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Telework Policy 

1. INTRODUCTION 

1.1. Scope and Purpose 
The Telework Program has been established for Census Bureau employees, consistent with the 
Department of Commerce (DOC) Telework Program Policy. The purpose of this document is to 
provide guidance for implementing, expanding, and improving this program. This program does 
not include contractors. 

The purpose of the Census Bureau Telework Program is to ensure compliance with the Telework 
Enhancement Act of2010 and the Department's Telework Policy by eventually enabling all 
eligible employees to apply for approval to participate in the program, and to provide and 
maintain continuous operations of the Census Bureau's services regardless ofduty location. 
(Employee eligibility is defined in Section 3.) In achieving this goal, managers and employees 
are encouraged to seek creative solutions when considering telework assignments that will 
ensure continuity ofoperations, reduce operational costs, and improve the overall work-life 
balance for our employees. 

Critical to the Census Bureau's goal of expanding the Telework Program in a meaningful way is 
the implementation of technology and policies that allow computer access inside the firewall. 
The Virtual Desktop Infrastructure (VDI) makes it possible for employees working remotely to 
access data, tools, and programs residing on their office computers that are essential to their daily 
work, as well as certain title-restricted data (Title 5, Title 13, Title 15, Title 26, and Personally 
Identifiable Information). 

VDI has made telework more accessible to a larger number ofemployees and supports an 
increase in the number of telework days that may be worked each pay period. 

This revised policy (1) applies to all parts of the Census Bureau, not just Headquarters and (2) 
incorporates the revised DOC Telework Policy (2014), the 2014 Office of Personnel 
Management's (OPM) Washington, DC Area Dismissal and Closure Procedures, and the June 
23, 2014 Presidential Memorandum - "Enhancing Workplace Flexibilities and Work-Life 
Program." 

This revised Telework Policy is being established in June 2015 to supersede all previous 
telework policies, including past practices, in place throughout the Census Bureau. 

1.2. Types ofTelework 
There are three types of telework: ( 1) routine telework in which telework occurs as part of an 
ongoing, regular schedule; (2) situational, ad hoc, or occasional telework that is approved on a 
case-by-case basis, where the hours worked are not part ofa previously approved, ongoing, and 
regular telework schedule; and (3) unscheduled telework in which Federal or Department offices 
are open but under an announcement of"Unscheduled Telework" by the OPM or other 
appropriate authority. 
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1.3. Benefits 
A successful Telework Program is innovative and cost-effective, and benefits the Census Bureau, 
its employees, and the communities in which they work and live. For the Census Bureau, 
telework provides increased productivity, reduced absenteeism, greater employee retention, and 
expanded recruitment opportunities. It also provides for the continued operation of services 
during periods of emergency conditions, reduced costs for real estate and facility maintenance, 
and an enhanced public image. 

Telework provides greater job satisfaction for employees by providing flexibility in managing 
one' s time and activities. It improves morale by reducing stress in balancing work and home 
obligations, and by saving both time and money in costly, daily commutes. 

For the community, telework promotes a cleaner environment, decreased traffic congestion, 
decreased pollution and energy consumption, and increased economic vitality. 

1.4. Definitions 
AD HOC or EPISODIC TELEWORK (AD HOC) - Approved telework performed on an ad 
hoc occasional, one-time, or irregular basis. An employee can be approved to telework on an ad 
hoc or episodic basis (not a regular and recurring schedule), but must have successfully 
completed the appropriate required interactive telework training program (e.g., Telework 101 for 
Employees or an approved Bureau-designed program specific to the Bureau) via the Commerce 
Leaming Center or some other system capable of tracking when each employee has successfully 
completed the course. An employee must have an approved individual telework agreement in 
place before participating. 

APPROVING OFFICIAL-The official (division chiefor equivalent - i.e., regional director, 
associate director, or above) authorized to approve individual telework agreements. In some 
cases, the approving official and the supervisor may be the same person. 

ALTERNATE WORKPLACE - The employee's residence or another location other than the 
employee' s traditional worksite that has been approved by the approving official for the 
performance of the employee's official duties. For purposes of telework, the alternate worksite 
is considered an official Government worksite. 

ELIGIBLE TO TELEWORK- All employees are considered eligible to telework unless: (1) 
the employee has been officially disciplined for being absent without permission for more than 
five days in any calendar year (5 U.S.C. § 6502(a)(2)(A)) (without exceptions), (2) the employee 
has been officially disciplined for violations of 5 CFR Part 2635 (Standards of Ethical Conduct 
for Employees of the Executive Branch) for viewing, downloading, or exchanging pornography, 
including child pornography, on a Federal Government computer or while performing official 
Federal Government duties (5 U.S.C. § 6502(a)(2)(B)) (without exceptions). 

ELIGIBLE POSITION - A position is an eligible position unless 1) the official duties require 
on a daily basis (every workday) the direct handling of secure materials determined to be 
inappropriate for telework by the head of the Census Bureau, or 2) the employee performs on
site activities that cannot be handled at an alternate worksite. 

CONTINUITY OF OPERA TIO NS (COOP) EMERGENCY EMPLOYEE - A COOP 
employee (Government) is assigned responsibility to report to an alternate site, as required, to 
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perform the Bureau's Mission Essential Functions or other COOP related operations. This 
category ofemergency employees includes the Emergency Relocation Group and Emergency 
Command Team. The Census Bureau often refers to COOP Emergency Employees as CEEs. 

EMERGENCY EMPLOYEE-An employee who occupies a designated "emergency" position 
that must have an individual telework agreement. These employees are expected to report to (or 
remain at) their worksite in dismissal or closure situations unless otherwise directed, and may be 
called upon to assist in providing essential services. Ifan emergency event occurs during duty 
hours, these employees are expected to remain on site, as the situation dictates, until properly 
relieved or provided additional instructions. The Census Bureau often refers to Emergency 
Employees as "Essential Employees" to avoid confusion with COOP. 

ESSENTIAL FUNCTION - Functions that enable the Federal Government to provide vital 
services, exercise civil authority, maintain the safety and well-being of the general populace, and 
sustain the industrial or economic base in an emergency. 

EXIGENT CONDITIONS - Conditions that exist that are determined to be inherently unsafe 
or such that normal work activities will be disrupted substantially for four or more hours and 
alternative arrangements for work to continue are deemed necessary. 

HOME-BASED WORK - A work arrangement under which employees are approved to work 
full time from their homes, whereby the home is the official duty station. Home-based workers 
are considered remote workers, and are deemed teleworkers as defined by the OPM and under 
the terms of this policy because their homes are recognized as their duty station. 

HOTELING - A telework arrangement in which employees are not assigned permanent space 
in their designated traditional worksite, but share offices and conference space as necessary when 
working at the traditional worksite. Such space is assigned by reservation, much like a hotel. 

MOBILE WORKERS - Employees who, by the nature of their duties, do not have a designated 
traditional worksite, and typically use their homes as their "home base," for example, field 
representatives. Due to the nature of their work, they are not considered eligible to apply for 
telework. This is different from "hoteling" arrangements, in which frequent telework-ready 
employees use shared space when they are working at their designated traditional worksite. 

OFFICIAL DUTY STATION - The location of an employee's position ofrecord where the 
employee regularly performs his or her duties. If the employee' s work involves recurring travel 
or his or her work location varies on a recurring basis, the duty station is the location where the 
work activities of the employee's position of record are based, as determined by the Approving 
Official. An employee's official duty station determines the appropriate locality area for pay 
purposes for General Schedule or equivalent employees (5 CFR 531.605). 

OFFICIALLY DISCIPLINED - A disciplinary action that results in the placement of a 
document in an employee's official personnel file (OPF); the bar on telework participation 
remains in effect as long as the document stays in an employee ' s OPF. A suspension or 
termination related to the items mentioned in Public Law 111-292 that results in a document 
(Standard Form 50) that permanently remains in the OPF would result in permanent prohibition 
in telework participation. 

REGULAR OR RECURRING TELEWORK- Telework that is performed on the same day(s) 
of the week on the employee' s regularly scheduled tour of duty. 
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REMOTE WORKER - The employee is teleworking full-time from an alternate work site. 
The alternate work site becomes the employee's official duty station for pay purposes. 

TELEWORK - Telework, known as "telecommuting," refers to a paid, flexible work 
arrangement under which employees perform the duties and responsibilities of their positions, 
and other authorized activities, from an alternate worksite, not the traditional worksite. 

TELEWORK AGREEMENT - The Telework Agreement is the written agreement which 
provides the framework, expectations, terms, conditions, and responsibilities by which an 
employee (who has met the requirements to apply for telework) completes, agrees to with 
management, and submits to the deciding official for approval or denial. 

TELEWORK-READY EMPLOYEE - An employee who has completed the required telework 
training program, has a signed individual telework (either regular or recurring, or ad hoc) 
agreement, and has the required necessities to work the scheduled telework. 

TITLE-RESTRICTED DATA - Information collected or available under any law or regulation 
that restricts access for confidentiality reasons, including Titles 5, 13, 15, 26, 42, and 44. 

TRADITIONAL WORK.SITE - The traditional worksite is where the employee would work 
absent a telework arrangement. 

UNSCHEDULED TELEWORK - Authorized under an announcement by the Office of 
Personnel Management (OPM) or other appropriate authority. Telework that was not scheduled 
in advance; except in rare situations, does not require supervisor's approval. 

2. TELEWORK ENHANCEMENT ACT OF 2010 
On December 9, 2010, President Barack Obama signed Public Law 111-292, the Telework 
Enhancement Act of2010 (the Act). The general purpose of the Act is to expand participation in 
telework. The Act is a key factor in the Federal Government' s ability to achieve greater 
flexibility in managing its workforce through the use of telework. It requires agencies to 
establish a policy under which eligible employees of the agency may apply to be authorized to 
telework, to determine the eligibility for all employees of the agency to participate in telework, 
and to notify all agency employees of their eligibility. 

3. 	ELIGIBILITY AND PARTICIPATION 
The Act makes a clear distinction between "eligibility" and "participation." 

3.1. Eligibility 
An employee is eligible to telework unless one or more of the following exceptions apply: 

A. 	The employee has been officially disciplined 1 for being absent without permission for more 
than 5 days in any calendar year. 

1 Definition ofOfficially Disciplined - A disciplinary action that results in the placement of a document in an 
employee's official personnel file (OPF); the bar on telework participation remains in effect as long as the document 
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B. 	 The employee has been officially disciplined2 for violations of 5 CFR Part 2635 (Standards 
of Ethical Conduct for Employees of the Executive Branch) for viewing, downloading, or 
exchanging pornography, including child pornography, on a Federal Government computer 
or while performing official Federal Government duties. 

C. 	 The employee is a mobile worker. 

3.2. Participation 
Under 5 U.S.C. § 6502(b), the following are the requirements for participation: 

• 	 A written agreement that is entered into between an agency manager and 
an employee authorized to telework, that outlines the specific work arrangement that is 
agreed to. 

• 	 Provide that an employee may not be authorized to telework if the performance of that 
employee does not comply with the terms of the written agreement between the agency 
manager and that employee. 

• 	 Except in emergency situations as determined by the head of an agency, employees of the 
agency whose official duties require on a daily basis (every work day) the direct handling 
of secure materials determined to be inappropriate for telework by the agency head; or 
on-site activity that cannot be handled remotely or at an alternate worksite may not 
participate in telework. 

• 	 Direct facility maintenance. 
• 	 Facility and employee security. 

Participation in the Telework Program is voluntary except for Emergency ("Essential") and 
COOP employees. The Act stipulates in Section 6504( d)(2) that "During any period that an 
executive agency is operating under a continuity ofoperations plan, that plan shall supersede any 
telework policy." 

Participation in the program can be terminated voluntarily or involuntarily. An employee may 
choose to terminate a telework agreement any time after the arrangement starts. A supervisor 
must terminate an employee' s telework agreement if the employee has violated 5 U.S.C. §§ 
6502(a)(2)(A), (B), or 6502(b)(3). A supervisor may terminate an employee's telework 
agreement for other reasons in accordance with the Telework Policy. Participation in telework is 
open to all eligible employees without regard to race, color, religion, sex (including pregnancy 
and gender identity), national origin, political affiliation, sexual orientation, marital status, 
disability, genetic information, age, membership in an employee organization, retaliation, 
parental status, military service, or other non-merit factors. 

Teleworkers and non-teleworkers shall be treated the same for: 

• 	 Periodic appraisals ofjob performance of employees. 

stays in an employee ' s OPF. A suspension or termination related to the items mentioned in Public Law 111-292 that 

results in a document (Standard Form 50) that permanently remains in the OPF would result in permanent 

prohibition in telework participation. 

2 See above. 
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• 	 Training, rewarding, reassigning, promoting, reducing in grade, retaining, and removing 
employees. 

• 	 Work requirements. 

• 	 Other acts involving managerial discretion. 

3.3. Program Participation 
While all eligible employees are encouraged to apply to participate in the Telework Program, 
eligibility does not equate to automatic approval to participate. Telework is not an employee's 
right. Employees wishing to telework must obtain approval from their approving officials before 
beginning to telework. 

