending                  



[image: image2.emf]  Terms and Conditi ons:  Check the boxes below during the discussion between employee/manager, prior to  teleworking.  Telework may not be authorized if the employee does not comply with all of the items   listed  below .      I am volunteering to T elework.       I have   taken the required telework  training .      I have sufficient amount of portable work for the type of telework being proposed .        I  will  adhere to all  telework program guidelines and policie s.         I understand that I  must maintain a  meets  or higher performance rating during each calendar year to continue participation of             telework.      I can  work independently and will  maintain good communication with m y manager, co - workers, and customers that will enable a             relatively seamless transition from onsite to offsite.       I understand that I  am (or  will )   be  considered  ineligible to telework if  I   ha ve  been officially disciplined for being  absent without                leave   ( AWOL) for more than 5 days,  or b een officially disciplined for viewing, downloading, or exchanging pornography including                child pornography, on a Federal Government computer or while performing official Federal Gov ernment duties.       My  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.  I  understand all guidelines appl icable to the Official Duty              Station are equally applicable to home or satellite work site.       I  agree to work the original agreed upon or management revised work schedule. The immediate manager reserves the              right to alte r the work schedule to accommodate business need s .       I  understand that tele work time  is official duty time and I am  expected to perform BPA business only.  I agree that  will not be              responsible for  the direct care of others during  official duty time .       I  will obtain  my  immediate  or acting  manager’s approval of all leave or earning credit hours or overtime/compensatory time ,  pursuant to federal regulations and union Collective Bargaining Agreements .               (Employe es covered by the provisions of Fair Labor Standards Act (FLSA) agree that they will not work overtime at the alternate              work site unless ordered  or authorized  by their immediate  or acting  manager.)       I  will report  regular  time sp ent tele working  under the appropriate time reporting codes  (TELM, TELR or TELS) .       My proposed home  workstation space is safe.  I will take necessary corrective actions to eliminate potential safety hazards in the  home workstation prior to  teleworking.        Employment (teleworking) 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).  I  agree to report to  my man ager   I mmediately any job - related incident             that results in or has the potential to cause injury, illness, or property damage and to   complete any required forms .  The immediate              manager will investigate all reports immediately following noti fication.         I  understand that BPA will not be responsible for operating costs; home maintenance; utilities; service, maintenance,              damage or replacement of privately owned equipment;  used for telework purposes unless caused by B PA resources   or any other  incidental costs not expressly authorized. Authorized costs must be approved in writing by the immediate manager, prior to incurring  them.         I  will protect information used at the alternate site in accordance wit h established BPA policies, practices, and   procedures,   and             will  comply with all BPA computer security guidelines.      I will have remote access for my BPA e - mail and network to accomplish work (e.g. web mail key, remote access perm ission, use             of a loaner laptop computer or assigned BPA computer).         My u se of government supplies and equipment will be in accordance with established BPA policies, practices, and procedures, the                same as at the tradit ional work site.  I  understand and agree that BPA property will be used for official BPA business  o nly. The               following government – owned equipment will be provided and maintained by BPA to support this agreement:   ( Please i ndicate if               you ha ve been  issued a BPA Laptop Computer and the property tag number).                       Other equipment/agreements/conditions/work schedule  (Include separate attachment as needed) :                   I voluntarily request this arrangeme nt and agree to the terms and conditions above.    Employee’s Signature     (electronic signature acceptable)   Date                                      Approved                 Disapproved (Select reason below)    I authori ze this arrangement in accordance with terms and conditions above.    Immediate Manager’s Signature   (electronic  signature acceptable)  Date                                    Type of Disapproval or Cancellation   ( Select Type)                    Reason  ( Include Reason for disapproval or cancellation of agreement , as provided in PL 610 - 3 )                    cc: Originating Office Files ;    NHS - 1  (Please  e - mail  a copy of the agreement  to: Telework Coordinator  in Outlook. Or mail a printed copy to Telework  Coordinator -   NHS - 1)    
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		TELEWORK AGREEMENT

		







		The following constitutes an agreement for telework between the employee and manager. The employee voluntary requests participation in the telework program. Either the employee or the immediate manager may terminate this agreement at any time.


(Hourly employees are not eligible for telework. BPA’s Contingent workforce are not covered under BPA’s telework policy) (See Personnel Letter  610-3 . for policy guidance).





		Privacy Act Statement


The collection of the requested information is authorized by 42 USC § 7101, et. seq., Sec. 359 of P.L. 106-346, and P.L. 111-292 Telework Enhancement Act and is covered by Privacy Act System of Records OPM/GOVT-1 and DOE-2.  The primary purpose for requesting this information is to implement and monitor BPA’s telecommuting policy. Authorized routine uses that may be made of this information are specified in the published Federal Register notice for Privacy Act System of Records OPM/GOVT-1 and DOE-2.  Disclosure of the requested information is voluntary; however, failure to provide the requested information means that your request to telecommute may be denied.



