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A.
BACKGROUND 

This policy serves to implement the NIH Telework Policy, dated October 30, 2003 and the HHS Telecommuting Program Policy, revised January 8, 2002.  This policy will supplement the existing NIH and HHS program guidance without restating the policy.

B.
PURPOSE 

This document provides the program procedures that will be followed by the Center for Information Technology in implementing the NIH Telework Policy and the HHS Telecommuting Program.  Our intent is to actively promote telecommuting as a viable option for CIT staff and at the same time take full advantage of the benefits of telecommuting while assuring continued or improved productivity.  This policy hopes to ensure that CIT will be an employer of choice, enhance our efforts to employ and accommodate people with disabilities and improve the retention of high-quality employees by improving their quality of work life.  

C.
COVERAGE 

This policy applies to all CIT employees except for the Public Health Service Commissioned Corps personnel. Commissioned Corps personnel should refer to HHS Commissioned Personnel Manual 23.5, Instruction 10 for guidance.

New employees and employees detailed to CIT are eligible to participate in the NIH Telework Program after serving 120 days in the position and receiving a positive position progress review.  

Members of the Senior Executive Service and Office/Division Directors may participate in the Telework Program only on an as needed, non-recurring basis.

D.
CIT PROGRAM PARTICIPATION GUIDELINES

Office/Division Directors are responsible for determining which positions within their organizations are eligible for program participation.  Office/Division Directors will decide on individual employee participation on a case-by-case basis and as recommended by the employee’s immediate supervisor.  Participation in the CIT telework program is voluntary and subject to management approval in advance.  Telework is not an entitlement but a privilege, and may be withheld from employees for reasons of conduct, attendance, or other reasons.  

Employees who participate in other flexible work arrangements (e.g., Alternative Work Schedules) are eligible to apply for telework, as are supervisors.  To be eligible to apply for telework, the employee must:  

· Be a permanent employee, either full or part-time;

· Have a satisfactory performance record or, for a new employee, served 120 days and received a positive position progress review;

· Not be on Special Leave Procedures or a Performance Improvement Plan; and

· Have no documented misconduct personnel action on permanent record within the last 3 years.

The tasks that will be performed while teleworking must:

· Be portable, i.e., it must be work that the employee can reasonably complete at an alternate site;

· Generate work products that can be measured and/or evaluated for quality;

· Not require close supervision or frequent guidance from a supervisor;

· Not require constant face-to-face interaction with coworkers and/or customers; and

· Rely on information technology and connectivity that is available (or can be reasonably be made available) at the alternate site, as applicable, or require no particular technology or connectivity.

An approved NIH Telework Application and Agreement is required before an employee may participate in the telework program.  Long-term agreements may be approved for up to a one-year period and may be renewed upon concurrence by both parties.  Employees participating in the program for 2 weeks or less are not required to have an approved agreement, but must obtain supervisory approval, in writing.

Participation Criteria

Decisions to approve, or forward requests for participation in the telework program will be at the supervisors discretion based on the following criteria:

The employee’s work (or the portion to be performed at the alternate work station) must be portable: i.e., it must be work that the employee can reasonably complete at an alternate worksite.

The supervisor must be able to evaluate the quantity and quality of the employee's work performed at the alternate worksite.

The employee's most recent performance rating of record must be a rating of acceptable.  

The employee’s performance must be maintained at the acceptable level for the duration of the agreement, or the agreement must be terminated.  The employee must not be on a performance improvement plan.

The employee must not require close supervision and/or frequent input from others in order to perform their tasks.

The employee’s absence from the official duty station must not unduly interrupt office operations (i.e., Office Manager). Office must be large enough that others will be available for customers, etc.

The cost of implementing a telework agreement may affect the supervisor’s ability to offer telework to a large number of employees simultaneously, but should not be used as the only factor for determining approval.

Property and Technology

NIH-owned equipment:  NIH-owned equipment may be loaned to the employee if:

1) It is necessary for participation; 

2) The equipment is available or the Office/Division Director determines that funds can be made available to purchase equipment; and, 

3) The security of the equipment at the employee’s residence can be reasonable assured.  

