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HUD TELEWORK POLICY

I.  Purpose

This policy implements the requirements of Section 359 of Public Law 106-346 that requires each Executive Agency to establish a policy under which eligible employees of the agency may participate in teleworking to the maximum extent possible without diminished employee performance.  This policy sets forth the authority, policy, and responsibilities for the administration of the Telework Program within the U.S. Department of Housing and Urban Development (HUD) for full and part-time employees.
II. Program Eligibility

This policy is in accordance with the Office of Personnel Management (OPM) and General Services Administration (GSA) guidelines.  It applies to all permanent full-time and part-time HUD employees including supervisors.  All management officials will adhere to the provisions of this policy, and not create separate telework policies for their respective organizations.  This policy is not applicable to employees of the Office of Inspector General (OIG).
III. Authorities
1. HUD Information Technology Security Policy 2400.25 Rev. 1

2. Privacy Act of 1974, as amended Public Law 93-579, 5 USC 552a

3. Federal Register, Vol. 71, No. 52, Friday, March 17, 2006, Federal Management Regulation; Guidelines for Alternative Workplace Arrangements.  

4. Federal Register, 5 CFR Part 294, et al., Changes in Pay Administration Rules for General Schedule Employees; Interim Rule, Tuesday, May 31, 2005.

5. OPM Memorandum to Executive Heads of Agencies, subject:  Establishing Telecommuting Policy dated February 9, 2001.

6. Public Law 106-346, Section 359 of October 23, 2000. 

7. Title 6 GAO's Policy and Procedures Manual for the Guidance to Federal Agencies Timekeeping. 

8. Presidential Executive Memorandum dated July 26, 2000, “Employing People with Significant Disabilities to Fill Federal Agency Jobs that can be Performed at Alternative Worksites, Including the Home.” 

9. Public Law 105-277, Omnibus Appropriation Act, Title IV, Section 630, of October 21, 1998.

10. Memorandum Implementing Federal Family Friendly Work Arrangements, 32 Weekly Comp. 1119, of June 21, 1996.

11. National Telecommuting Initiative Action Plan, President’s Management Council, January 1996.  

12. Public Law 104-52, Section 620 (31 USC 1348) of November 19, 1995.  

13. Memorandum of Expanding Family-Friendly Work Arrangements in the Executive Branch, 30 Weekly Comp. Pres. Doc. 1468 of June 11, 1994.  

14. Publication CA-810:  “Injury Compensation for Federal Employees.”

15. 5 C.F.R. § 2635.101 (B)(9)  

16. 41 CFR. § 102-74.590, February 9, 2001

IV. Benefits
The Federal Government promotes telecommuting programs such as HUD’s Telework Program to address the Government’s challenges of improving customer service, reducing energy consumption, safeguarding air quality, reducing traffic congestion, operating with limited funding, meeting employee needs, ensuring continuity of operations, improving the quality of work life and performance, improving morale by assisting employees in balancing work and family demands, and ensuring that the work of HUD continues in an emergency such as a natural disaster and/or event such as a pandemic influenza.   

V. Definitions

Agency Telework Coordinator:  A designated individual who administers the Telework Program in accordance with applicable public law, guidelines, and this policy; provides policy guidance to employees and supervisors on Telework Policy; provides agency officials with technical assistance to help resolve telework issues; conducts annual telework training/briefings for all staff; and reports telework participant data to management, OPM, and Congress.

Alternative Worksite:  An approved worksite other than the official worksite, for which the employee performs his/her official duties.  Alternative worksites may include the employee’s residence, GSA telework center, and/or another location where there is connectivity to the primary office site, and there is an office setting conducive to accomplishing work requirements. 

Approving Official:  The approving official is the employee’s first-line supervisor and/or a management official within the employee’s chain-of-command from the first-line supervisor up to the Secretary/Deputy Secretary.  The approving official approves or disapproves telework requests. For additional information, see Item # 82 of the “Delegations of Authority,” located on the HUD@ work website.

Emergency Teleworker:  A teleworker who is required to continue to work at his or her alternative worksite during all emergency situations when the agency or designated office is closed.

Emergency Situation:  A national security incident, situation, extended emergency or other unique situation when the Department or an affected office is closed such as, but not limited to hurricanes, earthquakes, terrorist threats/activity, pandemic influenza, etc.
Hoteling: An alternative workplace arrangement in which two employees share a workplace. 

Hot Desking (also known as free address or touchdown workstations):  An alternative workplace arrangement in which employees work in one facility (facility “A”) part of the time and at one or more alternative worksites the rest of the time.  When working in facility “A,” these employees use non-dedicated, non-permanent workspaces assigned on a first come, first served basis.
ISSO:  Information Systems Security Officer educates employees about the specific security requirements for systems used, and their responsibilities for the protection of HUD data. The ISSO signs and approves the “Rules of Behavior for Remote Access User Agreement.”

Official Worksite:  The “duty station” of an employee’s position of record as documented on the SF-50 where the employee regularly performs his or her duties. 

Office Supplies:  Items routinely provided to employees necessary for the conduct of work that such as paper, pens, staples, and/or CD’s.
Personally Identifiable Information:  “Personally Identifiable Information” means any information about an individual maintained by an agency, including but is not limited to, education, financial transactions, medical history, and criminal or employment history and information which can be used to distinguish or trace and individual’s identity, such as their name, social security number, date of birth, mother’s maiden name, biometric records, etc., including any other personal information which is linked or linkable to an individual.

Program Office Telework Coordinator:  A designated individual from each organization who maintains copies of all telework applications, telework agreements, and maintain documentation of all telework program participants to include the data variables outlined in “Attachment 6 - Telework Data Requirement” for submission to the Agency Telework Coordinator, OPM, and Congress.

