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FROM THE AMERICAN PEOPLE






e-Telework Agreement
Between USAID and Employee Approved for Teleworking 

	The employee completes Nos. 1-12 and e-mails the e-Telework Agreement and the e-Telework Safety, Training, and Resource Checklist (AID 400-7) to the Approving Official.  The Approving Official reviews both forms, completes Nos.13-17 on the e-Telework Agreement.  Upon approval, the Approving Official electronically transmits both forms to the B/IO Telework Coordinator and the employee.   If the e-Telework Agreement is denied, the Approving Official provides a reason in No. 13. and transmits the form to the B/IO Telework Coordinator and the employee.      

	1. Employee Name:
     
	2. Job Title:

     
	3. Date of Request
     

	4. Business Telephone:
     
	5. Organization:
     

	6. Official Worksite/Location:

     
	7. Alternative Worksite Address:

     

	8. Alternative Worksite Telephone:

     
	9. Alternative Worksite E-mail Address:

     

	10. Telework Arrangement Implementation Dates:
This Telework Agreement may not exceed one year and may be approved for lesser periods.

Start date:      
End date:      
Comments:      
	11. Telework Arrangement: (Check all that apply)
 FORMCHECKBOX 
 Regular/Recurring*

 FORMCHECKBOX 
 Situational (Emergency, occasional, temp.  medical situation)**
 FORMCHECKBOX 
 Remote***
 FORMCHECKBOX 
 Employee is under Alternative Work Schedule (AWS) and has a regular day off on first  FORMCHECKBOX 
 or second  FORMCHECKBOX 
 week of the pay period.  Indicate day of the week      
 FORMCHECKBOX 
 Employee is a member of the Bureau/IO/Office COOP 

 FORMCHECKBOX 
 Alternate COOP   FORMCHECKBOX 
 Primary COOP

 FORMCHECKBOX 
 COOP Cord.   FORMCHECKBOX 
 CRT   FORMCHECKBOX 
 CFT   FORMCHECKBOX 
 COS***

 FORMCHECKBOX 
 Telework Agreement Denied (cite reason in comments section)
 FORMCHECKBOX 
 Telework Agreement Cancelled (cite reason in comments section)
 FORMCHECKBOX 
 I choose not to participate in telework

	12. Indicate Telework Days for Regular and Recurring: Approving Official and employee agree the telework schedule will be: 
      Day(s) each (Please select one)   FORMCHECKBOX 
 Workweek   FORMCHECKBOX 
 Pay Period   FORMCHECKBOX 
 Month
Please select which days will be Teleworked:  FORMCHECKBOX 
 Monday   FORMCHECKBOX 
 Tuesday   FORMCHECKBOX 
 Wednesday   FORMCHECKBOX 
 Thursday   FORMCHECKBOX 
 Friday

Hours of Duty: (for example, 8:00 a.m.-4:45p.m.)        to      
Supervisors may call an employee back to the traditional worksite at any time. Employee Initials:       

Please list any additionally agreed expectations (i.e. log in/check in process, response times, etc.) in the comments section of this form.

	13. Comments:

     

	14. Telework agreements must be reviewed within 60 days of the agreement.  Remote telework arrangements must be reviewed on a quarterly basis. Please indicate the date this agreement will be reviewed:      

	15(a) Employee may be approved for both situational and regular/recurring telework.  Approving Official authorizes employee participation for:  FORMCHECKBOX 
 (1) situational/ad hoc telework,  FORMCHECKBOX 
 (2) regular and recurring telework, and  FORMCHECKBOX 
 (3) telework combined with AWS.

For non-supervisory employees, Division Chief or other equivalent second level supervisor is the Approving Official.  For small Independent Offices with no subdivisions, the Head of the Office is the Approving Official.  For supervisory employees, the immediate supervisor approves the telework agreement. Once employees have been approved for situational telework, their first line supervisor can approve telework on a case-by-case basis; for example, for completion of non-recurring tasks, for unscheduled telework on snow days, or for other emergencies.

	15(b) Employee may be approved for remote telework.  If a foreign alternate worksite is approved, the B/IO home office and employee must have the Chief of Mission concur in the telework arrangement prior to the employee’s arrival at the overseas location.  By checking this block  FORMCHECKBOX 
, the Chief of Mission has been so notified and concurred in the telework arrangement.