		Employee Name

		Employee’s Routing



		     

		     



		Employee’s Job Title 

		Series/Grade Level:

		Employee’s Official Duty Station



		     

		     

		     



		Employee’s Immediate Manager’s Name

		Employee’s Immediate Manager’s Title 



		     

		     



		Telework Location



		

		City

		State

		ZIP Code

		BPA Cell Phone No.



		 FORMCHECKBOX 


		Home

		     

		     

		     

		     



		 FORMCHECKBOX 


		Other

		     

		     

		     

		



		Type of Agreement: (Check one appropriate box. Information used for reporting purposes. See Personnel Letter 610-3, Section IV, for more details.)



		 FORMCHECKBOX 


		MEDICAL (TELM): accommodate employee medical issues.

(Do not provide personal medical information)

		     



		 FORMCHECKBOX 


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

		     



		 FORMCHECKBOX 


		SITUATIONAL (TELS): temporary, intermittent, short-term, project-oriented work.

		     



		



		Telework Agreement Period



		If the initial telework 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 telework 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)



		

		

		     

		

		     





		Terms and Conditions: Check the boxes below during the discussion between employee/manager, prior to teleworking. Telework may not be authorized if the employee does not comply with all of the items listed below.





		 FORMCHECKBOX 
  I have taken the required telework training.


 FORMCHECKBOX 
  I have sufficient amount of portable work for the type of telework being proposed. 

 FORMCHECKBOX 
  I will adhere to all telework
 program guidelines and policies. 

 FORMCHECKBOX 
  I understand that I must maintain a “Meets
” or higher performance rating during each calendar year to continue participation of 


         telework.

 FORMCHECKBOX 
  I can work independently and will maintain good communication with my manager, co-workers, and customers that will enable a 

        relatively seamless transition from onsite to offsite.

 FORMCHECKBOX 
  I understand that I am (or will) be considered ineligible to telework if I have been officially disciplined for being absent without 

         leave (AWOL) for more than 5 days, or been officially disciplined for viewing, downloading, or exchanging pornography including 

         child pornography, on a Federal Government computer or while performing official Federal Government duties. 

 FORMCHECKBOX 
  My 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. I understand all guidelines applicable to the Official Duty 

         Station are equally applicable to home or satellite work site.


 FORMCHECKBOX 
  I agree to work the original agreed upon or management revised work schedule. The immediate manager reserves the 

         right to alter the work schedule to accommodate business needs.


 FORMCHECKBOX 
  I understand that telework time is official duty time and I am
 expected to perform BPA business only. I agree that will not be 

         responsible for the direct care of others during work hours.


 FORMCHECKBOX 
  I will obtain my immediate or acting manager’s
 approval of all leave or earning credit hours or overtime/compensatory time,                                                                                                        pursuant to federal regulations and/or union Collective Bargaining Agreements
. 

         (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 or authorized
 by their immediate or acting
 manager.)


 FORMCHECKBOX 
  I will report regular time spent teleworking under the appropriate time reporting codes (TELM, TELR or TELS).

 FORMCHECKBOX 
  My proposed home office space is safe and conducive to getting the work done. I will take all necessary corrective actions to

         eliminate any potential safety hazards in the home office prior to teleworking and will permit safety inspections of the home work 


         site usually with at least 24 hours notice. I agree to notify my manager immediately of unsafe and/or unhealthful conditions and 

         practices at the alternative worksite and personal conditions (physical or mental) that adversely affect my ability to perform work in

         a safe and healthful manner.

 FORMCHECKBOX 
  Employment (teleworking) 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). I agree to report to my manager Immediately any job-related incident

         that results in or has the potential to cause injury, illness, or property damage and to complete any required forms. The immediate 

         manager will investigate all reports immediately following notification.  


 FORMCHECKBOX 
  I understand 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.


 FORMCHECKBOX 
  I will protect information used at the alternate site in accordance with established BPA policies, practices, and procedures, and 

         will comply with all BPA computer security guidelines.

 FORMCHECKBOX 
  I will have remote access for my BPA e-mail and network to accomplish work (e.g. web mail key, remote access permission, use

         of a loaner laptop computer or assigned BPA computer).  


 FORMCHECKBOX 
  My 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. I understand and agree 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: (Please indicate if 

         you have been issued a BPA Laptop Computer and the property tag number).      