Recall:  A mandate issued by a supervisor to a teleworker to report to the official worksite on the employee’s telework day. 

Remote Worksite:  Any location where an employee conducts work.

Rules of Behavior for Remote Access User Agreement: This document describes the proper and accepted procedures and methods for handling and safeguarding agency proprietary, sensitive or personal information.  The requesting user MUST read and sign the attached last page acknowledging its content and ensuring the user’s compliance.

Sensitive Information:  Information required to be protected on the basis of its need for protection against loss, disclosure, or alteration because of the risk and magnitude of harm that could result.
Telework Agreement:  A written agreement, completed and signed by an employee and the employee’s first-line supervisor and/or approving official, which outlines the terms and conditions of the telework arrangement.  The telework arrangement under which an employee will perform work must be clearly documented in the telework agreement and signed by the supervisor and the employee.  Holidays, leave, or assigned work travel shall not adversely impact the employee’s approved telework schedule.  Telework may not be used to substitute appropriate arrangements for dependent care.  However, this does not preclude a teleworker from having a caregiver working in the home providing care to the dependent(s) while he/she teleworks.  

Telework Centers:  A facility that 1) provides workstations and other office facilities/services that are utilized (typically on a fee for use/service basis) by employees from several organizations, and 2) is used as a geographically convenient alternative worksite for its users.  GSA telework centers can be found on http://www.telework.gov.
Teleworker:  An employee who works at an agreed upon alternative worksite (i.e. home, telework center, or other satellite work location) either on a regular and recurring schedule for a minimum of one day a week, or on a temporary basis in those situations outlined in the telework agreement.
Teleworking:  Also known as telework, telecommuting, flexiwork, and flexiplace.  The act of performing all or a portion of work functions at an alternative worksite, such as working from home, a telework center, or alternate work location, under circumstances that reduce or eliminate the employee’s commute.  

VI. Roles and Responsibilities

A.  Supervisor/Approving Official

Supervisors/Approving Officials will:

1. Complete the required Telework training on the http://hudatwork.hud.gov/po/arh/eap/telework.cfm website and maintain copy of certificate of completion.  

2. Review each telework application, on a case-by-case basis, to determine if the employee’s position is “telework eligible,” based on the eligibility criteria outlined in “Section VIII. Determining Eligibility” of the Telework Policy.

3. Approve or disapprove the employee’s participation in the program in writing, within 15 workdays upon receipt of a complete application.

4. Approve or disapprove the employee’s participation in the program in writing, within 24 hours upon receipt of a complete application, when an emergency situation impacts an employee and/or an entire office such as office renovations, weather related events, etc.

5. Provide a written explanation to the employee, if the request to participate is denied.

6. Clearly document in the telework agreement his/her expectations of the employees work assignments while teleworking. 

7. Provide written notice to the employee of termination of telework and justification.
B.  Employee Responsibilities

Employees will:

1. Complete required Telework training on the http://hudatwork.hud.gov/po/arh/eap/telework.cfm website and provide copy of certificate of completion to supervisor.  

2. Complete the annual “Security Awareness” training on the HUD@work website and provide copy of certificate of completion to supervisor.

3. Follow the telework application process outlined in “Section IX.  Application Process and Procedures” of the Telework Policy.

4. Complete the telework application package, to include the Telework Application, the “Rules of Behavior for Remote Access User Agreement,” IT system specific rules of behavior, and the “Teleworker Self-Certification Safety Checklist” for teleworkers working from home.  Submit to immediate supervisor for approval.

5. Submit a copy of the signed telework application and telework agreement to the Program Office Telework Coordinator.  The list is available at http://hudatwork.hud.gov/po/arh/eap/telework.cfm website.  

6. Observe and comply with OPM regulations and Department policies for requesting leave approval.

7. Ensure protection of sensitive data by:

a. Properly disposing of media (both hardcopy and electronic) using approved means of destruction;

b. Receiving permission, from the ISSO, the supervisor and the designated management official(s) within the employee’s program office, to use or access sensitive data outside of HUD facilities;

c. Storing sensitive data only on network drives;

d. Encrypting stored data;

e. Physically securing laptops at all times;

f. Immediately reporting incidents in which sensitive information has been potentially lost or compromised to the HUD HITS Help Desk.  For example, if a teleworker loses a blackberry, laptop, removable or external hard drive, flash drive or hardcopy documentation, that contains HUD information, it should be reported without delay.  Refer to the HUD IT Security Policy for additional guidance on protecting sensitive data. 

8. Sign the rules of behavior for all systems for which the employee is authorized to access. 

9. Adhere to the Government-wide Standards of Conduct regarding the use and misuse of government services, resources and equipment (5 C.F.R. § 2635.101 (B) (9).  

10. Maintain acceptable conduct and job performance while teleworking.

11. Ensure that dependent care (i.e., children, elders, and/or loved ones) is provided by appropriate individual(s) during his/her telework schedule.

12. Adhere to terms and conditions of the telework agreement including any reporting requirements required as outlined in the telework agreement (i.e., work plan, time and attendance, etc).

13. Protect personally identifiable information to ensure that it is not disclosed to unauthorized persons, either intentionally or unintentionally.

14. Provide a phone number (home, cell, etc.) where he/she may be reached by the supervisor and/or other management official, and HUD staff as appropriate.

15. If an employee’s request has been denied, he /she may resubmit the same or revised application to the immediate supervisor.  

C.  Program Office Telework Coordinators Responsibilities

Program Office Telework Coordinators will:

1. Maintain copies of all telework applications and telework agreements for record keeping purposes.

2. Maintain documentation of all telework program participants to include the data variables outlined in “Attachment 6 - Telework Data Requirement” for submission to the Agency Telework Coordinator, OPM, and Congress.