Participation in the Telework Program is subject to the following conditions: 

A. 	The employee must successfully complete all required training, including telework training 
and data stewardship training; 

B. 	The employee must submit a telework agreement in CHRIS. (In the event that the employee 
does not have access to CHRIS, a written telework agreement must be completed, signed, 
and submitted by the employee with all requirements met.) The employee must have a 
written agreement with his or her supervisor that outlines the specific telework arrangement; 

C. 	The employee's previous rating ofrecord is Fully Successful (or equivalent) or better; 

D. 	 The employee has the required necessities to telework for his/her planned period of telework. 

E. 	 The supervisor should complete and discuss with the employee Appendix B, "Telework 
Assessment Tool," to determine the employee's suitability for telework. 

F. 	 The employee must certify that the alternative workplace is safe by completing the Telework 
Safety Checklist; 

G. 	The employee and supervisor must collaborate to ensure that all appropriate technology tools 
and resources are accessible from the telework site(s), and that working from the telework 
site does not diminish office operations; 

H. 	The employee must work for a sufficient time to become familiar and comfortable with the 
assigned work, division expectations, bureau and departmental requirements, and Census 
Bureau culture. A period of60 to 120 calendar days of continuous Census Bureau 
employment is considered a reasonable guideline; however, this period may be extended or 
shortened, by the employee's supervisor, based on the employee's progress review or 
performance rating in conjunction with the assessment of the employee's ability to: 

• 	 Perform without close supervision. 

• 	 Prioritize work effectively. 

• 	 Manage time appropriately. 

I. 	 The employee's performance must comply with the terms of the written agreement between 
the supervisor and the employee (5 U.S.C. § 6502(b)(3)). 
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3.4. Levels ofTelework 
Some employees will decide not to telework at all , while others will choose to telework only on a 
limited ad hoc basis, and others will telework to the maximum extent possible. To accommodate 
both categories of employees, the Census Bureau offers two levels (plans) of telework, in 
accordance with the DOC policy. 

Plan A 

• 	 Ad hoc and/or unscheduled teleworking no more than 80 hours during a term of 12 
months beginning with the initial Plan A agreement. 

• 	 No prior supervisory approval required for unscheduled telework. Employees 
performing unscheduled telework under an OPM or other appropriate authority 
announcement may do so without prior supervisory permission. However, employees 
must notify their supervisors in accordance with the terms of the written agreement. 

• 	 Approval for ad hoc telework. The employee must obtain supervisory approval before 
performing ad hoc telework. 

• 	 Sufficient work. Employees are responsible for ensuring they have sufficient work for 
the period of telework. 

• 	 Office is closed. The employee is not required to telework when the office is closed for 
reasons other than Federal law or Executive Order. 

• 	 Upgrading to Plan B. Employee may switch to Plan B at any time prior to reaching the 
80-hour limitation, and the individual agreement will reflect the change. 

Plan B 

• 	 Includes employees on a regular/recurring telework schedule and/or 

• 	 Employees doing more than 80 hours ad hoc and/or unscheduled telework. This includes 
employees who desire the option of doing ad hoc or unscheduled telework (or both) more 
than 80 hours. 

• 	 Approval for ad hoc telework. The employee must obtain supervisory approval before 
performing ad hoc telework. 

• 	 No approval needed for unscheduled telework under OPM or other appropriate authority 
announcement. However, employees must notify their supervisors in accordance with 
the terms of the written agreement. Employees may perform unscheduled telework 
without prior supervisory approval. 

• 	 Sufficient work. Employees are responsible for ensuring that they have sufficient work 
for the period of telework scheduled. 
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• 	 Fewer than 80 hours of ad hoc or unscheduled telework. Performing fewer than 80 hours 
of ad hoc or unscheduled telework does not change the employee' s election ofPlan B. 

• 	 Offices are closed. Employees must telework when their offices are closed for reasons 
other than Federal law or Executive Order. 

3.5. Official Duties 
Teleworker agrees not to conduct personal business while in an official duty status at the 
alternate workplace (e.g., making home repairs). 

3.6. Child or Elder Care 
Telework is not a substitute for childcare. Telework may not be used to care for elders, children, 
or other dependents while in an official duty status. Ifthe elders, children, or other dependents 
are able to care for themselves, then their presence at the telework location would not interfere 
with the performance of the employee's telework duties. 

• 	 When Federal offices are closed, an employee who is required to telework may request 
periods ofpersonal leave during the workday (thus removing themselves from a duty status) 
to care for an elder, a child or a dependent. 

• 	 When Federal offices are closed or in an unscheduled telework status, the employee may, 
with supervisory notification, extend his or her workday, starting no earlier than 6:00 a.m., 
and extending beyond the 6:30 p.m. work day as long as it is by choice of the employee. An 
employee who voluntarily extends the workday beyond 6:30 p.m. is not entitled to night 
differential, premium pay, or compensatory time. For positions that require working 
during designated time frames during the day to provide support to customers in other time 
zones, this flexibility may be limited by management. 

3.7. Teleworking 
• 	 Written agreements must indicate, in accordance with Census Bureau policy and any 

applicable collective bargaining agreements, that telework-ready employees on Plan Bare 
required to telework from home or an alternate worksite when their office is closed for 
reasons other than Federal law or executive order. Telework-ready employees must 
follow their written agreements. 

• 	 On a case-by-case basis, the supervisor may excuse a telework-ready employee from duty 
without charge to paid personal leave or loss ofpay during an emergency situation if: (1) 
the emergency adversely affects the telework site (e.g., disruption of electricity or network 
connection problems that prevent telework), (2) the telework-ready employee's duties are 
such that the employee cannot continue to work without contact with the regular worksite. 

• 	 If the telework-ready employee faces a personal reason that prevents him or her from 
working successfully at the telework site, the employee may request the appropriate leave 
(annual, sick, compensatory, credit hours, compensatory time for travel) or may 
voluntarily make up time after 6:30 p.m. with supervisory notification. The employee 
may also switch to an alternate work schedule day off or use "flexing" consistent with the 
employee' s alternate work schedule, if any. 

• 	 Systems are to be in place to support telework in an emergency, including a 
communication process to notify COOP employees and Emergency ("Essential") 
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employees of the activation of the agency's emergency plan, and the agency's operating 
status during the emergency. 

• 	 Telework-ready employees scheduled to telework during their regular tour of duty on a day 
when their office is closed (or when other employees are dismissed early) are not entitled to 
receive overtime pay, credit hours, or compensatory time off in lieu of overtime payment for 
performing work during their regularly scheduled hours. 

3.8 . Performance Standards 
Performance standards for telework-ready employees must be the same as performance standards 
for non-telework-ready employees. Expectations for performance should be clearly addressed in 
each employee's performance plan, and the performance plan should be reviewed to ensure the 
standards do not create inequities or inconsistencies between telework-ready and non-telework
ready employees. Like non-telework-ready employees, telework-ready employees are held 
accountable for the results they produce. Resources for performance management are available 
from OPM at www.opm.gov/perform. 

3.9. Factors to Consider 
The employee and supervisor should work together to determine if telework is appropriate. The 
supervisor can use the information contained in the "Telework Assessment Tool" (Appendix B) 
to frame the discussion with the employee as part of the employee's submission of the telework 
agreement. Use of the Telework Assessment Tool does not preclude the employee from 
submitting an application. The factors that should be considered are listed below. Ultimately, the 
final decision rests with management in consultation with the Telework Coordinator. 

• 	 Is the office staff level sufficient to prevent a hardship when one or more employees may be 
working at the alternative workplace for an entire day? This does not mean that employees 
cannot telework, but it does mean that telework schedules must be coordinated to ensure 
continued office operations. 

• 	 Has the employee had sufficient time to become familiar and comfortable with the assigned 
work, division expectations, bureau and departmental requirements and Census Bureau 
culture? A period of 60 to 120 calendar days of continuous Census Bureau employment is a 
reasonable guideline. The potential teleworker's supervisor has the discretion to reduce or 
extend the waiting period based on the potential teleworker's individual circumstances. For 
instance, ifan employee is returning from previous employment with Census Bureau and 
performing the same job function, this should be considered in assessing an employee's 
readiness to telework. 

• 	 Has the employee successfully completed all data stewardship-related training prior to 
requesting telework? 

• 	 Are the employee's performance and conduct acceptable? The supervisor should consider 
current performance, conduct, and attendance in determining whether the employee is 
eligible to participate in the Telework Program. For example, employees who have been told 
that they are exhibiting performance problems may not be suitable for telework. Also, a past 
record of discipline or leave abuse may not automatically disqualify someone from 
participation, but can be considered to determine whether an employee's conduct may make 
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that employee unsuitable for telework. Employees may be disqualified from teleworking due 
to their conduct, particularly when employees have been disciplined for leave violations and 
have been placed on a leave restriction. 

• 	 Is the employee capable ofperforming without close supervision? Telework may not be 
suitable for an employee who requires on-the-job training. 

• 	 Has the employee certified that the alternate workplace located in his or her home is safe by 
completing the Telework Program Safety Checklist? (See Appendix A.) 

• 	 Do the employee and manager have the ability, the equipment, and tools to communicate 
effectively with one another? Timely communication and responsiveness are critical to 
telework. 

3.10. Accommodations for Employees With Disabilities 
It is important to distinguish between ordinary requests to telework and requests from persons 
with disabilities for reasonable accommodation. Approving officials or supervisors should 
consult Department Administrative Order (DAO) 215-10, Reasonable Accommodation Policy, 
the Collective Bargaining Agreement, and the Disability and Inclusions Office as part of the 
interactive process established by the Rehabilitation Act, in order to fully understand 
supervisors' responsibilities under the law. 

As governed by Section 501 of the Rehabilitation Act of 1973, as amended, 29 U.S.C. § 791 et. 
seq., the Rehabilitation Act and DAO 215-10, the determination as to whether an employee may 
be granted telework as a reasonable accommodation due to a disability should be made through 
the Reasonable Accommodation Coordinator, the employee's first-line supervisor, and the 
employee. The reasonable accommodation shall not be approved if it violates the provisions of 
the Telework Enhancement Act. 

3.11. Notice of Eligibility 
Information regarding the Telework Policy will be provided to new employees during 
orientation. 

4. TELEWORK TRAINING 

Comprehensive training is key to effective implementation of the Telework Program. Training 
focuses on how to manage and work at the alternate work site, including helping participants 
better understand the details of how the program will function and addressing specific issues, 
such as strategies for effective teleworking, compatible work projects, performance management, 
effective communication, and work plans. Training is available on an ongoing basis (see the 
Commerce Learning Center, or CLC). The Census Bureau will provide extensive training for 
teleworking employees and their supervisors. 

IT Security training is mandatory for employees who wish to participate in the program. A 
supervisor or manager who has an employee approved to telework must successfully complete 
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the Census Bureau telework training prior to approving the employee's telework agreement, 
regardless of whether the employee intends to telework. 

The employee who submits a telework agreement for review and decision must first submit to 
his or her supervisor a certificate of completion of the required Census Bureau telework training 

' 
in the CLC. The supervisor must confirm that all required training has been completed by the 
employee prior to approval of a telework agreement and prior to the start of work at alternate 
worksite. Required training includes Census Bureau TT Security and relevant Title and Privacy 
Act data protection training. 

5. 	THE PRIVACY ACT 0 F 1974, SENSITIVE PERSONALLY IDENTIFIABLE 
INFORMATION (PII), AND BUSINESS IDENTIFIABLE INFORMATION 
(Bii) - REQUIREMENTS FOR TELEWORK-READY EMPLOYEES 

All telework-ready employees are responsible for ensuring that records subject to the Privacy 
Act of 1974, sensitive PII, and Bii are not disclosed to anyone except those who have been 
authorized access to such information in order to perform their duties. The Census Bureau must 
ensure that appropriate physical, administrative, and technical safeguards are used to protect the 
security and confidentiality of such records. 

5.1. Disclosure of Records From an Agency System of Records 
• 	 Telework-ready employees are responsible for ensuring that their disclosure of a record 

(information) from any agency system of record complies with the Privacy Act of 1974. 

• 	 The Privacy Act of 1974 defines a "system of records" as a group of any records under the 
control of any agency from which information is retrieved by the name of the individual or 
by some identifying number, symbol, or other identifying particular assigned to the 
individual. Department of Commerce system ofrecord notices (SORNs) are posted at: 
http://www.gpo.gov/fdsys/browse/collection.action?collectionCode=PAI&browsePath=2005 
&isCollapsed=false&leafLevelBrowse=false&ycord=O 

• 	 The Privacy Act of 1974 prohibits the disclosure of a record (information) from an agency 
system ofrecord that is not identified as a routine use in that system's SORN, does not 
comply with an exemption identified in the SORN, or does not comply with 1 of the 12 
exceptions to the non-disclosure-(to third parties)-without-consent rule. 

• 	 A Privacy Act incident occurs when an officer or employee of the agency, who by virtue of 
his or her employment or official position, has possession of or access to agency records that 
contain individually identifiable information the disclosure of which is prohibited by 5 
U.S.C. § 552a (or regulations established thereunder) and discloses the material in any 
manner to any person or agency not entitled to receive it. Knowing misuse or release of 
information protected by the Privacy Act of 1974 can subject an employee to fines or 
criminal sanctions, or both. 

• 	 Telework-ready employees must immediately report a suspected or confirmed Privacy Act 
incident to the Census Bureau's Privacy Officer or Computer Incident Response Team, and 
to their immediate supervisors. 