	16. Approving Official: (Name & Title)
     
	17. Date:
     

	Telework agreements may be terminated by management for various business-related reasons, including but not limited to, diminished productivity, failure to follow telework policy and required procedures, unmanageable burden on other staff members, no adequate resolution to staff coverage, customer’s satisfaction with service provided is adversely affected, or the arrangement no longer meets the organization’s needs, etc.


*Regular and Recurring Telework. Telework is performed on a regular and recurring basis by week or pay period, as indicated above.  

 Employees must spend two workdays each pay period physically in the office. 

** Situational Telework. Employees telework on a case-by-case basis where the hours worked were not part of a previously approved, ongoing, and regular telework schedule.  
***Remote Telework.  (1) A telework arrangement in which the employee resides and works at a location beyond the local commuting area of the employing organization’s worksite. (2) A full-time telework arrangement.

	TERMS OF E-TELEWORK AGREEMENT

	The terms of this agreement must be read in conjunction with Agency policy and required procedures covered in ADS 405 and any additional guidance provided by the Office of Human Resources (OHR). Signatories certify they will abide by this agreement, USAID telework policy, and all supplemental terms established by the employing organization.

1. Work schedules and hours of duty may be modified as necessary, but are subject to Agency policy and/or collective bargaining agreement requirements. A copy of the employee’s daily schedule should be kept on file with the signed telework agreement. If the employee is designated to telework in case of an emergency, the work hours may be subject to change. Emergency schedules will be set based on Agency needs.

2. The official worksite is the location of employee’s position of record where he or she normally works, not his/her telework location, as long as the employee is regularly scheduled to report to that site at least two days per pay period (see 5 CFR 531.605(d)(1).  Except in limited situations (see 405.3.6(b)), if the employee does not report to the official worksite at least two days each pay period, the official worksite is the location of the employee’s telework worksite.
3. Employees who are approved for either situational or regular and recurring telework are expected to telework at their alternative worksite each regularly scheduled workday during an emergency situation (for example, when the Government is closed to the public due to a natural or manmade emergency event, such as inclement weather, hurricane, earthquake, pandemic health crisis, etc..  Supervisors may excuse telework employees on a case-by-case basis when circumstances prevent them from working at home or other alternative worksite (for example, due to power outages or connectivity issues, childcare or eldercare issues).   
4. All pay (to include locality pay), leave, and travel entitlements are based on the employee’s official worksite as documented on a Notification of Personnel Action (SF-50).

5. It is recommended that the employee complete the ”Telework Eligibility Exercise Charting Tool” prior to a discussion with the manager to clearly outline the current tasks and duties of the employee.  Prior to signing this telework agreement, the manager and employee will discuss:
a. Office procedures (e.g., procedures for reporting to duty, procedures for measuring and reviewing work, time and attendance procedures, procedures for maintaining office communications); 

b. Work assignments; and

c. Performance expectations.

6. Employee agrees to complete all assigned work according to procedures mutually agreed upon by the employee and the supervisor and according to guidelines and standards in the employee’s performance plan. The employee agrees to provide regular reports if required by the supervisor to help assess performance.
7. Employee will not work in excess of the regular schedule unless he/she obtains advance approval for paid overtime or compensatory time off from the supervisor and requests it in webTA. 

8. Supervisors have the authority to call an employee back to the traditional worksite at any time.  

9. Employee understands that the Agency supplies no hardware, i.e., computers, printers, phones or fax equipment. The employee agrees to install, service, and maintain any personal equipment used. 
10. No classified documents (hard copy or electronic) may be taken to, or created at, an employee’s alternative worksite. 

11. The Agency will not be responsible for any operating costs that are associated with the use of the employee’s residence as an alternative worksite; for example, home maintenance, insurance, or utilities. The employee understands he or she does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for Government, as provided for by statute and regulations.
12. The employee will apply approved safeguards to protect government records from unauthorized disclosure or damage and will comply with Privacy Act requirements set forth in the Privacy Act of 1974, and codified in 5 USC 552a.