D.  Local Information Technology Director (ITD) or Headquarters Information Technology Coordinator (HQ ITC) 

The designated IT Telework Coordinator or IT Director will:

1. Communicate with the employee to confirm his/her information technology needs.

2. Provide the employee information on how to request connectivity to HUD systems via hudmobile.hud.gov or if available, issue the employee a HUD laptop computer based on his/her technology needs. 

3. Sign the employee’s Telework Application.

4. Return the Telework Application to the employee.

E.  Information Systems Security Officer (ISSO)

The organization’s ISSO will:

1. Educate employees about the specific security requirements for remote access and their responsibilities for the protection of HUD data. 

2. Sign and approve the employee’s “Rules of Behavior for Remote Access User Agreement” and any IT system specific rules of behavior.
3. Return a signed copy of the “Rules of Behavior for Remote Access User Agreement” any IT system specific rules of behavior to the employee.

F.  Agency Telework Coordinator

The Agency Telework Coordinator will:

1. Administer the Telework Program in accordance with applicable public law, guidelines, and this policy.

2. Provide policy guidance to employees and supervisors on Telework Policy. 

3. Provide agency officials with technical assistance to help resolve telework issues.

4. Conduct annual telework training/briefings for all staff.
5. Report telework participant data to management, OPM, Congress, and the union.  

VII. Types of Telework Arrangements

There are two types of telecommuting arrangements:

1. Regular Telework Arrangement:  Employees telework at least one day per week, but no more than three days per week on a regular and recurring basis.  Employees must report to the official worksite a minimum of two days per week.  
2. Situational Telework Arrangement:  Project-oriented, non-recurring, and/or irregular telework.  Situational telework is ideal for employees who encounter infrequent periods of time when projects/assignments have short turnaround times and/or require intense concentration.  If operational demands can be met, other circumstances may be considered as a reason for situational telework.  Under such arrangements, the employee may work for a day or more at an alternative worksite.  The supervisor will approve the exact number of days the employee will work from the alternative worksite.  Examples for initiating a situational telework arrangement may include the following:

a) An employee has a short-term work assignment that could be performed at an alternative worksite free from interruptions;

b) The official worksite is not usable i.e. during office renovation projects, etc.

Exclusions to the two types of telework arrangements:

Assistant Secretaries may request exclusions for up to five (5) days of telework to the Deputy Secretary.  If the necessary infrastructure is available for implementation, the Assistant Secretaries may request up to five (5) days of telework for employees for any function, section, division or office within his/her program office.  

VIII. Telework Eligibility Criteria

Employees who meet the telework eligibility criteria outlined below and want to telework are eligible to participate in the telework program based on the business needs of the office whether Headquarters or the local Field Office  (41 CFR. § 102-74.590, February 9, 2001 and Federal Register, Vol. 71, No. 52, Friday, March 17, 2006, “Federal Management Regulation: Guidelines for Alternative Workplace Arrangements,” http://www.telework.gov/twlaws.asp). If at any time, the employee’s performance becomes “marginal” or “unsatisfactory,” the Telework Agreement will be terminated immediately by the supervisor or other management official within the employee’s chain-of-command.  

An employee participating in regular telework must:

1. Have at least a summary rating of “fully successful” performance rating.

2. Occupy a position deemed “eligible” based on the telework suitability criteria outlined in “Section IX. Determining Eligibility.” 

3. Sign and abide by the terms and conditions of the telework agreement.

4. If working at home, be able to provide an appropriate work location with adequate space, access to a telephone that provides little to no interruption, which could impact productivity.

5. If applicable, arrange for dependent care during duty hours.

6. Have demonstrated, to the satisfaction of the supervisor, the ability to work independently.  

IX. Determining Employee Eligibility

1. The employee’s supervisor will review each telework application to determine if the employee is eligible for telework.  

2. Employees eligible for telework are persons engaged in tasks and work activities that are portable, do not depend on the employee being at the traditional worksite, and are conducive to supervisory oversight at the alternative worksite.  Employees shall not be excluded as eligible on the basis of their occupation, series, or grade.

Tasks and work activities generally eligible for telework include, but are not limited to work that requires:

a) Reviewing grants, reports, and cases.

b) Writing decisions or reports.

c) Completing telephone tasks such as conference calls.

d) Obtaining information, following up on participants in a study.

e) Conducting computer-oriented tasks such as programming, data entry, and word processing.

f) Researching legislation.

g) Editing and proofreading reports. 

h) Data analysis.

Note:  The above are examples only and do not represent all types of work suitable for telework.

3. Employees not generally eligible for telework are those who complete tasks that cannot be performed away from the traditional worksite, including tasks that:

a) Require the employee to have daily face-to-face contact with the supervisor, colleagues, clients, or the general public in order to perform his or her job effectively.

b) Require routine access to national security classified information or other sensitive information/material that cannot be secured from a remote location. 

Additional Factors for Consideration 

Supervisors should consider factors in addition to the basic eligibility criteria when evaluating an employee’s request to participate in telework, but these factors cannot be used to arbitrarily restrict participation.  Factors appropriate for consideration include: 

· Conduct:  Although an official record of misconduct does not automatically exclude an employee from telework, a record of disciplinary or other corrective action may be considered as it relates to the employee’s ability to successfully work at an alternative worksite.    

· Attendance:  An employee with a documented history of unsubstantiated excessive absences or leaving the worksite without permission may not be a suitable candidate for telework. 

· Office Coverage:  Is the organization sufficiently staffed to prevent a hardship when one or more employees are permitted to work at an alternative worksite? 