 FORMCHECKBOX 
  Other equipment/agreements/conditions/work schedule (Include separate attachment as needed):      



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

		



		Employee’s Signature  (electronic signature acceptable) 

		Date



		     

		     



		 FORMCHECKBOX 
 Approved              FORMCHECKBOX 
 Disapproved (Select reason below) 



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

		



		Immediate Manager’s Signature (electronic signature acceptable)

		Date



		     

		     



		Type of Disapproval or Cancellation (Select Type)  FORMDROPDOWN 
 

Reason (Include Reason for disapproval or cancellation of agreement, as provided in PL 610-3)      



		cc: Originating Office Files; 

NHS-1 (Please e-mail a copy of the agreement to: Telework Coordinator in Outlook. Or mail a printed copy to Telework Coordinator- NHS-1)





�AFGE



�AFGE



�AFGE



�AFGE



�AFGE



�AFGE



�AFGE
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		Terms and Conditions: Check the boxes below during the discussion between employee/manager, prior to teleworking. Telework may not be authorized if the employee does not comply with all of the items listed below.





		 FORMCHECKBOX 
  I am volunteering to Telework. 

 FORMCHECKBOX 
  I have taken the required telework training.


 FORMCHECKBOX 
  I have sufficient amount of portable work for the type of telework being proposed. 

 FORMCHECKBOX 
  I will adhere to all telework program guidelines and policies. 

 FORMCHECKBOX 
  I understand that I must maintain a meets or higher performance rating during each calendar year to continue participation of 


         telework.

 FORMCHECKBOX 
  I can work independently and will maintain good communication with my manager, co-workers, and customers that will enable a 

        relatively seamless transition from onsite to offsite.

 FORMCHECKBOX 
  I understand that I am (or will) be considered ineligible to telework if I have been officially disciplined for being absent without 

         leave (AWOL) for more than 5 days, or been officially disciplined for viewing, downloading, or exchanging pornography including 

         child pornography, on a Federal Government computer or while performing official Federal Government duties. 

 FORMCHECKBOX 
  My 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. I understand all guidelines applicable to the Official Duty 

         Station are equally applicable to home or satellite work site.


 FORMCHECKBOX 
  I agree to work the original agreed upon or management revised work schedule. The immediate manager reserves the 

         right to alter the work schedule to accommodate business needs.


 FORMCHECKBOX 
  I understand that telework time is official duty time and I am expected to perform BPA business only. I agree that will not be 

         responsible for the direct care of others during official duty time.


 FORMCHECKBOX 
  I will obtain my immediate or acting manager’s approval of all leave or earning credit hours or overtime/compensatory time, pursuant to federal regulations and union Collective Bargaining Agreements.

         (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 or authorized by their immediate or acting manager.)


 FORMCHECKBOX 
  I will report regular time spent teleworking under the appropriate time reporting codes (TELM, TELR or TELS).

 FORMCHECKBOX 
  My proposed home workstation space is safe. I will take necessary corrective actions to eliminate potential safety hazards in the home workstation prior to teleworking. 

 FORMCHECKBOX 
  Employment (teleworking) 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). I agree to report to my manager Immediately any job-related incident

         that results in or has the potential to cause injury, illness, or property damage and to complete any required forms. The immediate 

         manager will investigate all reports immediately following notification.  


 FORMCHECKBOX 
  I understand that BPA will not be responsible for operating costs; home maintenance; utilities; service, maintenance, 

         damage or replacement of privately owned equipment; used for telework purposes unless caused by BPA resources or any other incidental costs not expressly authorized. Authorized costs must be approved in writing by the immediate manager, prior to incurring them. 

 FORMCHECKBOX 
  I will protect information used at the alternate site in accordance with established BPA policies, practices, and procedures, and 

         will comply with all BPA computer security guidelines.

 FORMCHECKBOX 
  I will have remote access for my BPA e-mail and network to accomplish work (e.g. web mail key, remote access permission, use

         of a loaner laptop computer or assigned BPA computer).  


 FORMCHECKBOX 
  My 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. I understand and agree 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: (Please indicate if 

         you have been issued a BPA Laptop Computer and the property tag number).      

 FORMCHECKBOX 
  Other equipment/agreements/conditions/work schedule (Include separate attachment as needed):      



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

		



		Employee’s Signature  (electronic signature acceptable) 

		Date



		     

		     



		 FORMCHECKBOX 
 Approved              FORMCHECKBOX 
 Disapproved (Select reason below) 



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

		



		Immediate Manager’s Signature (electronic signature acceptable)

		Date



		     

		     



		Type of Disapproval or Cancellation (Select Type)  FORMDROPDOWN 
 

Reason (Include Reason for disapproval or cancellation of agreement, as provided in PL 610-3)      



		cc: Originating Office Files; 

NHS-1 (Please e-mail a copy of the agreement to: Telework Coordinator in Outlook. Or mail a printed copy to Telework Coordinator- NHS-1)





File Code: PE-31


Retention: Retain until superseded & then destroy