11 


http://www.gpo.gov/fdsys/browse/collection.action?collectionCode=PAI&browsePath=2005


Telework Policy 

5.2. Proper Handling of PII and Bii 
• 	 Telework-ready employees are responsible for the safeguarding of PII and Bil. 

• 	 PII is information that can be used to distinguish or trace an individual' s identity, such as 
name, social security number, biometric records, etc., alone, or when combined with other 
personal or identifying information, which is linked or linkable to a specific individual, such 
as date and place of birth, mother's maiden name, etc. Sensitive PII, iflost, compromised, or 
disclosed without authorization, could result in substantial harm, embarrassment, 
inconvenience, or unfairness to an individual. 

• 	 Types of PII considered sensitive when associated with an individual are: social security 
number (including truncated form), place of birth, date ofbirth, mother's maiden name, 
biometric information, medical information (except brief references to absences from work), 
personal financial information, credit card or purchase card account numbers, passport 
numbers, potentially sensitive employment information (e.g., personnel ratings, disciplinary 
actions, and results of background investigations), criminal history, and any information that 
may stigmatize or adversely affect an individual. The Department IT Privacy Policy 
provides that breaches of sensitive PII are subject to notification and reporting requirements. 

• 	 When deciding whether PII is sensitive or non-sensitive, it is important to consider the type 
of information, obligations, or expectations regarding the protection of information, risk 
(probability and consequences) of loss or compromise of information, and context of 
information. Context is particularly important. The same types of information can be 
sensitive or non-sensitive depending upon the context. For example, a list of names and 
phone numbers for the Department' s softball roster is very different from a list of names and 
phone numbers for individuals being treated for an infectious disease. It is important to use 
good judgment when deciding whether PII is sensitive or non-sensitive. When in doubt, treat 
PII as sensitive. 

• 	 The Department' s policy states that if sensitive PII must be electronically transmitted, then it 
must be protected by secure methodologies such as encryption, Public Key Infrastructure, or 
secure sockets layer. Federal Information Processing Standards Publication 140-2, "Security 
Requirements for Cryptographic Modules" provides the standard to which encryption 
methodologies must conform. The transmission of sensitive PII, even if it is protected by 
secure means, must be kept to a minimum. Employees should check with the Census 
Bureau's Office of the Chief Information Officer to determine methods or services the 
Census Bureau is using to support the electronic transmission of sensitive PII. 

• 	 In addition to sensitive PII, telework-ready employees must ensure the safeguarding of Bil. 
Bil is information that is defined in the Freedom of Information Act as "trade secrets and 
commercial or financial information obtained from a person [that is] privileged or 
confidential." Commercial is not confined to records that reveal "basic commercial 
operations" but includes any records linformation] in which the submitter has a "commercial 
interest" and can include information submitted by a non-profit entity. Terms for Bii that 
must be protected from disclosure include "confidential business information," "confidential 
commercial information," and "proprietary information." 

• 	 Sensitive PII and Bii can be stored on Government systems only and saved, stored, or hosted 
only on Department-authorized equipment (including contractor-owned equipment or a 
system that is approved to be used as a Government system). Personally owned computers 
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may not be used to save, store, or host sensitive PII and Bil that is collected or maintained by 
the Department. 

• 	 Sensitive PII and BII must be sent encrypted as an email attachment and encrypted on mobile 
computers, media (e.g. , CDs, DVDs, USB drives), and devices (e.g. , laptops, hard drives). 
When faxing sensitive PII and Bil, an advisory statement about the contents must be 
included on the cover sheet and the recipient must be notified immediately before and after 
transmission. Exception: According to the Commerce Acquisition Manual 1313.301, 
cardholders shall not transmit credit card information over a facsimile machine. When 
mailing sensitive PII and Bii, it must be physically secured when in transit. Sensitive PII and 
Bii on CDs, DVDs, hard drives, flash drives, USB drives, floppy disks, or other removable 
media must not be mailed or sent by courier unless the data is encrypted. Sensitive PII and 
Bil must be sealed in an opaque envelop or container and mailed using First Class or Priority 
Mail, or a commercial delivery service (e.g., Federal Express or DHL). Appropriate methods 
must be used to destroy sensitive paper Pll and BIT (e.g., shredding, using a burn bag) and 
securely delete sensitive electronic Pll and Bil (e.g., empty the Windows recycle bin). 

• 	 Telework-ready employees and supervisors are responsible for complying with all Census 
Bureau guidelines on reporting Pll and Bil incidents. OMB Memorandum M-07-16 defines 
a PII incident as the loss of control, compromise, unauthorized disclosure, unauthorized 
acquisition, unauthorized access, or any similar term referring to situations where persons 
other than authorized users, and for an other than authorized purpose, have access or 
potential access to PII, whether physical or electronic. Telework-ready employees must 
immediately report a suspected or confirmed PII and Bil incident to the Census Bureau 
Privacy Officer or CIRT and their immediate supervisors. Additional information regarding 
the Pll and Bil incident reporting process can be found at: 
http://home.commerce.gov/CIO/ITSITnew/DOC Breach Response Plan v2 final.pdf 

6. 	PRIVACY ACT AND SENSITIVE INFORMATION REQUIREMENTS FOR 
TELEWORK-READY EMPLOYEES 

A. 	Decisions on the proper use and handling of sensitive information will be made by the 
individual supervisors who permit employees to work at home or at an alternative worksite. 
A telework agreement will be signed by telework-ready employees and their supervisors that 
contains the specific data types allowed to be accessed. Information is generally classified 
into the following groups: Non-Sensitive Information, Sensitive Information, and National 
Security Information. 

B. 	 The physical security standards for PII and other Sensitive and Administratively Controlled 
Information must be addressed prior to allowing telework. Chapter 35 of the Office of 
Security (OSY) Manual provides minimum physical security standards for the office 
environment that are also applicable during telework. At a minimum, Controlled 
Unclassified Information (CUI), including Pll, should be afforded protection to prevent 
unauthorized access to the information. 

C. 	 Controlled Unclassified Information (CUI) Registry. The National Archives and Records 
Administration's CUI Office developed the CUI Registry that allows anyone to access the 
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safeguarding and dissemination requirements for CUI that must be afforded to information 
like PII (Privacy) and other unclassified information. The registry may not be all-inclusive, 
as only those categories of unclassified information that have a law, regulation, or 
Government-wide policy governing dissemination and/or safeguarding are provided. 
Therefore, any Sensitive and Administratively Controlled Information in hard-copy form that 
does not fall within the parameters of the manual or the registry should be brought to the 
attention of the Information and Personnel Security Division of OSY. 

Teleworkers and supervisors should visit http://www.archives.gov/cui/registry/category
list.html prior to allowing hard copy PII and other administratively controlled information 
outside the workplace for telework purposes. 

Controlled Unclassified Information, Title 13, Title 26, and Title 35, U.S.C. Information, 
which are legally protected, are covered under the Sensitive Information category. 

D. Classified National Security Information. Classified information that requires Secret or Top 
Secret security clearances for protecting national security information is included in this 
category. Classified information (Confidential, Secret, or Top Secret) may only be 
transmitted or removed from official worksites by classified networks or authorized official 
couriers. This type of information may not be used or accessed in any manner by 
teleworkers. This information is subject to the most stringent security and access control 
rules, such as courier authorization, hand-to-hand transmission, or agency-specific rules not 
included in the Department telework policy/handbook. 

7. CENSUS BUREAU CONFIDENTIAL DATA 

7.1. Remote Access 
Remote access to Census Bureau confidential and title-restricted data, except for persons 
teleworking from an approved alternate workplace using VDI, is prohibited via remote 
connection or any other means, unless specifically permitted for this purpose by the Chief 
Information Officer (CIO) approved policy, procedures and technology (see Section 7.2). No 
Title-restricted data may be transmitted or removed from the office to a teleworker's home, 
unrestricted website or FTP site. The employee must sign a separate VDI Telework Pledge form 
that will include rules, procedures, and restrictions governing the type of data access. 

7.2. CIO-Approved Technology for Teleworking 
The CIO will specify through the IT Security Policy, appropriate and approved technology and 
procedures for accessing information technology resources while teleworking remotely. 
Technical and security solutions for this purpose will evolve and teleworkers should anticipate 
changes from time to time. Currently, personally owned equipment is the only mechanism by 
which a teleworker can access IT resources remotely and using VDI, teleworkers can access their 
desktops, in the same manner as when they are in the office. 
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Teleworker access is available to systems and data that employees normally access when at work 
including PII, Title 13, Title 26 data, on personally owned equipment using VDI, technology and 
a RSA SecurID token for two-factor authentication. 

7.3. Telework Without Remote Access 
An employee whose job includes working with Census Bureau confidential data may be able to 
telework. However, there will be some limitations on the types of work an employee can do at 
the alternate workplace or when an employee might be allowed to telework, ifthe employee does 
not have access to the VDI, as addressed in Section 7.2. For example, ifan employee is 
developing software that will execute on Census Bureau confidential information, the employee 
can write the logic while at the alternate workplace and can test it using "dummy" information 
(i.e., made-up data in the same format as the real data) . The employee would not be able to 
execute the software on the Census Bureau confidential data or review the results until he or she 
returns to the official duty station. Title-restricted data may not be removed or transmitted from 
the Census Bureau for use in testing while teleworking or at any other time. Access to title
restricted data must be through the VDI environment only. Similarly, if the employee is writing 
a report that uses sensitive information, the employee could write the sections of the report that 
do not actually contain the sensitive data while at the alternate workplace but would have to 
write the remaining sections that contain sensitive data when at the official duty station. 

Managers and employees are encouraged to seek creative solutions when considering work 
assignments. However, caution must be exercised to ensure that unnecessary or "busy" work is 
not assigned merely to allow telework. 

8. 	INDIVIDUAL TELEWORK AGREEMENTS 
The individual telework agreement provides the framework for the discussion that needs to take 
place between the supervisor and the employee before the employee signs the agreement. 

8.1. Mandatory Requirements 
• 	 Indicate the length of the agreement within the written agreement. 

• 	 The telework agreement must indicate if the employee is electing Plan A or Plan B. 

• 	 All telework agreements must contain a notice clearly informing employees that if they 
are on Plan B, then they are required to telework whenever the office is closed, even if it 
is not their regularly scheduled telework day, except where provided by Sections 3. 7 and 
19.2.2 of the Telework Policy. 

• 	 All telework agreements must contain notification that when the appropriate authority 
announces "Unscheduled Leave" or "Unscheduled Telework," telework-ready employees 
may elect either option by notifying their supervisors consistent with the employee ' s 
telework agreement or the terms ofan applicable collective bargaining agreement. 
Employees are to be reminded that, if they elect to perform unexpected telework, they 
must have a sufficient amount of work to complete the workday at home. If employees 
do not have enough work, they must either take unscheduled leave for the entire workday 
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or use a combination of unscheduled leave and unscheduled telework to account for 
hours not worked. 

• 	 The agreement must provide that an employee may not be authorized to telework if the 
performance of that employee does not comply with the terms of the written agreement 
between the supervisor and that employee. This may range from a temporary 
discontinuance to involuntary termination. 

• 	 The agreement must set forth the expectations agreed upon by management and the 
employee so the employee has prior knowledge of these expectations. In rare 
circumstances, management may find it necessary to require a non-emergency, telework
ready employee to report for an assignment that requires presence at the worksite (e.g., 
providing a presentation or performing administrative duties at a pre scheduled 
conference). This should not be a last-minute surprise, but a special work circumstance 
that both the supervisor and employee know about, discuss, and plan in advance as the 
special work requires. 

• 	 Inform employees that they may, at any time during the term of the individual telework 
agreement, elect to change from Plan A to Plan B. 

• 	 Days may be specified or flexible due to business necessity or an employee's request. 
Hours to be worked will be annotated and in accordance with the traditional worksite 
reporting times. 

• 	 Requirements: Outline any additional requirements (e.g., technology, specific software, 
data security, etc.). 

• 	 Clarify any assumptions, for example, regarding work locations (e.g., if expected to work 
only from home) and frequency and modes of communication (e.g., email vs. telephone, 
core hours for contact, speed for returning calls). 

• 	 If the employee is designated as an Emergency ("Essential") employee or part of COOP 
and expected to work during a COOP event such as a national or local emergency, or a 
COOP exercise. All COOP employees and Emergency ("Essential") employees must 
have a telework agreement on file and be prepared to telework at any time. 

8.2. Modification and Termination 
• 	 Telework is a workplace flexibility (unless it is actually designated as a condition of 

employment), not a legal right, and does not change the terms and conditions of 
employment. The operational needs of the Census Bureau are paramount. Employees 
who telework do not have an automatic right to continue to telework. In accordance with 
the Act, an employee may not be authorized to continue teleworking if the performance 
of that employee does not comply with the terms of the written agreement between the 
approving official and the employee. This may range from a temporary discontinuance to 
involuntary termination. 

• 	 Management shall provide sufficient notice, when feasible, before modifying or 
terminating a telework agreement to allow the affected employee to make necessary 
arrangements. The reason for termination must be documented, signed by the approving 
official, and provided to the affected employee. Consent or acknowledgement via 
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signature by the affected employee is not required for the termination of telework to take 
effect. 

• 	 The employee may request to modify the current agreement (e.g., change the regular 
teleworking day). To do so, the employee should follow the procedure in the CHRIS 
Telework tab: https://chris.hrd.census.gov/PageHolder.asp. 