13. The Agency retains the right to inspect the alternative worksite during the employee’s normal working hours to ensure safety standards are met. USAID also requires the employee to complete a safety checklist as part of the process to sign up for Telework.

14. The employee understands that the Government will not be liable for damages to an employee's personal or real property while the employee is working at the approved alternative workplace, except to the extent the Government is held liable by the Federal Tort Claims Act or the Military Personnel and Civilian Employees Claims Act.
15. Employee understands he or she is covered under the Federal Employees’ Compensation Act if injured in the course of actually performing official duties at the regular office or the alternative worksite. The employee agrees to notify the supervisor immediately of any accident or injury that occurs at the alternative workplace and to complete any required forms. The supervisor agrees to investigate such a report immediately.
16. The employee acknowledges that telework is not a substitute for dependent care.

17. The employee acknowledges that telework is a discretionary alternative workplace arrangement. 

18. Management will terminate the telework agreement should the employee’s performance not meet the prescribed standard or the telework arrangement fails to meet organizational needs.

19. The employee continues to be covered by the Agency’s standards of conduct while working at the alternative worksite.

20. The employee must be easily accessible to his/her supervisor and must frequently check voice mail or email while at the alternative worksite. 

	For COOP Coordinator or member of Critical Response Team (CRT), Critical Function Team (CFT), and Critical Operations Staff (COS), the following terms and conditions apply to work off site in emergency situations:

Notification to Activate COOP

The USAID COOP Plan may be implemented, based on both known (with warning) and unanticipated (without warning) threats and emergencies. In either situation, once the decision has been made to activate the COOP, team members are notified during duty hours by the PA system, voicemail, or e-mail. During non-duty hours, employees are directed by telephone by the employee’s immediate supervisor or other management official and by local media sources (radio, television, newspapers, etc.) with information and further instructions. 

Changes in Work Schedules 

During a period of active COOP status, all COOP designated employees may be required to convert to a standard eight-hour work schedule when they are activated to perform COOP duties.

Official Worksite 

The employee’s official worksite is the USAID Headquarters in Washington, D.C. When the COOP is activated, the worksite of the employee under this agreement will change depending on his or her COOP assignment. 

Time and Attendance 

The Agency adheres to pay and leave guidance issued by the Agency’s Office of Human Resources (OHR) and the U.S. Office of Personnel Management (OPM) in the event of an emergency closure or COOP activation. Time spent in regular duty status at an alternative worksite must be accounted for and reported in the same manner as if the employee reported for regular duty at the official worksite. 

Performance Management 

Employees performing their usual job functions at an alternative worksite during an emergency are evaluated in the same manner as if they were at the official worksite. If the nature of the work the employee performs during an active COOP status changes from the normal duties he or she performs, the employee must satisfactorily complete all assigned work according to standards and guidelines established for the employee’s assignment under the COOP Plan. 

Safekeeping of Government Materials 

Electronic data files with Sensitive but Unclassified (SBU) information that contains Personally Identifiable information must not be let outside of the USAID network under any circumstances. During a period of activated COOP status or in other emergency situations, the removal and use of: 1) SBU information, 2) Privacy Act and other personal information, and 3) For Official Use Only information at an alternative worksite must be approved by the employee’s immediate supervisor. This information must be transported from the traditional worksite to the alternative worksite in a secure container (e.g., briefcase with lock). 
If permitted to remove SBU, For Official Use Only, Privacy Act, or other personal information, the employee is responsible and accountable for controlling and safeguarding this information. When such information is displayed on a computer screen, it must not be visible to others. The employee is responsible for ensuring that others cannot view the computer screen. Otherwise, a computer privacy screen which blocks PC screen visibility to others must be used when the above-mentioned types of information are displayed on a computer monitor at an alternative worksite. This information must be stored in a secure file cabinet at the alternative worksite; e.g., home or other facility.
Protection of Government Information and Equipment 

No classified documents (hard copy or electronic) may be taken to an employee’s home or alternative worksite. During a period of activated COOP status, SBU information, Privacy Act and other personal information, and For Official Use Only information may be accessed using employee-owned equipment, but must not be stored there. 

The employee is responsible for the safeguarding of all official data, and the protection of any government-furnished equipment, including SBC tokens. Government furnished equipment must only be used for official duties. In addition, the employee may not authorize any other person to use Government-furnished equipment, including remote-access SBC tokens. 

