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FINAL OFFER
June 28, 2019

ARTICLE 17
Telework

Section 1 Purpose

The OHO Telework Program that permits eligible NTEU bargaining unit employees to
perform Agency assigned work or other Agency approved activities at a management-
approved alternate duty station (ADS). The Agency is-committed-te may offering
telework opportunities provided that the technological components and equipment are
available and in place and that sensitive materials, including Personally Identifiable
Information (PlI), can be safeguarded. Management will make telework determinations
consistent with the eligibility criteria contained in this Article, taking into account
requirements of the position, performance of the employee, impact on organizational
performance level of service provided to the American public,_and availability of

Section 2 Definitions

A. Alternate Duty Station (ADS) — an employee requested and management-approved
work site that is geographically convenient to the employee’s official duty station
(ODS). Specifically:

1. An employee’s residence as reflected in his/her Telework Program Request and
Agreement; or

2. Another SSA facility er-office that may be closer to an employee’s home and
where there is space to accommodate additional agency employees.

Once the ADS is approved, the employee may only change the location of the ADS
with prior management approval.

B. Official Duty Station (ODS) - the employee’s official agency worksite.
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C. Telework Program Request — a written application for participation in the Telework
Program in which the employee describes the general and specific work
assignments that the employee proposes to perform at the ADS.

D. Telework Program Request and Agreement — a written agreement, contained in
PPM S650_1, between the supervisor and the employee defining the employee’s
obligations and responsibilities under the Telework Program.

E. Portable Work - work normally performed at the employee’s ODS that can be
effectively performed at the ADS. This work is part of the employee’s regular work
assignment or approved special work assignments.

F. Non Portable Work — Assignments that are not portable include those assignments
that require face-to-face customer contact or the employee’s physical presence at
the ODS.

G. Core Day(s)-Day(s) of the week not eligible for telework. Core days shall be limited
to no more than ere two core days per week.

H. Scheduled Telework - An employee with an approved telework agreement teleworks
on a routine, regular, and recurring basis at the ADS.

I.  Unscheduled Telework - An employee with an approved telework agreement is
required to telework on a non-scheduled telework day at an ADS. Employee-
initiated telework is not permitted.

J. Episodic Telework - Fhe-employes-taleworks-on-an-oscasionabireguarbasisatan
ABDS An employee may request to work on Episedictelewormay-nckide a
temporary project, approved on a case-by-case basis; where-the-employee-may

work-lessthap-a-ful-day-atthe-ADS. The request is subject to management

approval. Itis anticipated that instances of episodic telework will be
infrequent, based upon unique workload needs of the agency, and limited in
duration.

Section 3 Eligibility

The Deputy Commissioner has the discretion,_based on operational need, to
determine the number of scheduled telework days, if any, eligible positions, and
percentage of employees permitted to telework.

In_accordance with law, the Deputy Commissioner will also have the discretion to
determine whether teleworkers are eligible to work the following:
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e Credit hours at the ADS

o A 5/4/9 or 4/40 work schedule
o Overtime at the ADS

* A part-time schedule

e At the ADS on a non-tour day

Participation in telework will be voluntary and employees may withdraw at any time with
advance notice to their immediate supervisor.

To be eligible to participate in Telework, an employee must meet all of the following
conditions:

A

Not be currently on an Opportunity to Perform Successfully (OPS) plan or have
been on an OPS in the 12 months preceding the date of the request to
telework;

Not currently be on sick leave restriction or have been counseled for sick leave
abuse or placed on sick leave restriction in the 12 months preceding the date
of the request to telework;

Not be in a probationary period, first year of a 2-year trial work period, or formal
training status. Employees who previously completed a probationary period
will be considered on a case-by-case basis. Formal training statgs does not
include the normal progression of an employee through a career ladder. However,
formal training status may include periods when an employee needs close
supervision or regular feedback from management and/or technical mentors that
cannot effectively be accomplished at the ADS.

Complete appropriate agency Telework training;

ls-willing-te sSign and abide by the conditions of the Fexiptase Telework Program
Request and Agreement Appendi—} and the self-certification safety checklist
(Appendix 2). Once an employee is approved for participation in the Telework
Program, it is understood that management may change the general and specific
work assignments set forth in the Telework Program Request and Agreement may

e =)
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G. Maintain at least an acceptable level of performance (e.g., successful contribution
rating) or not be under review;

H. Has sufficient portable work to be completed at the ADS;
[.  Not be excluded from participation by law, or by government-wide rule or regulation;

J. Use approved appropriate technology; and

| : - Not have
been d|SC|pI|ned under Articles 26 andlor 27 in the 12 months preceding the
date of the request to telework or while on an approved telework agreement.