9. 	HOW TO APPLY FOR TELEWORK 

9.1. Application Procedure 
Prior to submitting the electronic telework agreement, the employee must have successfully 
completed all the required training. The employee must discuss the telework agreement with his 
or her supervisor to ensure that the employee is eligible and has all of the information needed to 
complete the agreement. 

An employee who is interested in participating in the Telework Program must apply online, 
currently through the CHRIS system (hereafter referred to as "online system") located on the 
Human Resources Division website. All mandatory electronic forms associated with the 
submission process can be accessed, completed, and submitted through the online system. An 
employee who does not have access to the CHRIS system should contact the Telework 
Coordinator to arrange completion ofa paper version of the telework agreement. 

The Census Bureau telework pledge form shall be signed manually by the employee and the 
supervisor and submitted to the deciding official along with the electronic version of the 
telework agreement. The telework pledge form should be retained within the division or branch 
files. 

9.1.1. Telework Agreement 
The employee is responsible for completing the telework agreement (see Appendix A). The 
employee must then submit the agreement electronically through the online system. The 
approving official must review the entire agreement (to include telework safety checklist and 
telework checklist) and reach a decision to approve or disapprove the application. 

9.1.2. Telework Safety Checklist 
If the employee will telework from an office in his or her home, the employee must complete the 
safety checklist, which is part of the telework agreement. The employee should respond only to 
those questions that are applicable to the designated work area within the home. The employee 
must submit the safety checklist electronically as part of the complete agreement to the 
approving official to document review and acceptance of the responses. 

9.1.3. Telework Checklist 
The employee is responsible for completing the telework safety checklist, which is part of the 
telework agreement (see Appendix A), and submitting it electronically to the approving official 
as part of the complete agreement. The approving official is responsible for reviewing the 

17 


https://chris.hrd.census.gov/PageHolder.asp


Telework Policy 

checklist for completeness. If the employee has responded "nonapplicable" to any of the items, 
the approving official and employee must discuss the item to assure that this response is appropriate. 

After completing and submitting the mandatory forms, the online system will automatically 
generate an email to the employee' s first line supervisor. This email will inform the supervisor 
that the employee has submitted the required telework documents and permit the supervisor to 
review the completed forms. 

The supervisor will have two workdays to review the documents and provide a recommendation 
for approval or disapproval to the approving official. After this time, the online system will 
automatically deliver all of the electronic forms to the approving official for final disposition. 

The Approving official is expected to review the completed agreement and accompanying forms 
and consult with the Telework Coordinator, as appropriate, to make a decision regarding the 
agreement for telework. 

Upon the approving official's approval or disapproval, the online system will generate an email 
to the applicant advising of the decision and permitting access to the application. 

9.2. Agreement Approval Process 
Managers and supervisors are encouraged to allow telework where possible. However, realizing 
that telework is not appropriate for everyone, managers may disapprove requests based on work 
needs and after careful review and consideration of the factors listed in Sections 3 .1 to 3.9. 

Prior to the commencement of any type of telework arrangement, a first-level supervisor must 
ensure that a telework agreement has been completed and approved. The employee must have a 
written agreement that also specifies if the employee is required to telework during some 
emergencies. The first-level supervisor should also ensure that both the supervisor and the 
eligible employee, prior to teleworking, have read the Census Bureau' s policies regarding 
telework and have completed the required online training courses. 

The first-level supervisor must ensure that he or she knows and understands the content of the 
telework agreement, and must take steps to resolve questions concerning protected data with 
other managers in the division and the Telework Coordinator, ifnecessary. The first-level 
supervisor must evaluate an employee's request for telework participation in a fair and equitable 
manner and make a recommendation to the approving official as to whether the request should 
be approved or denied. 

The approving official, after taking into consideration the recommendation of the first-level 
supervisor, will approve or deny the employee's agreement to telework. Employees reporting 
directly to the division chief, regional director, or the equivalent level or above require only that 
person's approval of the agreement. For an employee at or above the division chieflevel who is 
submitting a telework agreement, approval authority is delegated to the employee's first-level 
supervisor. 

The entire approval process should be completed within 10 workdays. 
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9.3. When to Update a Telework Agreement 
During the performance year, certain events might cause a change to the employee' s position, 
such as a move to another branch or division. When such changes happen, and to ensure that the 
employee's telework agreement remains accurate and up to date, the employee is required to 
revise or voluntarily terminate the prior agreement, and to resubmit it. Instructions are located in 
the employee's individual telework tab within CHRIS, and can also be accessed at the HRD 
T elework site (https :// collab.ecm. census.gov Idiv /hrd/intranet/employeerelations/Pages/When-to
U pdate-your-Telework-Application.aspx). 

Telework agreements must be reviewed and renewed yearly. 

10. PERFORMANCEANDCONDUCT 

10.1. Performance Evaluation 
Performance elements and standards will not differ between the teleworker and other employees. 
To aid this process, the supervisor may need to communicate more frequently and 
comprehensively with the teleworker and focus more on how the supervisor will be evaluating 
the results of the teleworker's work. It is imperative that both the employee and the supervisor 
exercise good communication skills under the telework arrangement, work together to obtain a 
common understanding of expectations and desired results, and set reasonable and measurable 
objectives for work to be accomplished. To facilitate this, the manager and the employee may 
wish to use tools common to all employees, not just teleworkers, such as status reports, progress 
reviews or milestones - methods that have proven effective in measuring and evaluating 
performance. 

10.2. Conduct 
The employee is bound by U.S. Office of Government Ethics' Standard of Ethical Conduct for 
Employees of the Executive Branch (5 CFR Part 2635) while working at the alternative 
workplace. An employee who violates the rules ofconduct may be subject to termination from 
the Telework Program or to disciplinary action, or both, including removal from Federal service. 

11. THE WORKPLACE 

11.1. Alternate Workplace 
As defined in Section 1.4, the alternate workplace will be an employee's primary home, 
normally without Government-furnished computer equipment. If the need to change the 
alternate workplace arises, the employee must resubmit the telework agreement (with the 
updated telework safety checklist) to the approving official for approval prior to teleworking. 

11.2. Official Duty Station 
The official duty station is the location of an employee's position of record where the employee 
regularly performs his or her duties. If the employee's work involves recurring travel or the 
work location varies on a recurring basis, the duty station is the location where the work 
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activities of the employee's position ofrecord are based, as determined by the employee's 
manager or supervisor. An employee' s official duty station determines the appropriate locality 
area for pay purposes (Title 5, CFR 531.605). For those employees teleworking 100% of the 
time (remote workers), the duty station will be the employee's residence. 

Documentation. The official duty station must be documented on the employee's Notification of 
Personnel Action (SF-50) or equivalent. 

Temporary Details. For employees temporarily detailed to a position in a different location 
without a change in the position of record, the official duty station and associated pay 
entitlements are not affected. For additional information on official duty stations, please see 
http://www.opm.gov/oca/pay/html/Official Duty Station.asp . 

11.2.1. Determining the Official Duty Station 

A. 	 Pay During Telework Agreements 
• 	 If the traditional worksite and the telework site are within the same locality pay area, the 

official duty station is the location of the traditional worksite. 

• 	 If the traditional worksite and the telework site are NOT within the same locality pay 
area: 

o 	 The official duty station is the location of the traditional worksite as long as the 
employee physically reports to the traditional work site at least twice each biweekly 
pay period on a regular and recurring basis. 

o 	 The official duty station is the telework location (i.e., home or other alternative 
worksite) if the employee does NOT report at least twice each biweekly pay period on 
a regular and recurring basis to the traditional worksite. 

• 	 If a telework employee with a varying work location works at least twice each biweekly 
pay period on a regular and recurring basis in the same locality pay area in which the 
traditional worksite is located, the employee does not have to report twice each pay 
period to the official worksite to maintain the locality payment for that area. 

Note: Senior Executive Service (SES) employees do not receive locality pay. Therefore, there 
are no pay implications if the SES employee works the entire 80 hours in the pay period in a 
different pay locality area than the official duty station. That employee would continue to 
receive the same pay. 

B. 	Pay During Temporary Telework Arrangements 
• 	 In certain temporary situations, the Census Bureau may designate the location of the 

traditional worksite as the official duty station of an employee who teleworks on a regular 
basis in a different locality pay area from the traditional worksite even though the 
employee is not able to report at least twice each biweekly pay period on a regular and 
recurring basis to the traditional worksite. The intent of this exception is to address 
certain situations where the employee is retaining a residence in the commuting area for 
the traditional worksite but is temporarily unable to report to the worksite for reasons 
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beyond the employee' s control (e.g., on a special assignment or working while 
recuperating from an operation). 

• 	 One key consideration is the need to preserve equity between telework-ready and non
telework-ready employees working in the same areas as the telework location. Also, the 
temporary exception should generally be used only in cases where: (1) the employee is 
expected to stop teleworking and return to work at the traditional worksite in the near 
future, or (2) the employee is expected to continue teleworking but will be able to report 
in the near future to the traditional worksite at least twice each biweekly pay period on a 
regular and recurring basis. 

11.3. Characteristics ofa Home Office 
There may be special requirements driven by an employee's particular work assignments, but in 
general, an appropriate office for home-based telework should: 

• 	 Consist of a specific room, or part ofone, defined in advance; be accessible by telephone; 
provide privacy and reasonable security for any Government-owned property, 
documents, supplies or other resources; taking all necessary precautions to safeguard 
Census Bureau and Federal Government data from inadvertent, incidental or malicious 
viewing or copying of Census Bureau data. 

• 	 Comply with applicable local building codes. 

• 	 Provide a hazard-free, safe working environment. 

11.4. Reimbursement of Expenses 
The employee is responsible for the basic costs of providing a functional home office. This 
includes telephone service in or near the designated alternate workplace, electricity, home 
insurance premiums, routine cleaning and upkeep, and the like. 

Employees that telework may need to make outgoing calls to their customers. Supervisors are 
encouraged to require their teleworkers to sign up in advance for the remote call services feature 
to facilitate a smooth transition and continuation of calls being routed from the teleworker's 
office line to their alternate workplace phone. Use of the remote call services feature will permit 
employees to make business-related calls to their customers without incurring reimbursable costs 
to the agency. Information regarding the remote call services features can be found at the 
Telecommunications Office webpage or at the named link on the Human Resources Division 
Telework Webpage. The employee not using the remote call services feature may be reimbursed 
in the normal fashion for business calls from a personal telephone (Claim for Reimbursement for 
Expenditures on Official Business, SF-1164), when such calls are required to complete a work 
assignment. 

12. TELEWORK SCHEDULE 
An employee on flexible, alternate, or compressed work schedule may telework; however, 
pursuant to work needs and office coverage, limitations on telework days may apply. Work 
requirements should be the primary factor in determining the frequency of telework for an 
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employee. Under typical circumstances and with sufficient work, a teleworker may work at the 
designated alternative workplace up to four days per pay period. Supervisors should approve the 
maximum of four days per pay period unless there is a sound business reason not to approve it. 
The agency maximum of four days applies only to telework days of Plan A and Plan B; it does 
not include days of unscheduled telework or telework during a Federal office closure when 
announced by the OPM or other jurisdictional authorities. As newer technology permitting 
remote access behind the firewall is developed, rolled out, and evaluated as successful and safe, 
the expectation is that telework frequency per pay period may be expanded. 

Under special circumstances associated with or affecting work requirements, a teleworker may 
request a temporary increase in telework frequency beyond four days per pay period, consistent 
with work requirements, deadlines, and other factors. Such requests require the support and 
timely approval of the teleworker's division chief. Employees that need to extend their telework 
days beyond the agency maximum for medical reasons should contact the Human Resources 
Division's Employee Relations Branch to seek assistance. 

According to the workload, employees will develop, with their supervisors, a work schedule 
identifying the days and times that employees will work at the designated alternate workplace, in 
accordance with existing policies. When developing and approving work schedules, supervisors 
must consider the needs of the entire unit and balance days out of the office appropriately among 
the staff, in order to ensure adequate coverage. Once a telework schedule is determined, the 
employee should adhere to it as it is not the intent of the schedule to be modified from week to 
week. Supervisors should make every effort to include the teleworker in staff meetings (via a 
pre-arranged conference call in number) and help to facilitate better communication for the 
teleworker to participate. Assistance with conference call etiquette can be found on the 
Telework website under the link "Conducting Meetings involving the Teleworker." In rare 
instances, a supervisor may require an employee to report to the official duty station on a 
telework day, ifthe needs of the office so require. An employee is required to be available to the 
supervisor during the established telework work schedule. This requirement includes being able 
to receive calls from the office and customers, as appropriate. 

With prior supervisory approval and subject to work requirements, employees may switch their 
telework days within the same pay period. Employees may change their telework days in the 
same pay period if they cannot telework on their regularly scheduled days. Supervisors are 
encouraged to approve employees' requests whenever possible to foster positive participation in 
the program. However, if a supervisor is not able to grant the employee's request, the supervisor 
must provide the employee with a written justification for the denial. 

12.1. Off-Site Requests for Leave, Etc. 
Leave requests while teleworking may be made and processed according to established leave 
policies without regard to an employee's telework status. 

12.2. Overtime 
For an employee on flexible, alternate, or compressed work schedules, overtime refers to all 
hours officially authorized to work in excess of the established work schedule. For an employee 
on a flextime work schedule, overtime refers to all hours officially authorized to work in excess 
of eight hours per day or 40 hours per week. For a full-time employee on a compressed work 
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schedule, overtime work consists of all hours of work in excess of the established compressed 
work schedule. 