· Supervision:  Telework may not be suitable for employees who have not demonstrated the ability to work independently, or for employees in developmental or trainee positions. 

· Immovable Material:  Does the employee need access to material and/or equipment that cannot be moved from the regular workplace? (i.e., privacy act protected records, etc.)

· Organization and Time Management Skills:  Is the employee effective in setting work priorities and meeting deadlines? 

· Equipment/Resources:  Is there appropriate equipment available to accommodate the employee’s telework request, and if not, are there other options for meeting the employee’s need for equipment?  Telework requests must be accommodated within allocated resources, and lack of available equipment may prevent participation. 

· Technology:  Does the employee have high speed internet service/access?  In order to telework, employees must have high speed internet.  

X.  Application Process and Procedures

1. The employee must download and read the Telework Program Policy, located at http://hudatwork.hud.gov/po/arh/eap/telework.cfm.

2. The employee must complete the Telework prerequisite training.  The training may be accessed at http://hudatwork.hud.gov/services/webcasts/training.cfm. 

3. The employee must complete the telework application package: the Telework Application, Telework Agreement, the “Rules of Behavior for Remote Access User Agreement,” and the “Teleworker Self-Certification Safety Checklist” if working from home, found on http://hudatwork.hud.gov/po/arh/eap/telework.cfm.

4. The employee must submit the telework application package to the supervisor for review and approval.  

5. The employee’s supervisor will review the application package and provide a decision, in writing, within 15 business days of receipt of the package.  If an extenuating circumstance occurs wherein the supervisor is unable to complete the above, then the supervisor will notify the employee, in writing, specifying the reason(s) for extending the review period, and a projected date of completion.   

6. If the request is approved, the employee and the supervisor must complete and sign the telework agreement and the “Rules of Behavior for Remote Access User Agreement.”  The employee must forward a signed copy of the “Rules of Behavior for Remote Access User Agreement,” to his/her Program Area ISSO, via facsimile or mail, for his/her approval.

7. The supervisor must clearly outline the terms and conditions of the telework arrangement in the telework agreement.  Both parties must agree to the terms and conditions of the telework arrangement.  

8. The employee must submit a copy of the approved telework application package to the Program Office Telework Coordinator, for record keeping purposes.  To obtain a list of the Program Office Telework Coordinators visit http://hudatwork.hud.gov/po/arh/eap/telework.cfm. 

9. The Program Office Telework Coordinator will send an e-mail to the employee acknowledging receipt of the telework application package.  If any portion of the package is incomplete, the Program Office Telework Coordinator will immediately notify the employee and the supervisor.  The employee will not be allowed to begin teleworking until it is confirmed in writing that the entire package has been received. 

10. If the request is denied, the supervisor must notify the employee of his/her decision and provide the employee written justification for the denial.  The supervisor must submit a copy of the denied telework application package to the Program Office Telework Coordinator for recording keeping purposes.  

11. The employee may appeal the denial of his/her request to the Department’s Telework Board.  The Board, comprised of the Agency Telework Coordinator, Program Office Telework Coordinator, HR representative(s) from the field and/or Headquarters, and program office management representative will review all applicable documents within 7 business days of receipt of appeal request including all applicable documents.   

12. Headquarters (HQ) Employees – Information Technology Procedures: 

a. HQ employees will deliver to room 4272 the original Telework Application, the signed “Rules of Behavior for Remote Access User,” and any specific IT system rules of behavior to the HQ Information Technology (IT) Telework Coordinator.  The HQ IT Telework Coordinator will review the applicant’s information technology needs to determine if the employee has a) access to a high-speed internet connection at home, b) whether he/she has a home computer, and c) what software applications are required.  

b. Based on the information received in “a” above, the HQ IT Telework Coordinator will provide the employee with information on how to request connectivity to HUD systems via “hudmobile.hud.gov.”  If the employee does not have high-speed Internet access at home, and/or, the software applications he/she requires are not available via hudmobile.hud.gov, the HQ IT Telework Coordinator may issue the employee a HUD laptop computer.  (Note: The Department maintains a limited number of laptop computers.  Therefore, employees may have to wait for an undetermined amount of time to receive a laptop.)

c. After the HQ IT Telework Coordinator has received all of the IT representatives’ approvals, he/she will provide the employee with a copy of the approved telework package, and will then forward a copy of the “Rules of Behavior for Remote Access User’ to the Customer Service Division.  The employee will be provided connectivity to HUD systems via hudmobile.hud.gov after the employee submits a request for HUDMOBILE access through the HITS Helpdesk at                        1-888-297-8689.

d. The employee will receive technical instructions on how to access the HUD system from an Office of Information Technology, Telecom Processing Division (TPD) representative.

13.  Field Employees Information Technology Procedures:

a. To gain remote access to the HUD system, Field Office employees will submit, via facsimile, mail, or hand-delivery, the Telework Application to the Local Information Technology Director (ITD) for approval.  

b. The Local ITD will communicate with the employee to confirm his/her information technology needs.  If the employee has high-speed Internet access at home, the Local ITD will provide the employee connectivity to HUD systems via www.HUDMobile.gov.  If the employee does not have high-speed Internet access at home, the Local ITD may issue the employee a HUD laptop computer, if available.  (Note: The Department maintains a limited number of laptop computers.  Therefore, employees may have to wait for an undetermined amount of time to receive a laptop.)

c. Once approved for remote access, the employee will receive technical instructions on how to access the HUD system from an Office of Information Technology, Telecom Processing Division (TPD) representative.