Section 4 ODS Shared Work Space

B. Employees who telework more-thap-twe-2)-days-perweak may be required to share
space (e g shared offlces/cublcles shaFe hotelmg) spaee with other employees
. Hoteling means

employees will select their workspace each day ona ﬂrst -come, first-served, basis
when working at the ODS.

C. Management will make every-effort t0 provide-employees-with-a ensure hoteling

workspace at the ODS with-an includes a dock for the agency computer, access to

an agency phone including-veicemall or ability to use softphones (or successor
technology), and locked storage.

Article 17
Page 4



FINAL OFFER
June 28, 2019

171
172
173

174

175  Section 5 Telework Procedures
176
177 A. Work performed under a FlexiptacefTelework arrangement may be scheduled,

178 unscheduled, or episodic.

179 B. Requests to Participate in Telework

180 1. Scheduled Basis

181 Employees may request to participate in scheduled Telework gregram during the
182 months of February and August by electronically submitting a Telework Program
183 Request and Agreement consistent with PPM S650_1_and-aTelework-Program
184 Reguestand-Safety-Self-Cedtification-(Exhibits+and-2}. Management will act on
185 requests within ten (10) working days of the close of the request period for

186 scheduled telework. If the number of eligible employees exceeds the coverage
187 requirements (or workstation availability) on a specific day, approval will be
188 made in-SCDB-erderstarting with the most senior based on time in the office.
189 If the participant’s request is denied, management will annotate the reasons for the
190 denial on the telework request form.

191 Employees will not have to submit future requests once the original request is

192 approved unless a schedule change is requested by the employee during the

193 February and August timeframes; the employee needs to revise the telewark

194 request and/or agreement; or the employee is otherwise directed by management.
G , =R | . : .

196 ragquUast-oeRod—asaporeprais-

197 2. Episodic Basis

198 Employees may request at any time to participate in episodic telework to work on a
199 specific project. Employees not previously approved to telework may request to do
200 so by electronically submitting a Telework Program Request and Agreement

201 consistent with PPM S650_1 and-aTelework-Program-Requestand-Safety-Self-
202 Certification-{Exhibits1-and-2). Management will act on these requests no later than

203 five (5) working days following receipt of the request. If the participant's request is
204 denied, management will annctate the reasons for the denial on the telework request
205 form. Depending on the nature of the assigrment project, employees may be
206 approved to work episodic telework up to five days per week at the ADS.
207
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3. Emergepscies-and-Other Off Cycle Requests

B. Management will alse-tiraely consider Rer-emergensy requests, submitted
electronically, to change a scheduled telework day or participate in telework

outside the normal request times. If approved, employees may begin
participating in telework or working the newly approved schedule at the start of
the next pay period.

C. Staf-Ceverage Modifications

Management has sole discretion to change, reduce, suspend, or eliminate
approved telework day(s) for any employee(s), office, component, or agency-wide
due to operational needs. Management also has sole discretion to change,
reduce, suspend, or eliminate approved telework day(s) for any employee due to
the employee’s performance.

Section 6 Hours of Work and Employee Availability

Teleworkers are in a duty status when teleworking and are expected to have the
resources necessary to perform their jobs and concentrate on official duties without
interruption. Employees may not use duty time for any purpose other than performing
Agency-assigned work.
with-Article-8. Telework is not a substltute for dependent care.
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Management is responsible for supervising work in accordance with the Fair Labor
Standards Act. Article 15 of the 2844 SSA-NTEU National Agreement will apply to
those employees who work at an ADS.

Management may require that employees provide electronic naotification to their
supervisor at the beginning and/or end of their workday.

Requests for leave will be handled in accordance with Article 16 of the 2844 SSA-NTEU
National Agreement and-the-Marsh-27/—2044-WebTAMOY.