To minimize the possibility ofan employee working unauthorized overtime hours, it is the 
responsibility of the supervisor to regulate and control the use of overtime and to establish tours 
of duty and clear expectations concerning work to be performed at the alternate workplace. An 
employee may not work overtime on a specific project or assignment, unless the supervisor has 
given explicit approval to do so (for example, by completing Form CD-81 , Authorization for 
Paid Overtime and/or Holiday Work, and for Compensatory Overtime), in advance. The 
employee is responsible for requesting, in advance, approval to work in excess of his or her 
normal hours of duty. The supervisor must approve schedules in advance. By signing the 
telework agreement, the employee agrees not to work or expect to be compensated for 
unauthorized overtime, compensatory time, or credit hours consistent with policies while in the 
official duty station. 

Equity in overtime is afforded to teleworkers and non-teleworkers according to established 
overtime policies and shall not be granted or denied on the basis of an employee's telework 
status. 

12.3. Time and Attendance 
Employees who deviate from their normal work hours will do so in accordance with established 
schedule policies without regard to employees' telework status. All telework hours must be 
recorded each pay period in the electronic time and attendance system WebTA. 

It is very important for each teleworker to record all hours teleworked in the automated 
timekeeping system to ensure that the Census Bureau is accurately tracking and reporting 
telework to the Department ofCommerce, OPM, Congress, and for purposes of measuring 
progress toward annual Census Bureau telework targeted goals. Ifan employee does not report 
telework hours regularly, after being reminded to do so, the Census Bureau may terminate the 
employee's telework agreement. 

12.4. Reporting to an Official Duty Station From an Alternate Site 
In cases where an employee who has already started the telework day at the alternate site must 
report to work (e.g. to attend an emergency meeting), the employee generally will not be charged 
personal leave for the commute into the official duty station. The employee, upon arrival at the 
official duty station, should continue to perform his or her duties at the official duty station for 
the remainder of the workday and will not be permitted to return to the alternate site. Where 
possible, every attempt should be made to minimize these interruptions, for example utilizing 
teleconferencing or videoconferencing when available. Supervisors should not permit an 
employee (who has begun to telework from the alternate approved worksite) to report to the 
official duty station without prior supervisory approval. Permitting the employee to do so may 
create a possible workers' compensation dilemma for the agency. 
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13. 	CHANGES TO APPLICABLE LAWS, RULES, REGULATIONS, CENSUS 
BUREAU POLICIES, AND CONTRACT LANGUAGE 

The Census Bureau Telework Program does not change any laws, regulations, Census Bureau 
policies, applicable rules, or contract language in the current collective bargaining agreement(s). 
Current policies and procedures, such as work schedules, hours ofduty, leave and others, 
continue to apply to teleworkers and non-teleworkers without change. Future changes to 
applicable laws, regulations, policies, rules, or contract language may be subject to appropriate 
negotiated procedures. 

14. EQUIPMENT AND SUPPLIES 

14.1. Personally Owned Equipment 
As mentioned in previous sections, the CIO will specify through IT Security Policy, appropriate 
and approved technology and procedures for accessing information technology resources while 
teleworking remotely. Personally owned equipment will likely continue to be the primary 
technology approved for telework at home or at an approved alternate worksite and is sure to 
evolve beyond the typical personal computer and will include mobile devices and tablets using 
cellular, Wi-Fi and other broadband connectivity. 

14.2. Government-Furnished Equipment (GFE) 
GFE (such as PCs, laptops, tablets, etc.) may be assigned solely for telework in extenuating 
circumstances but this approval will be a rare exception and not the rule. Employees in a work
at-home arrangement should consult their divisions regarding GFE. In other cases, GFE that has 
been approved and provided to the employee for other work-related purposes requiring secure, 
remote access can also be used for telework. An employee possessing GFE may generally also 
use it for telework as long as it complies with CIO policy and with supervisory approval. This 
provision also permits the use of Government-provided mobile devices such as smartphones for 
telework as long as the remote access technology is CIO-approved for those devices. 

14.3. Publicly Shared and Accessible Equipment 
Workstations such as are available in public libraries, schools, airport kiosks, restaurants, coffee 
shops, and hotel business centers will not be approved and must not be used for telework. 

14.4. Care of Equipment and Supplies 
An employee is responsible for the proper use, care, and protection of any Census Bureau-issued 
resources. 

The employee should refer to the Acceptable Use Policy for Information Technology Systems in 
the Census Bureau's Policies and Procedures Manual, for information on personal responsibility 
when accessing information technology resources. The Census Bureau employee working at an 
alternate site, including his or her home, must adhere to the same rules and laws regarding 
sensitive and Census Bureau confidential data that apply at the official duty station. An 
employee engaging in any unauthorized access to the Census Bureau network or in the improper 
use of restricted information or sensitive, Census Bureau confidential data at the home 
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workstation (including personal computers) will be subject to the applicable administrative and 
criminal penalties pursuant to the law and departmental policies. 

14.5. Protection of Government Property 
The employee is responsible for protecting all agency records, documents, and supplies used at 
any alternate workplace from unauthorized disclosure, damage, or use for other than official 
purposes. 

According to the current IT Security Policy, the employee is authorized to carry electronic files 
between work and an alternate site only if files are encrypted and stored on a Census Bureau 
approved device. 

No title-restricted data can be printed, taken, or sent from the office to (or from) a teleworker's 
home, or unrestricted FTP site. 

14.6. Disposition of Census Bureau Documents and Records 
The disposition of agency documents and records used at the alternate workplace remains subject 
to applicable policies and procedures. 

15. SAFETY 
When the proposed alternative worksite is an employee's private residence, the employee should 
ensure that his or her home complies with safety requirements. Employees applying for telework 
must complete the self-certification telework safety checklist (see Appendix A) as part of the 
application process. An application may be disapproved on the basis of safety reasons only in 
the absence of a completed telework safety checklist. 

15.1. Liability 
The agency will not be held liable for damages to an employee's personal or real property while 
the employee is working at the approved alternative worksite, except to the extent that the 
Government is held liable under the Military Personnel and Civilian Employees Claims Act and 
the Federal Tort Claims Act. 

15.2. Injuries or Accidents 
Employees performing their duties through an approved telework arrangement are covered under 
the Federal Employees Compensation Act if the employees are injured in the course ofactually 
performing official duties at the alternative worksite. Employees must notify their supervisors 
immediately of any such accidents or injuries that occur at the alternative worksite, and must 
complete any required forms. Supervisors must investigate all reports as soon as possible 
following notification. 

Employees should also report any accidents or injuries to the local Health Unit immediately upon 
returning to the official workplace. Ifan employee is unable to return to the official duty station, 
that employee must call the Health Unit to report any accident or injury. The Health Unit will 
provide all necessary accident or injury forms for completion by the employee and supervisor. 
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16. DISPUTES 
Any dispute related to the Census Bureau's Telework Program should be dealt with informally, 
whenever possible. Mediation is available through the Census Bureau's Alternative Dispute 
Resolution (ADR) Program. A bargaining unit employee may raise a dispute under the 
negotiated grievance procedure by contacting the appropriate Union office. An employee not 
covered by the negotiated grievance procedure may use the administrative grievance procedure 
prescribed in the DOC Administrative Order 202-771. 

The ADR is available at any point during any complaint process if both parties agree to 
participate. For more information about the ADR Program, contact the ADR Coordinator at 
DIR.ADR.Coordinator@census.gov or 1-800-872-6096. 

17. TELEWORK AGREEMENT DENIALS AND TERMINATIONS 
Once a telework agreement has been submitted, an employee may withdraw or request to 
terminate the telework agreement at any time unless he or she is a COOP or Emergency 
("Essential") employee who is required to maintain a telework agreement. The supervisor may 
deny a submission of a telework agreement, or may terminate a telework agreement with 
appropriate justification. 

17.1. Telework Agreement Denials 
A recommendation by the supervisor to the approving official to disapprove the telework 
agreement must be based on telework provisions and business needs. The final decision on the 
telework agreement should be issued electronically to the employee within ten workdays of its 
submission. NOTE: The decision will contain the reason for the disapproval, and must be 
maintained by the supervisor. If there are concerns or questions regarding the reason for 
disapproval, the approving official should consult the Telework Coordinator either by email or . 
phone. The supervisor should discuss with the employee anything the employee can do to 
improve the likelihood of being approved to telework at a later date, and indicate the earliest re
application date. 

17.2. Telework Terminations 
Employees may voluntarily terminate participation in the Telework Program without prejudice, 
unless they are COOP or Emergency ("Essential") personnel. Employees are expected to give 
sufficient notice (at least seven days) so that arrangements can be made to accommodate their 
return to a regular work schedule. 

A supervisor may involuntarily terminate an employee's telework arrangement according to the 
section below. 

17.3. Reasons for Involuntary Termination 
The involuntary termination of the telework agreement must occur in the electronic system using 
the telework involuntary termination process (Appendix C). The supervisor or the approving 
official should consult the Telework Coordinator if the reason for involuntary termination does 
not fall in the list below. The supervisor or the approving official must include the reason the 
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agreement is being terminated. Below are a number ofreasons (which may not be all-inclusive) 
a supervisor can involuntarily terminate a telework agreement. 

A. 	The employee is placed on a leave restriction. 

B. 	The employee is placed on a Performance Improvement Plan. 

C. 	 The employee continues to show a pattern of failing to adhere to the requirements specified 
in the individual telework agreement, after the supervisor has discussed the issue with the 
teleworker. 

D. 	 The employee violates confidentiality rules and laws. 

E. 	 The employee has demonstrated an established pattern of inability to work effectively from 
an alternate worksite without diminished performance. Diminished performance includes 
reduced work production, non-responsiveness to telephone calls, or non-availability. 

F. 	 The employee fails to correct identified safety problems related to the home based or other 
approved alternate worksite. 

G. 	Conditions have changed so that the employee ' s work can be done only at the employee's 
regular workplace. 

H. 	 The employee is officially disciplined for being absent without leave for more than five days 
in any calendar year (this involuntary termination is permanent). 

I. 	 The employee is officially disciplined for violation of the Office of Government Ethics' 
Standards of Ethical Conduct for Employees of the Executive Branch (5 CFR Part 2635) for 
viewing, downloading, or exchanging pornography on a Government computer or while 
performing official Government duties (this involuntary termination is permanent). 

J. 	 The Census Bureau's inability to support costs of telework, due to budgetary concerns. 

K. 	 Violation of the Office of Government Ethic' s Standards of Ethical Conduct for Employees 
of the Executive Branch (5 CFR Part 2635) while at the approved alternate worksite. 

L. 	 Failure to report telework hours regularly on the employee's timesheet. 

17.4. Termination Process 
When terminating an agreement, the supervisor will complete the Telework Involuntary 
Termination Form through the online system (see Appendix C). Copies of the form will be 
forwarded automatically to the Telework Program Coordinator, the teleworker and his or her 
supervisor. It should be noted that the supervisor' s submission of the form does not constitute 
agreement on behalf of the teleworker with the termination or the rationale set forth on the form. 

17.5. Applying After Termination 
After a termination for cause, the employee will be eligible to reapply to the program after a 
period of 90 days unless the employee has permanently lost eligibility to participate. This period 
will be utilized by the employee's supervisor to assess the employee's work assignments, 
improved performance or conduct, and the employee' s ability to adhere to the terms of the 
telework agreement. The supervisor will work with the employee to address the areas of 
concern. 
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18. PROGRAM-LEVEL EVALUATION 
Consistent with the Telework Enhancement Act of 2010 (P.L. 111-292), 5 USC 6506, and the 
U.S. Department of Commerce Telework Program (October 2014), the Census Bureau is 
required to answer OPM and Commerce Department calls for data on telework. The Census 
Bureau is required to develop and implement a reporting system that captures telework 
participation, hours teleworked, terminations, and disapprovals. Reports providing the 
information listed below must be provided to the Department' s Telework Program Manager 
(TPM) when requested by the TPM. 

18.1. Degree of Participation 
The degree ofparticipation of employees in teleworking during the period covered by the OPM 
report, including: 

A. 	The total number of employees in the agency. 

B. 	 The number and percent of employees in the agency who are eligible to telework. 

C. 	 The number and percent ofemployees in the agency who are teleworking 

• 	 3 or more days per pay period 

• 	 1 or 2 days per pay period 

• 	 Once per month 

• 	 On an occasional, episodic or short-term basis. 

18.2. Additional Information to be Provided to the TPM 
A. 	Description of the method for gathering telework data 

B. 	 The reasons for positive or negative variation if the total number of employees teleworking is 
10 percent higher or lower than the previous year 

C. 	 The Census Bureau's goal for increasing participation to the extent practicable or necessary 

D. 	 An explanation of whether or not the Census Bureau met its established goals for the last 
reporting period and, if not, what actions are being taken to identify and eliminate barriers 

E. 	 An assessment of the progress made in meeting Census Bureau participation rate goals 
during the reporting period 

F. 	 A description ofbest practices 

In addition, the Census Bureau will also track the number and percent of eligible employees who 
have approved applications. 