Travel Time 

An employee who is required to travel to the ERS or other alternative worksite during a period of active COOP status or other emergency will have his or her travel hours credited as hours of work. 


	Temporary and/or Emergency Closure 

On the day of an emergency closure of the official worksite, an employee may be required to work from home or another alternative worksite. In addition, employees who may be teleworking may be required to report to the ERS. 

All employees under this agreement must remain in contact with USAID at all times during any COOP activation or other emergency closure situation. These situations include, but are not limited to, emergencies dealing with national security, extended emergencies, or other unique situations. 

Tax Benefits 

Generally, an employee who uses a portion of his or her home for work does not qualify for any Federal tax deductions. However, employees should consult their tax advisors or the Internal Revenue Service for information on tax laws and interpretations that address their specific circumstances.
Additional terms and conditions for remote telework arrangements.

For remote alternate worksites where the employee will be unable to report twice in a biweekly pay period to the official worksite, salary, allowances, and travel entitlements may be adjusted based on the telework site being the official worksite consistent with 5 CFR 531.605.  Such changes in duty station will be documented on an SF-50, Notification of Personnel Action.

Employees teleworking at an overseas post where their spouse or domestic partner is assigned must receive a medical examination and be issued a medical clearance appropriate for a dependent, eligible family member, or domestic partner for the post at which they will be physically residing in accordance with 16 FAM 220. 

The employee will only be considered for overseas allowances that are not already paid according to family size or derived from being a dependent or family member of a sponsoring spouse or domestic partner.  The employee will be eligible to receive danger pay, post hardship differential, and post allowance (COLA), if applicable, as long as the employee is not already receiving it as part of the spouse or domestic partner’s incentives package based on family size.   

For foreign alternate worksites, employee will receive U.S. holidays and is not entitled to local holidays of the overseas location.  The employee is not entitled to premium pay or compensatory time off when working on a local holiday.  If the alternate worksite is an overseas post and it is closed due to a local holiday, the employee must work from another worksite approved by the supervisor (for example, living quarters) or use annual leave or previously earned compensatory time off.

As a U.S. Government executive branch employee while teleworking overseas, the employee is subject to Chief-of-Mission authority, although the employee will not be included in the Mission’s staffing pattern or considered part of the Mission’s regular staffing complement.  The COM has authority over who is assigned to, or resident at, post and the home Bureau/Independent Office and the employee must notify and agree to these employment arrangements prior to the employee’s arrival at post.  

Normally the employee will not play any role in policy or administrative issues pertaining to the country or region in which the host office or teleworking post is located but if in unusual circumstances the employee does play such a role, then that will have to be addressed under National Security Decision Directive (NSDD-38) procedures.  

Foreign Service career candidates may be considered for remote telework but the time spent overseas teleworking will not be applied toward meeting the 18-month overseas service requirement for tenuring (see Mandatory Reference 414mad to ADS 414).   Career candidates should be cautioned that their appointments statutorily are limited to five years, and extensions are possible in only very limited circumstances (see Mandatory Reference 414mad to ADS 414).  If career candidates fail to complete all of their tenuring requirements, they will be separated from the Foreign Service upon expiration of their five-year time limited appointment.  

In addition, time overseas teleworking is not creditable toward meeting the number of years required for promotion in the Foreign Service (see section 463.3.4).
This telework arrangement terminates on      .  In addition, the employee or home supervisor in the B/IO may cancel or adjust the telework arrangement based on the needs of the office at any time with prior notification of 30 days.

This telework arrangement will be reviewed by the employee’s second level and immediate supervisors on a quarterly basis to ensure that it meets the needs of the office and the employee. 

	Space for additional terms and conditions for e-telework agreement.

     


	PRIVACY ACT STATEMENT
Authority:

Public Law 106-346, Sec. 359, Transportation Appropriations Act 2001

Principle Purpose(s):

Information is collected to register individuals as participants in the USAID alternative workplace program; to manage and document the duties of participants; and to evaluate and report on program activity. 

Disclosure:

Disclosure is voluntary. However, failure to provide the requested information may result in your inability to be a participant in the telework program.
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