Such equipment will be properly decaled and documented as loaned equipment, issued an NIH property pass (renewed annually), serviced and maintained by the NIH, and used for authorized purposes only (See NIH Policy Manual 2806 - Limited Authorized Personal Use of NIH Information Technology (IT) Resources.).   The employee must inform his/her supervisor of any equipment failure or malfunction.  In the event of a malfunction, the employee may be required to report to the official duty station.

Employee-owned equipment:  If the employee provides his/her own equipment, he/she is responsible for its service and maintenance.  Computer equipment and software must be compatible with those at the official duty station to allow the exchange of electronic files between sites.  Employees are not permitted to permanently maintain any official records or files on their personal computers.  All official records shall be saved and maintained on CIT servers or portable diskettes.  NIH-owned software that is provided for use to the employee to perform necessary work assignments or other authorized use is subject to copyright laws and shall not be copied onto unauthorized systems.  The employee shall remove all NIH-provided software from their personal computer if the telework arrangement is permanently terminated by either the employee or the supervisor. CIT requires that the employee install, regularly use, and update compliant anti-virus software and adhere to NIH IT security policies, guidelines, and procedures.

Telephone Lines:  The CIT may fund installation of telephone lines in the employee’s residence only if required by the employee’s at home assignment.  The Division/Office Director makes the determination if a separate dedicated telephone line is required and is to NIH’s advantage. Such equipment, if installed, will be used only for authorized purposes.

Other Costs:  The CIT will not be responsible for operating costs, home maintenance, or any other incidental costs (e.g., utilities), associated with the use of the employee’s residence.  
Prior to setting up on-line connections between the employee’s telework worksite and NIH systems or services, the employee should be familiar with and agree to comply with the provisions of the NIH Remote Access Policy. 

The CIT will not be liable for damages to an employee’s real or personal property during the course of performance of official duties or while using NIH-owned equipment in the employee’s residence except to the extent CIT is held liable by the Federal Tort Claims Act, the Military Personnel and Civilian Employees Claims Act or the Federal Employees Compensation Act (workers' compensation).  However, in accordance with Federal property regulations, government-owned equipment that is stolen, damaged, or destroyed due to carelessness or negligence on the part of the user is subject to financial liability on the part of the user (See NIH Manual 26101-25-2-16, PERSONAL PROPERTY MANAGEMENT GUIDE -  Resolution of Loss, Damage and/or Destruction of Government Property.).
E.    TERMINATION

Office/Division Directors may terminate a telework agreement if the work situation no longer meets the requirements for eligibility or if the employee has not lived up to their responsibilities as defined in section G.

Employee’s whose attendance is not maintained at an acceptable level will have their agreement terminated effective the date they are placed on leave restriction.

Employee’s whose performance is not meeting management’s expectations regardless of their most current performance rating, will automatically have their agreement terminated effective the date they are notified in writing that performance is not at the expected level.

If an employee's request to participate in the telework program is denied, the Office/Division Director will provide written notice to the employee explaining the reasons for the denial that will include the process for submitting requests for reconsideration.  

If an employee’s request for telework is denied, the employee may submit a written request for reconsideration to the CIT Executive Officer.  The request must include a copy of the original request, the denial notice, and the reason(s) why the request should be reconsidered.  For employees reporting directly to the EO, the request for reconsideration should be submitted to the Deputy Director, CIT.  The CIT EO or Deputy Director, CIT, shall issue a decision on reconsideration of the denial within 10 working days.

F.
DELEGATIONS OF AUTHORITY 

The authority to approve participation in the CIT Telework Program is delegated to CIT Office and Division Directors. Concurrence of the immediate supervisor is required before obtaining approval of the Office/Division Director.

G.
RESPONSIBILITIES: 

1.  Employee Responsibilities:

Employees may work a flextime schedule or alternative work schedule if the schedule is consistent with the nature of work being performed and the frequency of communication necessary with those at the official worksite or with work contacts in other locations.  This work schedule must be observed.  Duty time may not be used for purposes other than official work.  Employees must adhere to the rules/regulations established for their work unit including procedures for requesting leave, certifying timecards in ITAS, meal breaks, standards of conduct, etc.