The Census Bureau will respond to other requests from the Chief Human Capital Officer and 
Telework Managing Officer of the Department of Commerce, the Department' s Telework 
Program Manager, and the OPM. The Census Bureau may authorize studies to address these and 
other areas of concern. 

These reports will be shared with the Labor Management Council. 
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19. TELEWORK DURING EMERGENCY SITUATIONS 
Emergencies can disrupt Government activities at the level of an individual bureau, an operating unit 
or a building alone, for a regional area, or for the Nation as a whole. Although a variety of 
circumstances may affect individual situations, the principles governing administrative leave, 
dismissals, and closings for employees inside the Washington, DC Capital Beltway are covered 
by the provisions of OPM's publication "Washington, DC Area Dismissal and Closure 
Procedures." The appropriate Federal Executive Board or Regional Authority will make 
decisions for other geographical areas. 

19.1. Emergencies Limited to One or More Census Bureau Facilities 
In the event of an emergency at a Census Bureau facility where the building (or a portion 
thereof) is deprived of electricity, network connectivity, adequate lighting or temperature 
controls or other similar factors (for example, a water main break), the division chief or 
equivalent can approve telework for employees who have an approved telework agreement. 

19.1.1. Types of Facility Emergencies 
Telework for exigent conditions also can be approved for telework-ready employees in specific 
short-term emergency situations that affect employees' ability to conduct work in the Census 
Bureau facility. These very unusual situations could include but are not necessarily limited to 
the following: 

• 	 Uncontrolled gas leak in the vicinity of the building that prevents entry to the facility . 

• 	 Local police action that prevents entry to the facility. 

• 	 Terrorist activity or imminent threat of terrorist action that is not tied to a national or 
regional COOP situation. 

19.1.2. Threshold 
This authorization for telework due to exigent conditions applies only to those occasional, 
infrequent situations where operations or conditions at the Headquarters or other Census Bureau 
facilities are substantially disrupted or are determined to be inherently unsafe. 

Conditions must exist such that normal work activities will be disrupted substantially for four or 
more hours and alternative arrangements for work to continue are deemed necessary. Under 
these circumstances, the division chief or equivalent has the authority to approve alternative 
arrangements for continued work, for all authorized employees. Telework may be approved for 
telework-ready employees. 

19.1.3. Requirements 
An employee must apply for the Telework Program, complete the online telework training, have 
an approved telework agreement, and sign the telework pledge in order to be authorized to 
telework for both normal and emergency situations. 

All COOP and Emergency ("Essential") employees must have a telework agreement on file and 
be prepared to telework at any time. Depending on the emergency, they may or may not be 
required to come to the regular duty location or to telework. An employee designated as a 
"COOP Emergency Employee" who does not intend to voluntarily participate in the Telework 

29 




Telework Policy 

Program does not have to select Plan A or B, but will generally telework when a COOP-related 
event occurs. If the COOP Emergency Employee chooses to voluntarily participate in the 
Telework Program, that employee may choose either Plan A or Plan B. IfPlan A is selected, 
that employee will generally not be required to telework in a non-COOP emergency unless the 
employee has teleworked beyond the 80 hours in a 12-month period. Hours teleworked in a 
COOP emergency will not count toward the 80 hours. 

Employees who are Emergency ("Essential") employees must have an approved telework 
agreement that, at a minimum, designates them as Emergency "Essential" employees who will 
telework as needed under Plan B, as they are required to telework in the case of an OPM 
announcement of "Federal Offices are Closed." Emergency "Essential" employees may also 
voluntarily participate in the Telework Program by selecting, under Plan B, either the regular/ 
recurring or situational/ad hoc schedule. 

During an announcement of"Federal Offices are Closed," Essential Employees designated for 
the purpose of completing work related to Economic Indicators who are not voluntarily 
participating in the Telework Program under Plan B, may not be required to telework if it is not a 
high-production time. The supervisor will determine if these employees are required to 
telework. 

19.1.4. Options 
Except for those who are designated COOP or Emergency ("Essential"), employees have the 
right to request to telework under these circumstances, or accept other available alternative work 
arrangements within the building, at another acceptable location, or be placed on administrative 
leave. 

19.2. Emergencies Affecting the Census Bureau and Other Federal Agencies 
That Are Not Defined as COOP Emergencies 

OPM makes decisions regarding unscheduled telework when Government offices are open and 
there is early dismissal or delayed arrival to and from Federal offices in the Washington D.C. 
metropolitan area. Those decisions are announced on OPM' s website and in the public media. 
Announcements in other geographic areas are determined by their respective regional and local 
authorities. 

When such an announcement is made, the following will apply: 

19.2.1. Unscheduled Telework 
It is Government policy that unscheduled telework is authorized to the maximum extent possible 
to continue work operations during periods of inclement weather or other emergencies without 
compromising the safety ofemployees and the general public. This type of telework is permitted 
when authorized by OPM or some other appropriate authority. Unscheduled telework allows 
telework-ready employees to work from home or at an approved alternate location upon 
notification to their supervisors in accordance with the office policies or the terms of an 
applicable collective bargaining agreement. 

Special attention should be paid to those employees who will telework only on an occasional , 
situational basis during events or circumstances that disrupt or prevent commuting or reporting 
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to work at the conventional office. It is important to emphasize that the key to successful use of 
telework for these purposes is an effective routine Telework Program. Snow emergencies, for 
example, may be rare events, but to operate as intended, telework must be a regular and recurring 
activity for eligible, approved teleworkers.3 

OPM has incorporated the unscheduled telework option into various operating statuses. 

19.2.2. Federal or Departmental Offices Are Closed 
When OPM or other authority announces the Federal Goverriment is operating under a Federal 
Offices are Closed status, employees on Plan B must telework consistent with their telework 
agreements when Federal or departmental offices in their local commuting area are closed. 
Excused absences may be granted on a case-by-case basis for telework-ready employees in the 
above situation. 

Telework may not be used to care for elders, children, or other dependents while in an official 
duty status. If the elders, children, or other dependents are able to care for themselves, then their 
presence at the telework location would not interfere with the employee's performance of 
telework duties. 

• 	 When Federal offices are closed, a teleworker may request periods of personal leave 
during the work day (thus removing themselves from a duty status) to care for an elder, 
child or dependent; or 

• 	 When Federal offices are closed, the employee may notify the supervisor that the 
employee is voluntarily extending the work day at the earliest at 6:00 a.m. to beyond the 
6:30 p.m. work day (without receiving pay premium night differential), as long as it was 
by employee request. An employee who voluntarily requests and is approved to 
extend the work day beyond 6:30 p.m. (or as defined in the collective bargaining 
agreement) is not entitled to night differential. 

Excused absences can be granted on a case-by-case basis for employees who were scheduled to 
telework when OPM or other authority announces Federal offices are closed for various 
situations (e.g., electricity, infrastructure, connectivity). 

However, on a case-by-case basis, the manager or supervisor may excuse, without charge to paid 
personal leave or loss of pay, a telework employee from duty during an emergency if: (1) the 
emergency adversely affects the telework site, (2) the telework-ready employee is unable to 
access another alternative telework site, (3) the telework-ready employee's duties are such that 
the employee cannot continue to work without contact with the traditional worksite .. 

19.2.3. Early Dismissal or Delayed Arrival 
When emergencies such as fires, chemical spills, disruptions of power or water, or interruptions 
of public transportation impact the regular worksite and cause an early dismissal or delayed 
arrival of employees, those who are teleworking at an alternative worksite are not dismissed 

United States Office of Personnel Management, December 2013. ;<Washington, DC, Area Dismissal and Closure 
Procedures," introductory letter and page 2 
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from duty for any part of the work day and do not receive any premium pay for continuing to 
work their normal schedule. However, managers or supervisors may grant excused absence on a 
case-by-case basis, if the employee is unable to continue teleworking because the alternative 
worksite is also impacted (e.g., disruption of electricity or network connection problems that 
prevent telework) by the emergency. 

When an early dismissal or delayed arrival is provided due to inclement weather causing 
hazardous or potentially hazardous road conditions to allow employees to arrive or return home 
safely, those who are teleworking from their alternative worksite are not dismissed from duty for 
any part of the workday unless they cannot continue to successfully work without contact with 
the regular office. 

The supervisor or manager may grant excused time on a case-by-case basis, if the employee's 
duties are such that he or she cannot continue to successfully work at the alternative worksite 
without contact with the regular office. 

The procedure described in Figure 1 applies when an emergency condition forces the early 
dismissal of the Census Bureau or any specific areas of the Census Bureau, and employees are 
excused time as a result. 
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emergency? telework? 

YES 

D es telewor r 
eed contact wit 
area affected by 
early dismissal to 

YES continue to 
telework? 

NO 

YES 

ve backup r 
alternate work 

upervisor should gran 
approved by 

excused time in line with N 
supervisor that does

the emergency 
t require conta 

wi area affe ed 
by ea 

YES----
telework 

Figure I -Procedure for Early Dismissal After Workday Begins 

When the Census Bureau announces an early dismissal of employees for non-emergency 
conditions, such as on the day prior to a Federal holiday, all employees will be excused, 
regardless of telework status. 

The procedure described in Figure 2 applies when Federal offices are closed. 

Teleworker continues to 
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Site Closure 

OR 


OPM/Regional 

Authority 


Announcei:i~, 

Supervisor should gran) Does 

excused time (Admin ""' ~f--------N 
 employee have 

Leave) in line with approved TW , 

eme!gen~__, 
 reem,,( 

Employee teleworks Work 
Yes 

I
"Federal Offices When federal offices are closed or in an unscheduled telework status, 

L alternat are Closed" does the employee may, with supervisory notification, extend his or her 
approvedTW not apply to work day, starting no earlier than 6:00 a,m,, and extending beyond the 

o- site support any / telework 6 :30 p,m, work day, as long as it is by choice of the employee, An employee
ormofTW / maximum days who voluntarily extends the work day beyond 6:30 p,m. is not entitled to 

night differential, premium pay, or compensatory time. For positions that 
require working during designated time frames during the day to provide

[ _Po_l_icv__~ 
support to customers in other time zones, this flexibility may be limited 

Yes 
by mana~ement. 

DoesTW Employee requests and 
employee have -------~ supervisor grants personal No 

ederal offices an 

any work he/she leave according to Labor 
can perform? Agreement/Agency Policy 

ex 
•Extended closure refers to an unexpected weather or emergency event that results in the federal 

the TW employee offices closing for four or more consecutive days, which impacts work that would otherwise be readily 

N consults the Ye available for employee" 

s 

-

di~~nea~:~~:~~~ 
dditional w 


vailable 


Figure 2 -Procedure for Closure of Federal Offices 

19.2.4. Emergency at the Alternative Workplace 
When an emergency affects only the alternative worksite, teleworkers will immediately notify 
their supervisors and seek guidance. Ifthe emergency affects the alternative worksite and 
impacts the employee's ability to perform official duties for what could be a major portion of the 
workday, the employee, with concurrence of the supervisor, is expected to report to the regular 
office or approved alternative telework site. Alternatively, the employee may request 
supervisory approval of paid personal leave as applicable (i.e., annual, compensatory time, 
compensatory time off for travel, leave without pay, credit hours, etc.). Supervisors may 
approve administrative leave, if applicable. 

On a case-by-case basis, the Census Bureau may excuse a telework employee from duty during 
an emergency, without charge to personal leave or loss ofpay, if: 
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• 	 The emergency adversely affects (e.g., disruption of electricity or network connection 
problems that prevent telework) the telework site 

• 	 The teleworker is unable to access the alternative telework site 

• 	 The teleworker's duties are such that he or she cannot continue to work without contact 
with the regular worksite. 

19.3. Telework and Continuity ofOperations Emergencies 
COOP emergencies are large-scale national security or regional emergencies that require 
concerted action to maintain critical Government operations. Examples of some potential COOP 
situations include credible threats of terrorist strikes, biological or chemical threats, and 
pandemic illnesses (such as bird flu) that require a large-scale quarantine of the local population 
for two or more weeks. 

In accordance with 5 U.S.C. § 6504(d)(2), "During any period that an executive Agency is 
operating under a continuity of operations plan, that plan shall supersede any telework policy." 

COOP employees may be required to telework during COOP emergency closures or other 
emergencies, including pandemics for COOP purposes, on any day when the agency is closed by 
an emergency even if that day is not a regular telework day or a day with specific approval for 
situational or episodic telework. Teleworkers may also be required to perform duties outside of 
their usual or customary duties to ensure continuation of agency-essential mission or activities. 

All COOP employees must have a telework agreement on file and be prepared to telework at any 
time. Depending on the emergency, they may or may not be required to come to the regular duty 
location or to telework. An employee designated as a "COOP Emergency Employee" who does 
not intend to voluntarily participate in the Telework Program does not have to select Plan A or B, 
but will generally telework when a COOP-related event occurs. Ifthe COOP Emergency 
Employee chooses to voluntarily participate in the Telework Program, that employee may 
choose either Plan A or Plan B. IfPlan A is selected, that employee will not be required to 
telework in a non-COOP emergency unless the employee has teleworked beyond the 80 hours in 
a 12:..month period. Hours teleworked in a COOP emergency will not count toward the 80 hours. 

Designated Emergency ("Essential") employees, who are required to work during closures for 
inclement weather, will be required to check Plan B and are required to telework in the case of 
an OPM announcement of"Federal Offices are Closed." 