14.   The employee begins his/her telework assignment immediately upon approval of the    telework agreement.

XI. Telework Agreement – Terms & Conditions of Appointment

A telework agreement is a written agreement, completed and signed by an employee and his/her supervisor, that outlines the terms and conditions of the telework arrangement. The telework agreement does not alter the terms and conditions of the appointment as specified on the employee’s Notification of Personnel Action, SF-50.  All pay, leave and travel entitlements must be based on the employee’s official worksite.  The Office of Personnel Management (OPM) requires that an employee’s official worksite will change if he or she does not regularly commute to the official worksite at least once a week.  HUD’s telework program requires employees to report to the official worksite at least twice per week, and telework from an alternative worksite no more than 3 days per week.  

The Telework Agreement will state the method of contact between the employee and the supervisor, as well as frequency.  Employees will not be required to contact his/her supervisor at the beginning and/or end of his/her tour of duty as a method of signing in or out.  The frequency of interface with the supervisor will not be such that it impedes the ability of the employee to conduct the work assigned.  An employee may be required to contact his/her supervisor, co-worker, or customer as a part of his/her assigned duties and responsibility.  
Employees will conduct work in accordance with their position description and critical elements.  This means that the employee will conduct work and submit work products consistent with those completed while working in their assigned duty location.  Employees will provide a phone/contact number (home, cell, etc.) where he/she may be reached by the supervisor and/or appropriate HUD staff.  An employee’s personal telephone number will not be provided to HUD clients.  In addition, the Department will not request that an employee provide a personal telephone number on a Departmental voice mail or on Departmental correspondence.  
Employees may opt to utilize call forwarding while on telework during their approved tour of duty; however, it is not required.  Employees may opt to utilize call forwarding while on telework during their approved tour of duty in the offices where the technology is available if they can cancel the call forwarding feature from the remote location at the end of their tour of duty or have a designee do it on their behalf.

Employees shall not be required to provide their supervisor or coworkers with their personal cell phone number unless it is identified as the contact number while on telework.  If the employee chooses to utilize a personal cellular phone as the means of contact while on telework, he/she will not be reimbursed for minutes exceeding their established plan.  

Employees are not required to have a home voice messaging system to meet the eligibility for telework.  

Employees will answer the phone in a professional manner when teleworking.  

XII. Modifications of the Telework Arrangement
A.  Supervisor Initiated Recall

A supervisor reserves the right to require a teleworker to return to the official worksite on his/her scheduled telework day(s), based on operational requirements.  A supervisor may request that the teleworker modify his/her telework schedule in order to participate in a mandatory training activity, conference call, etc. that cannot be performed at the alternate worksite.  Therefore, employees participating in the telework program must be accessible and available for recall to their regular offices for work needs that cannot be performed at the alternative worksite.  A recall will last no longer than is reasonable to complete a work assignment.  A recall is not a termination of the telework agreement.  The supervisor will communicate directly with the employee regarding the decision to recall.  Commute time and end of an employee’s tour of duty will be taken into consideration when establishing the employee’s return/report time to the office.  Recalls shall not be routine.
For example, a supervisor may require that the employee participate in a training activity on the employee’s telework day and allow the employee to telework on an alternate day within that week.  The supervisor should provide the employee advance notice, at least two business days, if possible, of the training activity. 

B.  Employee Initiated Modification

A teleworker may request a temporary modification to the telework arrangement based on his/her personal needs.  For example, a teleworker may request to change his/her telework day from Tuesday to Wednesday one week.  The supervisor may approve or disapprove this request.  

A recall or employee initiated modification to the telework arrangement is a temporary change to the telework agreement and does not require a written modification of the telework agreement.  Supervisors and employees may enter into these agreements orally.

C. Permanent Modifications of the Telework Agreement

A supervisor reserves the right to modify an employee’s telework agreement, at any time, to address workload or coverage needs.  Whenever elements of the telework arrangement change, (i.e. changes in work schedule, reassignment to new unit, work assignments, home office, etc.), the telework agreement must be modified to reflect such changes.  For example, a supervisor may request that an employee permanently change his/her telework day to address workload or coverage needs of the office.  The teleworker and supervisor must revise the Telework Agreement to reflect the change.  The supervisor must provide the employee at least two weeks notice to implement the modification to the agreement.  
An employee may also initiate a permanent modification to his/her telework agreement whenever elements of the telework agreement change.  

D.  Temporary Modifications to the telework Agreement

Based upon needs, a supervisor or employee may initiate a temporary modification of the telework agreement.  The supervisor will provide written statement to the employee regarding the change (memorandum or email).  

XIII. Termination of the Telework Agreement

1. An employee may terminate participation in the telework program at any time by submitting a memorandum to the supervisor specifying the reason for termination.  The new schedule will begin no later than the first day of the next pay period. 

2.  A supervisor may terminate a telework agreement whenever:

a) There is a change in work requirements or the arrangement no longer supports the Department/Office mission;

b) The employee’s performance is less than “Fully Successful;” 

c) The employee has demonstrated conduct and performance problems such as violating time and attendance policies, etc.;

d) Changes in technology require that work be conducted in the office;  

e) The employee does not conform to the terms of his/her telework agreement; or
f) If via an audit, the employee is not performing to the expected level of work. 

3. When terminating a Telework Agreement, the supervisor will provide the employee two weeks notice of the termination of the agreement in writing and indicate the reason(s) for termination.

4. Removal from telework does not prevent an employee from reapplying at a later date.

XIV. Telework Work Schedules

The existing policies relating to “hours of duty” apply to teleworking employees.  Telework work schedules must state the days and times an employee will work in his/her regularly assigned work setting, and in the alternative worksite.  