A. Office Closure/Early Dismissal/Late Opening

If there is a full day closure at the ODS—an-earhr-dismissal—erlate-opering-atihe-0BS:
anpd-the-employee-isworking-at-theirresidense-as-the- ADS- all employees with an
approved telewerk-program-agreement Telework Program Request and Agreement are

required to complete a full workday at the ADS the-empleyes-isreguired-to-completea
&HJ—wedeay unless the employee takes requests and is approved for ap-p#epr»@e Ieave.

In emergency, office closure, or other unique situations (e.g. facility issues, transit
strike, dignitary visit, political convention, etc.), employees with approved telework
agreements will telework regardiess of whether the emergency, office closure, or
unique situation occurs on a scheduled or unscheduled telework day, unless
otherwise directed by management (e.g. deployed to another office, etc.). |nthese
situations, employees may also request to use leave.

If there is an early dismissal, or late opening at the ODS, and the employee is
scheduled to work at their residence as the ADS, the employee is required to complete
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a full workday, unless the employee requests and is approved for leave. Employees
with approved telework agreements on a non-scheduled telework day may be required
to work all ar a portion of their day at their ADS in instances of early dismissal unless

the employee requests and is approved for leave.

If the ADS is another SSA facility, the employee must abide by the office closure, early
dismissal, or late opening rules for that location. The employee may be required to
report to their ODS.

B. Alternate Duty Station Problem(s)

Employees will promptly inform management of any disruptions at the ADS, e.g.
equipment failure, power outages, telecommunication difficulties, etc. that impact the
employee’s ability to perform ©BAR OHO assigned duties. In these situations,
management may require the employee to report to the ODS or the employee may

If the dlsruptlon (e.g. loss of electncal service or mternet connectivity at the ADS)
is through no fault of the Agency, the employee will be in a non-duty status from
the time of the disruption to the end of the scheduled workday or until the
employee reports to the ODS. The employee may request leave for the non-duty
period. However, if the ODS is closed and the condition(s) creating the disruption
make(s) the ADS unsafe, the employee may be granted leave in accordance with
Article 16.

C. Split Days at the ADS and ODS

Employees may ret only split a regutarky-seheduled telework day between the ADS and
the ODS, unless when the employee is directed to do so by management reguired-te

R L e e R T e

D. Telephones

1. When working at the ADS, an employee must be accessible by telephone to his
or her supervisors, clients, colleagues, and external customers during working
hours, exclusive of the lunch period and break periods. Employees are only
required to provide a personal phone number to their supervisory chain.
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2. The employee S break and lunch periods will be defined the same as at the

3. While at the ADS, the employee is responsible for retrieving, and responding in a
timely manner to voice mail left at both the ADS and the ODS.

4. Employees will not be reimbursed for any out-of-pocket expenses related to

QWWMMWMM Employees must read

and respond to emails as if they were at the ODS.

o Management may require that employees use instant messaging, video, or
similar technology while working at the ADS.

« Employees should ensure that the instant messaging or similar technology
accurately reflects their work status. Employees are expected to timely
respond to instant messages from management.
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F. Telework Suspensions

G. Call Backs

Employees may be called back to the ODS when warranted m%heeven&we%%&ee

Feaeenabie—airtemamce—metheds Employees are requnred to report to thelr ODS as soon
as possible and no more than two hours after notification. This time is considered duty

time.

Transportation between the ADS and the ODS does not entitle the employee to
reimbursement for official travel.

H. In-Lieu of Days

If management temporarily suspends telework or calls an employee back to the ODS,
the employee is not guaranteed an “in-lieu of” telework day. However, an employee’s
telework day may be temporarily switched to another day with management’s

affected by a holiday or leave do not receive an in-lieu-of day.
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Section 7 Environment and Security
A. Work site

If the ADS location is in the employee’s residence, the employee is responsible for
maintaining the ADS work site in a manner that is conducive to business and is free of
hazards. The ADS wark site shall include furniture/equipment deemed necessary by
management to perform the employee’s duties at the ADS such as a desk, chair, surge
protector, locking file cabinet or similar secure storage device, etc. deemed-necessary

by-management-to-perform-work-at-the-ABS. In addition, there must be proper lighting,

power, other utilities, adequate environmental conditions, a readily accessible and
working fire extinguisher, and a working smaoke detector.

The employee is responsible for all operating costs, home maintenance and any other
incidental costs (e.g., utilities, high-speed internet access, mortgage payments, rent,
insurance, and taxes, etc.) associated with the use of the ADS. Fhre-BBAR OHO is not
liable for damages to employee's personal or real property occurring during the course
of performance of official duties except to the extent established by law.