During an announcement of"Federal Offices are Closed," Essential Employees designated for 
the purpose of completing work related to Economic Indicators who are not voluntarily 
participating in the Telework Program under Plan B, may not be required to telework if it is not a 
high-production time. The supervisor will determine if these employees are required to 
telework. 

COOP employees and Emergency ("Essential") employees have a responsibility to be familiar 
with the Census Bureau' s emergency plans (continuity plan, pandemic plan, etc.) and the 
unscheduled telework policy. All telework hours must be recorded each pay period in the 
automated timekeeping system. 
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COOP employees, along with their supervisors or managers, are responsible for maintaining a 
current telework agreement that clearly states whether the teleworker is expected to work in case 
of a COOP event such as a national or local emergency, during an emergency event involving 
inclement weather, or during another situation that may result in a disruption to normal office 
operations. 

Advance or situational decisions should be made as to whether the employee must physically 
report for duty or can work from home or an alternate worksite. For example, if the purpose of 
the employee reporting for duty at the office is to provide policy guidance or to notify specific 
individuals of emergency requirements, this may be accomplished from home, provided the 
employee has access to the resources necessary to perform the required services. 

However, in some cases, the only way to obtain the services of the employee may be through 
telework from an alternate worksite. For example, if an inclement weather or other emergency 
situation results in a shutdown of transportation, but phone lines remain working, the employee 
may have to work from home, rather than reporting to the regular office or COOP site. 
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APPENDIX A: TELEWORK AGREEMENT 


Applicant ; iApplir a fion 
Appilcatran 

U.S. DEPARTMEtlT OF COfllMERCE .Jl.~Efil?X ~ 

Applian't'-s Hams: 


1r•lept-e: 


Jcill lrdle: 


"Mlrie'S: 


Grade 

Diwiililo11' : 

lI nqu«tlt ·Q> ltelewori<11iroa1: 

~r.vi9or's INa a M: 

~pp110'tii"'9 IOffic ia1\s Naa•: 

Yoluntary P-ariti.tjJJatl•m 

i 

Length tdl A9nten.mn.t: 

P rin.aary'.W01"'9ilace 4'd.dN9s: 

DHctfiptio11<GlfWoric'lo be 
PafoimeCI _.t ·tha ··wor~placa: 

X::ElllSU.S 161..RE~ 

'S•.W~ Flii:ii 

"'~a.:.:n;-1u·s3 

IT\s:BJP<UST 

?211'3 

12 

'A'30 

I Haum• - Plinn.1:y ~i:!te.-is 

fBall. e~inor:tf ~ - ~HA!ll~ 

l~b~ ."blepln F 

'Tlnl! ;appHi::.ant lit<:.lurlt.ltily .a-Q•-.s to IWl:lri. ;at tin& .C• rm:rs 13UIFH U 

·•pp-..4d .alt• 1rnabi ""01tq:il.ao! 1imdi.catid ..brnx-t .n d te follow .an 
;applia bl:-t pllllicW. .and i:i.-edur.n . 'Sainn& 0'1111t>J•mc.v p•1'1ainn!ll1nnay 
.bi. l 'll<;!Uim 'b<l :11•1-ai11k Uri~ ··111111~anci:fi, m•• ;iipplie»mt 
1'l!la<14mia:~ lt!h.iit tth~ lbt~~-•f.: :.a1-g1n1J!!ll'.lHl•nl: ro;a p1iiwllqa. 11•'t .a 1rii;j l1t . 
It is ;an ~it»n.al 11utln1~ thi-t :Gamws Swnt11u "1'11 :.appo,,.,._. ·.b> 
;aaaemplfli il ...,«11lk. 

'&n•"!Jlllftcy P81!Mnn4'1 R•••itteCI El'.P-tmti.al Ennploye 
lo Wort..: "'litu-it .applf :t~- Pl.an !5.. 

XJOOP Erlm~ 16nnploye 
••Aml!mpl~ die~n'* .u .a ".OGlJP Erlu1'7~c.'f 6nnp~s4' ..mo 
dog not im~and ·.b>M~lunt.rlly p.a;t~':" in '.l!lu n:4llk!l011k R1~1~nn 
Cloi!'i not iull<;! l»•t!lbsd: Pl.an . 111r l3. lbat ""illq911ar;ally J:-tl!M!Oifl.. 
.wlrutm.,. C<OCP~1ala...ci-•mtn'llOllr.'i- 1f ·J!h~ ·O.')DIJ E!riJtq•nav 
Enii'iov«~d l.:»Ms lbo "°lurttat;ly JN!ltitj!Nb! iin lthi-t Toel.-.i.; 
P 111>.i'""ll'.\, :tlaat 19mplt~1H ll'UVdu:i=•• ithitr ?(,.n .... u1r Plan 8 . I f P lan 
<A is Madu . Ith.at ...,1?i•)ll"ff ....;11..,:•l'Hr.illlly 111~t lb:•1r.-.quiru tb:> 
tlll,.wc:wk in .a iwm~Wt1m¥9>1<1cy unlu > tln• ,...,pt~ hr. 
t!ll,.w«irk-td llx~ed tl1'! 03 ln<U1~ 1m "' 11.! ,,.>rllffi ?•riod. l!louri 
t811§wlllrlc.id 1in "' •000P•911n91'1J1tn<:y Mill mait «J11.<11r.lt tlll.wa11cHln<t 5~ 
howr.>. 

1r~·of Plan: 

$it.Wion.JI!~ ln11ciumdlt..:!ulaf t9liew11rkPla11 A : 

"'Erl1?1oy~ "11.o ln~,se19dbtd i1ta11...c. may 'llJ'9r.a:• .at,..,,. tis ,. t~-Situationa\l...d 
Plan 8 . 
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hocf u nsdietluled teleworit up 

t o 80lbours. 1Not reqtii roedtio 

lte'lewotfk if Foe&enl Offices a r.e 

dosed. 


Plea:se ~eel: tM day(s ) of the 
week\\'eek 1

IPbn 18: 
r.t T w TH F 


RoLitine/ R-ec:UIVing or 
 Pluse select t he day(s ) of the 

Situil'tioJal/ Ad- boc - leworlc 
 week\\'Mk 2 
schedule fbeovond lfJIO ho.u6. If 


M T w TH F
sel~ yo.ti .ar.e irequired Ito 
te'iewor.k ()fl a ~when !Federal Wed. Al: Home Ti!le>·--'a!r: Telework 5 di1ys/week 

Offices - clo-4. 
 Sit~VM-hocTe'-oric-¥: Situationa VAd-hoc Teleworker 

Essentr..t EmpJovee: Telewotic as need-ad 

ihe $Up&l'Visor -Ind applicant unc!l•r'i~ that .oi Ulework 
~~-..ngem•l1t diQH not chanq;t t he basis for determ ining tne 
applicant's s..bry, benefits or;entitlements. 

Soalwy .and BeDCfik : 

ihe a1>i>\Cilllt ag~ nd!: be> corlduct pe1sonal business while in iln 
cift'"Jcial duty st.atus a t the illtiem.l:e workplace (e.g., a 1ing fw 
c5e~ or mak:in9 t.ome repairs.) 

Officia l Duttes: 

I U"WHrstilndl I must mainbin my perfonnallO! .oit Fully Sucassful 
(IL- el 3) . If not, my ~lev.iork privileges may be sLtS~ or
canoall«I untl my perfonmince r>Uches the requiriad leve l. 

IPerfonnilnoe stanchud: 

ihe emplo)-ee il!ilrati be> repoort tlM time and .attendance (biweekly ) 
for haws worioad .at1he oonventixal office and to coa. tne hours 
woricff at the .albernab! workplilce ils te&ework. 

rm• a nd .M:t~ndilnc-e: 

ihe applicant il!il~ bo foll01r1 established office proadun: s for 
reques!i~ .m o!Jtaininq appn>~I for leave. 

lloe- = 

ihe appkant a!ilre5 bG wo1ic ovill'time only when reqiMSt@d and 
al>?fmieQ by the sup!lvis« ill adv.ance and u ndersb nds that 
cbimed O'ffrtir:rM ,,-ic without such approv.oil may rHult in 
b!rminabon r:K tiff Mle-worl: privilege. 

Oveltiwae : 

Att--.Wo rlcplace Costs or .;Ill costs .u scx:iated with the .alblm m \'IO~p141Ct • re bome by the 
tel~r. E.,..,loyees in a full--t:im& Woric a t Home (WAH) 

Arr.an,...111&11: 
IRe'tenlion Woi!k IF!bn 

~'~ 'lhuugh the Field R.uliqnnwnt will not be respollSible fur 
cos:ts ret.ct ed to the $@!; up of their .llte m 31b! \•JOlicpt..m. Otfl'H
empla)-ees in a 'Wolulituy WJUi agrMITMnt or R«:ention \!forte Plan 
(IRWP) :arran9emelli: m.y bear set up and maint:an.nce costs ior 
t fMiir .all~1mlb! worl:pl.ce. ~")'IM'i in a 'WAH Of" RWP agreemmt 
m oul.d consult lt:l"Hir DMsiorl 1~n9 qovem 11111nt fumistaed 
l!qll~. The CM$US Bure~ will provide .a qovemment calling 
aid, - nHdeci bo bii usaO ror an woric'f"Sbt:ec! long distanca 
busiJHSSc;ds. 

"11te a Rp\ cant is nr.poristie ix- tlM pn>J>i!r use, a r• and prob!!dion 
f!lf aT1 90"•mmwn~ed l"e$0Ul"Ce:i. 1he Census Bureau will not 
non!l1'..a0y p 'O'Wiif.e qove m ment-fumished compute1· equipment to a 
hQlna si~ ncrv~I suppoit be p 'OVided fot-an emplovee's personal 
computer or t.om. ~ The talework2r assumes a ll 1islc for 
:all)' ~1Sll04llly ~ <eql..ipinomt ilnd so~re used for te leworic. 
Acaxding;ly. the C e M us SunY11 ,.ro1not be responsible for .any 
da~, ser:w~ tar mili~nce to an employee's personal 
CIM"lpute r or !.ame aqiaipm811: outside t he lim its of govo9"nment 
liabiity. 

1Equip1nent I S..p!ies: 

'The :app\ cant a.9riHS to follow illl exi~ing security policies a nd 
proo~llr@S. Trtle-'~d cbrta mil'( not be ilccessed or used from 
the :ab~~laae 1111til new technoloqy appr'OlMd by the Chief 
Irfumction Officer is made aowailabk to the tl!leworicer and 1he 
t~e\1!0Cker sis;ns ~W 1 T!!!lewotic Pladg!! funn. 

Seanw"ly:: 

The app'licant i..ndl!ritands that the ;ovellVllent will not be liable for 
da~ ho hisl lier pe...-..onal or real pr» i>erty whi~ he/sne is 
worici~ a the ~O'Rd ab!~worl<placJe., e~ tD the exMnt 
tt.a 9owernnent is IMld liable under the l.f~il:ary Personnel and 

ILtlllli'titr

38 


http:worl:pl.ce


Telework Policy 

C~lbn Employ>ees Cla ims Ad: and ·the Mdera l T01t Cla ims Act. 

'Wo rk Aloe:a: ,,.,, •P?licant working at hom11 31gr1MS to pl'ovide a design.ated work 
a r!N ~equ.te fur pe1formance of officia l dutiH and meet the safety 
ro!quiriem.!nts as stated in the Checklist. 

"lite applicant understands that he/she is covered under t he redera l 
Eqil~Co~nsation Act if injured in the course of actually 
perfonri"9 officia l duties at tha a lternate workplace. l'he applicant 
agttees to ootify hi>,1her superv isor and the Health Unit immediately 
of any :aa:ident o0r iajury that occurs a t the alternate workplace 
,,.'hile perfurmin;i official duties and to com plete .any required foims. 

W o rk As:Signments/ "lite app:licant understands that he/she is cov ered under t he Census 
IPel'fontRllDOR: Bureau's performanc• .app raisal system and 1rtill be held tog the 

pe1form.nce e~llts .and stand.ards outlined in his/her· cu11·ent 
peiform.~ pl311, The applicant agJTees to exercise good 
communication skt11s and ~torte cooperatively with the supervisor to 
Gbtain a oammon ~ndi ng of expectations and desi1·ed 
resalt:s. 

"lite applicant agirees tog prOt:ect govemment records •~m 
u~uthori::ed 11f tSdC11SUre or dama9e ancll tD oomp.ly with 
requir>ements 0: the 1ivacy Act of 1'974; 5 U.S.C. 552(a); Title 13, 
:5 U.S .C., Sections '9 .and 214; Title 10, 5 U.S.C. Stectioon 1905 : and 
Td e 26, 5 U.S .C., Sedions 72.13, 7213A and 7431. 

The a p?J;cant agrees tMt Ile or she is bound by t he office of 
~1nment Ethics standards of oonduct for employees 0: t he 
Ex-eab111e Snnch whil e ~iOlici09 at the altemab:! woricsite. 

"lite Oensll5 Bur.:;iu or t he t e le1r1orlcer may tennin.abe the tele work 
a n-a1'gem!flt u nless the tieleworicer is an emef'9ency wodce r who is 
requiAd 'to maintain a Te loework Agreen--.t . Termination must be 
dlocumen~ on t he Teleworic Te1m ination Agre&ment. 