1. Regular telework:  Work schedules for regular telework will provide for a maximum of three days per week at the alternative worksite and a minimum of two days per week at the official worksite.  Work schedules may parallel those in the office or be structured to meet the needs of participating employees and their supervisors.  However, employees must complete work schedules consistent with their offices’ core work hours, and may not work non-standard evening and weekend schedules.  Supervisors must approve overtime, compensatory time, and credit hours in advance consistent with HUD policy.  An employee on telework who works overtime without advance supervisory approval will be removed from the telework program and will not be eligible for compensation.  

2. Situational Telework:  Situational Telework Arrangement:  Project-oriented, non-recurring, and/or irregular telework.  Situational telework is ideal for employees who encounter infrequent periods of time when projects/assignments have short turnaround times and/or require intense concentration.  If operational demands can be met, other circumstances may be considered as a reason for situational telework.  Under such arrangements, the employee may work for a day or more at an alternative worksite.  The supervisor will approve the exact number of days the employee will work from the alternative worksite.  Examples for initiating a situational telework arrangement may include the following:

a) An employee has a short-term work assignment that could be performed at an alternative worksite free from interruptions;

b) The official worksite is not usable i.e. during office renovation projects, etc.

A.  Alternative Work Schedules

Teleworkers may work a “Flexitour” (Flexible alternative work schedule option which permits eligible employees to pre-select an arrival time between 7:00 a.m. and 9:30 a.m. and vary daily up to one hour prior to or after the pre-selected arrival time.) or “Compressed Work Schedule” (Work schedule that allows employees to complete the 80-hour biweekly pay period in less than the standard 10 workdays.). Supervisors will be allowed to work a “Flexitour” schedule and compressed work schedule consistent with Departmental policy established for supervisors.    
B.  Official Worksite for Teleworkers

The official worksite is the location of an employee’s position of record 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 HUD.  The employee’s official worksite is documented on an employee’s Notification of Personnel Action (Standard Form 50 or equivalent).  

C.  Hoteling and Hot-Desking
All teleworkers on regular telework are subject to “hoteling,” i.e., participation in an arrangement in which two employees’ share a workspace (desk, cubicle, etc.) based on management discretion.  Management will be responsible for the coordination of telework schedules to ensure that “hoteling” is implemented consistent with this provision.
1. Hoteling and hot-desking locations will be selected based on availability of space.  Both require dedicated work space which will not dislocate current employees who are not participating in either hoteling or hot-desking, and do not wish to relocated to other space.  High demand or premium space (windows or office space with doors) will not be used for hoteling or hot-desking prior to offering the space to those employees who do not participate in either.  If it becomes necessary for the efficiency of the service to move employees, Article V notification will be issued to the local principal Office Representative.  
2. Employees shall be allowed to have personal and religious items in the desk space assigned to them for hoteling and hot-desking.  These same items will be removed by the employee when they are not utilizing the space.  Employees will have the ability to secure personal items when in the office.

3. To be eligible for approval of hoteling and hot-desking, an employee must have demonstrated successful teleworking for at least three months, and there must be a mutual expectation by the employee and his/her supervisor that he/she will remain on a regular telework agreement for an extended period of time.  

4. Employees that are no longer participating in telework will be assigned individual work space.  
5. Employees will maintain work related files, and work items at an approved work location in accordance with HUD policy and security protocols.  

6. To be eligible for hoteling and hot-desking, employees must be out of the office a minimum of two days a week excluding holidays, leave, and work related travel.  

7. Supervisors will not be allowed to participate in hoteling or hot-desking. 

XV. Teleworking During Emergency Situations
A.  Emergency Arises at the Official Worksite  

Teleworkers are sometimes, but not always, affected by an emergency requiring the regular office to close.  If a teleworker is working from an alternative worksite, and the office closes or dismisses employees early due to an emergency situation, such as severe weather conditions, power outage, etc., the teleworker will be required to continue to working until the end of the scheduled work day, unless the emergency condition also impacts the employee’s home worksite.  When both the regular office and the alternative workplace are affected by a widespread emergency, HUD shall grant the telecommuting employee excused absence as appropriate.  

Teleworkers who are required to work during their regular tour of duty on a day when the agency is closed (or when other employees are dismissed early) are not entitled to receive overtime pay, credit hours, or compensatory time off for performing work during their regularly scheduled hours.

B.  Emergency Arises at the Alternative Worksite

When an emergency affects only the alternative worksite for a major portion of the workday, HUD shall require the teleworker to report to the official worksite or approve annual leave or leave-without-pay (LWOP).  On a case-by-case basis, management may excuse a telework employee from duty during an emergency situation if the emergency a) adversely affects the telework site (e.g. disruption of electricity, loss of heat, etc.); or b) if the teleworkers’ duties are such that he or she cannot continue to work without contact with the regular worksite.

C. Telework for Employees Affected by Emergency Situations

Telework will be considered for emergency situations that involve national security, extended emergencies, or other unique situations.  Telework will be utilized as a viable work option to support employees and the agency in maintaining continuity of operations during emergency situations.  Management will require employees to telework as needed during temporary emergencies.  Employees must obtain approval from their supervisor to telework an unspecified amount of time during severe weather emergencies, or other emergency situations that prevent the employee from reporting to their official worksite.  The telework agreement will be established to meet the needs of the employee and the agency.

A supervisor will approve or disapprove an employee’s request to telework in writing, within two business days upon receipt of a complete application, if the employee is impacted by an emergency situation.

Official Duty Station – During emergency situations, an employee’s official worksite will remain the same, even though the employee may not be able to report to the official worksite at least twice a week.  

OPM’s Washington, DC, Area Dismissal or Closure Procedures may be found on http://www.opm.gov/oca/compmemo/dismissal.asp.  