The employee does not relinquish any entitlement to reimbursement for appropriately
authorized expenses incurred while conducting business for the Agency as provided for
by law and regulation.

B. Workers’ Compensation

Teleworkers are covered under the Federal Employees' Compensation Act (FECA) and
the Agency’s policy and procedures concerning workers’ compensation for injuries
sustained while performing their official duties at the ADS. The employee will
immediately notify his/her supervisor of any accident or injury occurring at the ADS in
the course of performing official duties.

C. Federal Tort Claims

For purposes of the Federal Tort Claims Act, the employee’s ADS is treated as an
extension of the official duty station.
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D. Security/Safeguarding Work

Employees working at the ADS are bound by agency policies and procedures on
transporting, safeguarding, disclosure and destruction of Agency information, records
and data. This includes policies on protecting Personally Identifiable Information (PIl),
the Federal Information Security Management Act, the Privacy Act, 5 U.S.C. § 552 the
regulations implementing the Privacy Act, including those at 20 C.F.R. Part 401; 42
U.S.C. § 1306, and all other statutes, regulations, and Agency policies pertaining to the
disclosure, retention, and electronic transmission of official records and information.

E. Home Inspections

Management may inspect the ADS priorte-approving-telewark to ensure conformity with
the conditions set forth in the Telework Program Request and_Agreement and-Safeby

Sel-Certification Safety-Ghecklist. Management may inspect the ADS with twenty-four
(24) hours advance notice during the teleworker’s regular core hours. Management will

not inspect non-work space in the ADS.

F. Agency Owned IT Equipment

Subject-to-the-availability-of resources: tThe Agency will previde determine

appropriate IT equipment for teleworkers. SSA retains ownership and control of any
SSA furnished hardware, software, and data and is responsible for maintaining,
providing support and repairing the equipment; however, there will be no on site IT
support provided in employees’ homes. The employee is not responsible for costs
related to maintenance of government owned equipment.

Employees have a continuing responsibility to safeguard Government property and are
responsible for the care, security and effective utilization of the Government property
they use. In accordance with Agency policy, employees may be required to
reimburse the Agency for failure to exercise reasonable care of Government
property. Failure to exercise these responsibilities may result in termination from
telework in accordance with Section 10 of this Article.

Management may require that employees working at an approved ADS obtain (at their
own expense) high-speed/broadband internet access sufficient to support the
accomplishment of the employee’s assigned duties.
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Section 8 Accountability and Evaluation of Work

Management will evaluate work performed at the ADS in accordance with the Telework
Program Request and Agreement and in accordance with Article 21 of the 2844 SSA-
NTEU National Agreement. Employees are expected to complete their official duties at
the ADS in the same manner as at the ODS.

Management may require employees on telework to account for their work performed at
the ADS. The format and required content will be determined by management.

Section 9 Employee Conduct at the ADS

All laws, government- wide rules, government- wide regulations, and Agency policies
governing employee conduct at the ODS continue to apply at the ADS including, but not
limited to, the Privacy Act and the Standards of Ethical Conduct for Employees in the
Executive Branch.

Section 10 Termination from the Telework Program

Employees may voluntarily terminate their participation in the Telework program at any
time by notification to their supervisor and may reapply at the next application period.

Management retains the right to terminate an employee’s participation in the Telework
Program if:

1. The employee no longer meets one or more of the eligibility requirements
contained in Section 3; or

2. The employee fails to comply with any of the conditions set forth in the Telework
Program Request and_Agreement; or

3. The employee fails ta comply with the provisions of this article; or

4. There is a consistent diminishment in the employee’s performance at-the-ABS-n
Management will normally counsel employees about specific problems, including a

diminishment in performance, before removing an employee from the Telework
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Program except in the case of serious violations. When an employee’s participation
in the Telework Program is terminated, the employee will be notified in writing of the
reason for termination and the effective date of the termination. Management will
consider individual circumstances when determining the effective date of removal from

the program.

An employee, who has been removed from the Telework Program, may reapply for
Telework at the first application cycle following a 6-menthk 1 year termination period

If a disciplinary action is reversed, the employee will normally resume telework at the
beginning of the first pay period following the reversal as long as the employee meets
the eligibility requirements.
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