Employees participating on a long-term basis must work at least one day every two consecutive workweeks at the official worksite unless physically unable to do so.

Employees scheduled to attend training are required to adjust their telework tour in order to accommodate the full length of the training opportunity.

Employees may request to end participation, without cause, at any time.

Employees must be available upon reasonable notice to come to the official duty station whenever the need arises for meetings, travel, training, etc.

Employees must promptly inform the employer whenever problems arise which adversely affect his/her ability to perform work at the alternate worksite.

Employees must maintain a telephone line into his/her alternate worksite and to furnish the employer with the number so that during business hours, he/she is accessible.

Employees must assure that all Government-owned equipment is used only for authorized purposes.

Employees must follow standard security procedures when removing official records from the official duty station.  Classified or sensitive data must not be accessible from off-site locations unless NIH or CIT Information Systems Security Office (ISSO) certifies that the system adequately protects records, and that off-site use conforms to applicable laws or policies.  Employees must promptly notify management of any computer security incidents (or suspected incidents) resulting from remote access.

Employees may be liable for damage to any government-supplied property, including equipment at the alternate worksite, in the same way the employee is liable at the official duty station. 

Employees dependent care arrangements should not change substantially due to telework, although a decrease in commute time may help employees spend more time with family members.  If a situation arises where the employee must attend to a dependent while at the telework site during scheduled duty hours, the employee shall immediately notify the supervisor and arrange to take leave or reschedule the work hour(s).

2.
Supervisors Responsibilities:

Supervisors must receive, review and make a recommendation on employee requests to participate in the Telework Program to the Office/Division Director for approval.

Supervisors must ensure that there is a proper balance among staff assigned to the official duty station, and on telework schedules to cover the worksite.

Supervisors must ensure that employees understand and adhere to the time accounting procedures and monitor performance of the work unit to assess effectiveness of the use of the telework program in the work unit and to take or recommend appropriate changes based on analyses.

3.
Office/Division Directors Responsibilities:

Office/Division Directors must approve (or deny) requests for employee participation and annually review positions to determine eligibility for telework.

Office/Division Directors must take action to remove employees with performance/conduct or attendance problems and place them under a standard tour of duty.

Office/Division Directors must promptly notify the CIT ISSO of any computer security incidents (or suspected incidents) resulting from remote access.

Office/Division Directors must monitor Office/Division performance to assess effectiveness of the use of telework programs and take appropriate actions based on analyses.

4.
Executive Officer’s Responsibilities:

The Executive Officer ensures that Office/Divisions participating in the CIT Telework Program maintain and provide annual evaluations of existing schedules, and data that appropriately assesses the impact of the schedules on productivity, level of service to the public, operating costs, and other benefits of participation.

CIT Telework Program Coordinator’s Responsibilities:

The Telework Coordinator maintains signed copies of telework agreements and such other records as may be required for program evaluation and reporting.

The Telework Coordinator provides training for managers, supervisors and employees on the CIT telework programs and serves as a resource on centrally coordinated NIH Telework activities. 

H.
EMERGENCY CLOSINGS

NIH follows the OPM guidelines for emergency closing procedures.  However, emergency closings at the official workplace due to utility failures, fire, inclement weather, or other conditions, should not necessarily affect work at the telework site, if work can proceed at that location.  Conversely, an employee may be excused from work at the telework site because of conditions affecting the employee’s alternative workplace.  The employee must contact his/her supervisor or other decision-making manager immediately if work at the telework site cannot continue, so that the supervisor can decide if alternative work procedures might be in order.  If work at the telework site is impaired or impossible, depending on the circumstances, the employee may be granted administrative (excused absence – upon concurrence of the Office/Division Director), asked to perform work that can be accomplished under prevailing conditions, or told to report to the official workplace.  Any ongoing requirement that a teleworking employee continue to work if the agency closes on his or her telework day should be included in the employee's formal or informal telework agreement.
I.
EFFECTIVE DATE 

This policy is effective immediately. 
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