XVI. Guidelines
A.  Telecommunications, Remote Access, and Equipment 

1. Monthly Long-distance Phone Charges.  Employees may be reimbursed for the use of their personal phones for business-related long distance telephone calls from home, using the SF 1164, “Claim for Reimbursement for Expenditures on Official Business,” according to Public law 104-52, section 620: 31 U.S.C. § 1348.  Program offices may also issue phone cards, cell phones, and/or blackberries to teleworkers to cover the costs of official telephone calls.
2. Reimbursement for DSL, Equipment, and/or other Monthly Charges:  The Department will not provide reimbursement for expenses incurred by the employee. 
3. Reimbursement for Mail, Facsimiles, and Copying:  Employees will be reimbursed for mail charges, facsimile charges, and copies if they are instructed by their supervisor to conduct any of these activities at the alternative work site.
4. Laptop Computers.  Employees who do not have access to a personal computer at home, and who do not have high-speed Internet access may be provided with a government laptop computer.  (The Department maintains a limited number of laptop computers.  Therefore, employees may have to wait for an undetermined amount of time to receive a laptop.)  If HUD equipment is provided, equipment to be used includes:  a standard HUD laptop computer, and a docking station which includes a keyboard, monitor, and external mouse.  The laptop with docking station will replace the employee’s desktop computer at the employee’s HUD workstation.
5. Use of Personal Computer for Remote Access.  Employees who have a personal computer at home and have high-speed Internet access will be provided remote access to the HUD system via hudmobile.hud.gov.  However, employees shall be eligible to participate in the telework program without high speed internet service as long as the lack of service does not adversely impact or impede the mission of the organization.
6. Computer Security Requirements.  Employees, who are issued an HUD laptop computer, are prohibited from installing non-government owned or unauthorized hardware or software, such as bulletin board software, to the home work-site station. Only hardware/software configuration approved by the Federal government and HUD, as well as authorized by a HUD management official for the alternative worksite will be installed.  Additionally, teleworkers must comply with organizational security procedures and ensure adequate security measures are in place to protect the equipment from being damaged, stolen, or accessed by unauthorized individuals. 

7. Installation and Support of Equipment and Software.  All HUD provided laptop computers will be pre-configured with HUD standard software by local IT staff and provided to the employee.  If there is a problem with the hardware and/or software applications, the employee is required to call the HITS Helpdesk at 1-888-297-8689.  A technician will provide support via the telephone.  If the problem cannot be resolved over the telephone, the employee is required to bring the equipment on-site the next workday so that IT staff can repair the problem.  Employees will notify their supervisor when a failure of the technology occurs to determine the need to return to work.  Employees will not be penalized as a result of the failure of hardware or software.
8. Training on Remote Use of Standard Software.  A basic training guide on how to access HUDMOBILE or VPN will be provided to the approved teleworkers.  The guide will cover basic remote access and remote computing operations.  Informal and interactive (one-on-one) training will be provided by local IT staff upon request.  The informal training will cover the same material as what is contained in the guide; but will be more individualized, depending upon the employee’s needs. 

9. Hours of Support. For both Headquarters and field office teleworkers, customer service support is available Monday-Friday from 7:00 a.m. – 8:00 p.m. EST.  There will be no after-hours and weekend support.

10. Use of Government Resources and HUD’s “Limited Personal Use” Policy.  The Chief Information Officer (CIO) Council has instituted policies that permit limited personal use of Government office equipment, e-mail, computer services, printing and reproduction, subject to certain restrictions.  Limited personal use of Government resources and equipment is only permitted during where such use involves minimal additional expense to the Government; is performed during non-duty hours; does not interfere with the mission or operations of the Department; and does not violate the Standards of Ethical Conduct.  These policies are set forth in HUD Handbook 2400.0, Chapters 7 & 8.   

11. Upgrade/Alternation of Equipment.  HUD provided equipment must not be altered or upgraded in any way (expanded memory, etc.), except by Headquarters IT or Field ITD staff.

12. Accountability for Loss or Damage.  Teleworkers are responsible for taking reasonable precautions in preventing any loss or damage to equipment that is issued to them.  If HUD provided equipment is lost, stolen, or damaged due to negligence, the employee may be held accountable for replacement.  In event a computer is lost or damaged, the teleworker should call the HITS Helpdesk at 1-888-297-8689 to report the incident.  Replacement equipment will be provided by HUD as soon as it becomes available.  If an employee has personal equipment or other equipment is available, then he/she will be allowed to continue teleworking.  If alternative equipment is not available, the employee shall report to the office on the next business day.
13. Tax Issues.  HUD will not pay Federal and State taxes charged for residential telephone lines, services, and/or related telecommunications equipment/services used for officially sanctioned telework purposes (Federal Register, Vol. 71, No. 52, Friday, March 17, 2006).

B.  Facilities Issues

1. Home Office Space.  If working at home, employees participating in telework should have a designated workspace or workstation for performance of their work duties.  Requirements will vary, depending on the nature of the work and the equipment needed to perform the work.  

2. Telephone.  Teleworkers must provide his/her supervisor and/or management official, and other employees a telephone number where he/she may be reached while teleworking.  A teleworker must record a professional greeting on his/her home voice messaging system, when working from home.  If the technology is available, a supervisor may require a teleworker to have his/her telephone calls forwarded to the alternative worksite.  In addition, a teleworker must answer the telephone with a professional greeting, when working from home.  

3. Home Utility Expenses.  The Department will not reimburse employees for utility costs for heating, air conditioning, lighting, and the operation of government furnished data processing equipment associated with the residential alternative worksite.