Certi~n: By sisini119 thi5 agireement, the applicaoon certifies that he/ she has 
read t!M following documents <ind <191~s to follcM the policies and 
pro~Utlo!S oUt:lined in them, as v1ell as all otll.er policies .ind 
prooad1111o!S at tbe Census SU!'Yu: 

• 1>land:at01y Tele v"°1ic T1:;1ini119 
• Mand:at01y Managi09 Perfu1mance Tra ini09 (for s upetvisors 

.31nd mana9ers) 
• Te~ Agr-eerTMnt (this document includes Ttie woric 

s.aS«y Checklist a nd Te~1ic Ch>!ekli.st) 
• Census Bureau Ioternl!I: Policy 
• Census IBu~u Teleworic Policy 
• Census Su~u Rules of Behaviodor l nfcrmaition 
TedmO~y Systems 

• '4/DI Policy (as Chief lnfo1mation Officer <authorized 
bi!dmology beoomas a v.aiW:ile) 

The 3P,pkant furt her oertmes that h~she has read, understotnds 
.and agirees to comply with Census Bureau policies mand<iting that 
NO Tdle-R.emicted dlata may be remowd o r transmitted from 
Cansus 81111uu offices. ntle-RestricteQ data shall only be accessed 
th.rough VDI 0 1· after the Chioaf Infunnation Offiotr Ii.as app11Wecil the 
ne\•J bi!dmo~ a n.di made it avai~ble to the tele-"1'0rb r and tne 
ttl--ker has taken any reQUiried tr.iiniOQ and <i~ to and 
siqtled t!M VrD:l T~oric Pledge. 

The appli~nt understands that e1'gaging in <1ny unauthorized 
aootiS <to the G!!nsus Buluu Mtwo..tc or improper use oi restricted 
irrformation or sensitiw Ceisus oonfidential data a t a teleoenter or 
home woric st3l:ion ( including personal computing devices) will 
subject h mv'na·to applicable ~ministrat:ive a Bd oiminal pen.altH!s 
pursuant to m,, and Dep•rtmental policies. 

TELEWORK SAFETY CHECKUST 1'his chedClist is desigrleC to assess the ovei:;ill safety of the 
oesil;lnat ed wodc atiN of the tele1r1oric:ler's primary home and/or 
seoond.y address ( - appliab~). EKh applicant should raad and 
comp~ the self-oertification safety checklist. 
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Describe the desi!Jmrl:ed worlc 
;are;a{s): 

Are illl .stairs with four or n1ore 
steps -equip ped wi!th hillldnails'? r 
AH ..ncircuit b realc-ers 1111td/ or 
tfuses In the .S..ctrical 1p;anel r 
~ as t o inteDcled servic<11? 

Is ..I electriclll equipment free 
of1'9COgnized luz..cls th..t 
woultl c.use phy.sic;al hillrm 
(frillyed wiff5, billre contluctots, 
'--wires, flexibl. wi,... 
ftlnning thJ'ough the Willlls, 
~WU-. f ix.cl to the 
ceiling)? 

r 


Will the buil~ng's electric;al 
system pennit the g rounding of r 
eledt:ricilll equipment? 

Are 41tisles,. dooniny.s, illntl 
co mers free of obstl'IKtians Ibo r 
.,.m:iitvis ibility illnd -anent? 

Are file cabinets illnd storillge 
ctos.h illrrillnged 50 dnwers 
;anti doors do not open into r 
wlllkw:;ays? 

Are the chillir <Uters ( wheels) 
secure illncl the l"IJA9S Kid 1e$JS r 
of the ch illir sturdy? 

AN the pho- lin.es, electric.al 
c ords. ~ ext.nsion w il'l!s 
secured u n der ;a deSk or r 
;alongside 411 billseboial'd? 

Is the office s~~ cllAI\\, 
illnd &ee of excessive an~ r
of co1nbustibles? 

Are floor surboes c'-n,, dry, 
..nc1 leov<!!I? r 
AN C3l'Peb "•el-secured to the 
floor .and free of inyed or l\VOl!ll r 
-? 

Is there suffid.ent light f.or 
-...ding? r 
I certify t!At the checklist 

;abo¥e ;applies t:o both a. 

prim:al'\' land seooncbry ~s r 

(if ;ap,plic;able) . 


The fi:illowin.111 diecklist is desi.g~ bo ertSUre that tl'H! .applicant is 
propedy oriented to 1h@ policies •nd pr~l.W!H of the program. 
Si;ri!Y the Q)Rl~lebon o1 each a ctivity by .answerin9 "Yes" in the 
si;ace provided. In order fur t h is apploca!ion to be processed you 
rn.sst be M e to tn.st:tifJly a~ yes to all fi...e c;;uestions. 

TELEWORK CHECKUST 

Applicant lbs 1prirtled a,.d 
signed the Census Bureau 
Tekwork pledgoe. Pledge 11Ktd r C:: Tele\'>'Olic: Pledge)
be s igraed by your sq>.ervisor 
~nc1 must be deli-..ed to YOW' 
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lllpprC>Ving officilll l, 

Applicant hlll.S Nllld, 
undersbnds, illnd ~rees to 
comply with Census Bul"eillu r 
policies illnd p~dul'leS 
covering Title-Restricted dab. 

Applicant de.ty understands 
h is - her Perforrn<11nce 
expectilltions, which have been r 
discussed with lhim or he:r. 

Census~ policies <11nd 
procedures covering work 
schedules ;ancl !hours of duty, 
overtime/ premium p<11y, leav. 
pl'OCeclures, time lllncl 
<11ttiendllln oe, llllld emergency I 
conditions <11re mlllde illVlllila.ble 
to employees fOf' Nview vill illll 
employ- bro...dc:a.st mesAgn, 
bbor .agNement a.ad/ or the 
Census B-.i intr<11net. 

AppliCillnt imdersbnds tbillt he 
or dM! nlill\' t ...nina.te 
p.rticip<11tion .ait illl'IV time r 
consistent.wi1h the CensllS 
BuNillU Teiework Polky, 

If I illl't1 on Pbn B - <11m-. 
Eme19ency Personnel. I 
underst.rnd that I ml!St 
t~work, unless otherwise 
e 1tcused by my supervisor, 
when Fedttill gcwemrnent 
offices in my locilll commuting 
llll'eill or n1)' ~rtment of 
Conv nerce worik loc..tion are 
closed due to we..ther - other 
emergency sihAti-. During 
:<11n <11nnouncement <OI '"Feder<11I 
Offioe.s ue Clo-dN, Essential 
Employees designilltecl for the 
pwpose <OI completing work 
relM:ed to Econon1lc IndicMors 
~M :t!:S !!21 v2lunt£ib'. r 
Rlllrtici~li!!91 in the Tele\vorlc 
1!!:211!:!n1 uncl-er Pl~ B, ngy not 
be ,.quired tot~ if it is 
not ill h igh production time. The 
~pervisorwill detern:Wne if 
these tinployees <11r e required to 
te.kworic. Admi nistrilltive lave 
may lbe granted in ,._ 
situMions (e.g., no electricity, 
or networic connection failuN 
p~ms tiat iPfttVenl 
teltivoril ). R-efer to Section 19 
in ihe Teleworlc Policy 4lBCI Nier 
to the flow ch.t for site dosuN 
or OPH/R~ioBal Authority 
A,_ncernents. 

I undel'St.and th.rt it is 01y 
responsibility to hlllve sufficient 
wort< ~bble to con~ my 
entire teleworll shift. If I do r 
not., I inust request illpprop rial>e 
le-ave. In l':lllre situmons, I n1<11Y 
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request administrative luve 
that is at my supervisor's 
d iscretion. 

I understand that telewollk may 
not be used as a substitute for 
dependent care <11nd I am n ot 
pemlitted to teleworic while in 
duty status if I must tal<e care 
of dependents. In these 
s ituations, I may request the 
apJH'OiP riate leave from my 
s upervisor or seek oa.er r 
flexibi lities offel'ed in the 
Telework Policy. Refer to 
Section 3.6 Child or Elder Cal'e 
in the Teleworlc Policy and refer 
to the flow chart for s ite dosure 
or OPH/ Regional Authority 
Announoement. 

I certify that I am -..re that 
when the Office of Personnel 
Kanagenloent announces 
" Unscheduled L~e" or 
..Unscheduled Telework", 
teleworlk ready enlployees nl<lly 
elect either option by notifying 
h is / her supervisor of his/ her 
intent to .:xercise e itiher option. 
Exe.rcising the option of 
" Unscheduled Telework" does 
not require prior supervisory 
approval. Managers are to r 
pemlit unsehedu'-d telewortc 
when requested but may, in 
~re circumst:ances, find it 
necessary f or a non-en11ergency 
teloeworll-Nady employee to 
~rt t o the office f or an 
assignment that requi res 
p reseoce at the wortcs:ite (e.g., 
providing a ~ion, 
performing administr..tive 
duties at a pre-scheduled 
conference, etc..}. 

I certify that I am aware that I 
may inoat be authori:z;ed to 
telewor!k if my perfonrance 
does not comply with the terms r
of this teleworlc agreement. 
*Enfl'loyee must dick "'Yes"' to 
a.dir.ance. 

I c-ertify that I havie conlpleted rU.S. CerKUs Telewor:k Training. 

Sy ~sin~ thie "l Agree" button, tfie applicant ce1tifies th.at all Gt' the above information is true to the 
best of t heir kno~·iled.ge .and that all questions v.•o:ie allSl·>iered in ,tfie affi1m atiiv e or, if answered in thie 
negative, that the app.liarrt will ta ke all necessary corrective actions to eliminate any hazard (as revN led 
b)· a ne;ati- response) before (s }he be.;ins to ·~f~ommute. 

I Agree save As Draft 
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APPENDIX 8: TELEWORK ASSESSMENT TOOL 

The decision to telework should be based on the ability of an employee to work in a setting that 
may be in his or her home, or at a Federal facility other than the regular office, without 
immediate supervision. The following tool is to be used by the supervisor as a basis for 
discussing the option and appropriateness of telework for a particular employee. Employees may 
also use the assessment tool to help in determining if telework is suitable for their positions. 

Please rate yourself or your employee, using the following scale: 


5-Always 4- Usually 3-Sometimes 2-Rarely 1-Never 


1. 	 Employee works without regular monitoring or supervision. D 
2. 	 Employee is comfortable working alone. D 
3. 	 Employee independently identified required work products. D 
4. 	 Employee successfully plans work production schedule. D 
5. 	 Employee communicates hindrances to successful completion of a task or project D 

in sufficient time to allow for alterations that improve the opportunity for success. 

6. 	 Employee is knowledgeable about the organization' s procedures and policies. D 
7. 	 Employee is fully aware of Census Bureau information technology security. D 
8. 	 Employee meets deadlines. D 
9. 	 Iftelework will be in the employee's residence, the residence has an appropriate D 

work environment. 

10. Employee is willing to provide his or her own equipment if Government-furnished D 
equipment is not available. 

11. Employee is computer literate. 	 D 
12. Employee has successfully completed the Census Bureau's online teleworking training D 

course. 
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APPENDIX C: TELEWORK INVOLUNTARY TERMINATION PROCESS 

TELEWORK 

~t1PitP'Vh1('1: .. 1 l"riituftt.,,_r r.,""""tle" 
................... 1 ........... ..,. .... r~ 


•n :r. l~•n--:;.•! J ,t : ., ·~.,....c Te• -"ii 11We41vf1Ury Te,....•ttlllP l'foKll• 

~M'a,._! .'x'"': .,.• ..,. 

1''1!1JJJJJ 

l4t..:!• •.1r ·-·-t"...... -,.~ ........................._ .... ........ , .......~~·~)· 


..............n4M•••••N...,_..! 


.............~_,,.,.__ ......._,... ""9•t~")I 


.....ff~••tNW• ....,..................t't' ...ft...............Ol'lt. . ..~......, ... ..,.........,.llt. ~f-- ..,..,......................
...............-.
~ 

.............~~......ftlln....._ I 


...............fMMllt91il•ette.............M9'..'91i9W9ftleflf'eitWelf.,.,...,_lilt9.... # ......~.......~· ~--tfllflfltl'Ce 

~.,.~......~ .............,..................0 .. ......... . ....,1 


................ ffi'Mtt _ ............. ,.._......... ......................""""9....... ........., 


c.io_......••w~.-..•••".,. .....,,.... ...-...w_....._ .. .,.._.,...,,.,._......,r..,.."""9 tt11c..,.._1,,..........,11 


..........~l'll'~fw.f..... .WOl. ._...........111""'•8\J• llt ef<Vt•lir"""'i•ft f.. ......,.....Y M-."-"'•M.,.M..)• 


........ff•itff'IOlll:tl\t .............~..--OMre .........._.."41.._ ..,..,....,,._..t:.-...ct...l .....,fte etOMI 1.-c~ ..... (tct•h.t lflt, .... 

.......... ........... ..11.~........... - . ..........~,...................-""'91...e-.•W.tl....._......................_..lllt) I 


c.-. ......... M...... ........,t'N9......... ---~..r'f '9fllft""9• 


.......et..0Mt9'M'O-.,.......Clllltt • ...,,..M•6i f ....C.......,_."9fl....ff•....l ...cvtllfeM~(IP• ..,.. J6Hl_...ri.. ........,•.~·,..._.., 


,...,,,. M~•1iW..-f!llMHt'~--·.....,...........tl 


.... . .....dftr 

.......,....... 
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