4. Miscellaneous Expenses.  HUD may reimburse an employee’s costs associated with the copying of work-related materials and postage. 

C.  Training

Required Training.  Any employee requesting to participate in the Telework Program must complete the HUD Telework Training, prior to submitting a Telework Application.  Proof of completion of this training will be provided via a “Certificate of Completion” generated at the completion of the course and will be included in the telework application package submitted to the supervisor and the Program Office telework coordinator.  In addition, supervisors of interested employees must complete the Telework Training prior to approving an employee’s Telework Application.  Proof of completion of the course will be submitted with the package to the Program Office Telework Coordinator.  The Telework Training is located on the http://hudatwork.hud.gov/po/arh/eap/telework.cfm website.  

Recommended Training.  General training in telework policies and guidelines, as well as personal and occupational aspects of telework arrangements, is available through the following venues:
1. “Telework 101 for Employees,” http://www.opm.gov/telework/courses/index.html.
2. “Telework 101 for Managers,” http://www.opm.gov/telework/courses/index.html.

D.  Position and Performance Issues

1. Position Descriptions:  Changes to position descriptions are not necessary.  

2. Performance Standards:  Critical elements and performance standards must have clearly defined performance requirements that are quantifiable, measurable and results-oriented.  Explicit and objective “norms” for work output should be based on experience with those required and sustained in the office, and monitored through scheduled and required progress reports.  

E.  Time and Attendance Issues

1. Hours of Duty:  Employees may work an alternative work schedule.
2. Leave:  The policies for requesting annual leave, sick leave, or other absence from duty remain unchanged.  

3. Certification and Control of Time and Attendance (T & A):  Supervisors must certify time and attendance to ensure that employees are in compliance with Departmental leave policies.  The General Accounting Office (GAO) requires agencies with employees working at remote sites to provide reasonable assurance that they are working when scheduled.  Supervisors may obtain reasonable assurance by, for example, requiring teleworkers to call in/out at the beginning/end of teleworker’s tour of duty; to send an e-mail message at the beginning/end of the teleworker’s tour of duty; or to institute some other structured approach to time and attendance.
F.  Fair Labor Standards Act (FLSA)

The existing provisions in Title 5 U.S.C. and in the Fair Labor Standards Act governing overtime also apply to telework.  Supervisors must approve all overtime/compensatory time in advance.  An employee on telework who works overtime without advance supervisory approval will be removed from the telework program, and will not be eligible for compensation.  

G.  Pay Linkages

1. Worksite:  For pay purposes, the “official worksite” is the employee’s duty station.

2. Special Salary Rates:  The employee’s official duty station serves as the basis for determining special salary rates. 

3. Premium Pay:  The normal rules apply for night differentials, Sunday, and holiday pay whether work is accomplished at the official or alternative worksite.  The employee’s official work schedule determines his/her entitlement to premium pay.  Working at night, on Sundays, or on holidays requires pre-authorization by the supervisor.  An employee on telework who works at night, on Sundays, or on a holiday without authorization will be removed from Telework Program, and will not be eligible for compensation.

H.  Liability Issues

Questions related to claims for personal property damage or loss or personal injury related to the employee’s performance of official duties should be directed to the servicing Human Resources Office.  The Agency will address issues of employee or Agency liability in accordance with the specific facts of each case and under the provisions of the Federal Employees Claims Act, the Federal Tort Claims Act, and the Military Personnel and Civilian Employees Claims Act. 

I. Workers’ Compensation

The Federal Employees Compensation Act (FECA) covers teleworkers.  Employees may receive Workers’ Compensation for an on-the-job traumatic injury sustained while performing official duties at the official or alternative worksite.  Employees must inform their supervisor immediately or as soon as practical following an injury.  Supervisors must ensure that the appropriate Workers’ Compensation forms are completed within 10 days of the reported traumatic injury.  In addition, the supervisor will immediately inform the appropriate servicing Human Resources Office about the injury.  Information regarding the process for filing a Workers’ Compensation Claim, as well as the forms may be accessed at http://hudweb.hud.gov/po/arh/notices/workcomp.cfm.

Employees must complete the “Work-At-Home Teleworker Self-Certification Safety Checklist” certifying that his/her home office space is in compliance with Occupational Safety and Health Administration (OSHA) guidelines.  Any claim for Worker’s Compensation based on a traumatic injury will be investigated by the Department of Labor.  For additional information regarding OSHA requirements, visit to www.OSHA.gov.

J.  Transit Subsidy Recertification and/or Change  

Teleworkers who receive a transit subsidy under HUD’s Transit Subsidy Program must complete the HUD 80-A, “Transit Subsidy Program Recertification and/or Change Form,” to notify the program of any changes in their commuting costs and work schedule.  Approved teleworkers must complete and return the HUD-80-A to the Transit Subsidy Program within two business days of notice of approval to telework.  Headquarters teleworkers will complete and return the 

HUD-80-A to Room B-258.  Field Office teleworkers will return the completed HUD-80-A to their appropriate Administrative Office.  A teleworker, whose telework agreement is terminated, must submit a HUD-80-A to the appropriate Field Office Administrative Office or Room B-258 within 48 hours of notification.  An employee on telework who receives transit subsidy is subject to periodic audits to assure compliance with Transit Subsidy policy.  If a teleworker fails to notify the appropriate headquarters and/or Field representative of changes to his/her telework schedule, he/she will be terminated from the program.  For information on the Transit Subsidy Program visit http://hudatwork.hud.gov/po/a/obas/transpro.cfm.  

XVII. Policy Questions

Questions about HUD’s Telework Policy may be directed to the Agency Telework Coordinator, as listed on http://hudatwork.hud.gov/po/arh/eap/telework.cfm. 
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