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ADS 405 - Telework

405.1 OVERVIEW
Effective Date: 05/15/2020

This chapter provides the policy directives and required procedures that govern
USAID’s Telework Program. The Agency implements the program in accordance with
the Telework Enhancement Act of 2010, P.L. 111-292 (the Act) and subsequent
guidance from the Office of Personnel Management (OPM). The Act defines the term
“telework” as a “work flexibility arrangement under which an employee performs the
duties and responsibilities of such employee’s position and other authorized activities,
from an approved worksite other than the location from which the employee would
otherwise work.”

USAID’s Telework Program includes: (1) situational (episodic, intermittent, or ad hoc), in
which telework is approved on a case-by-case basis and the hours worked are not part
of a previously approved, ongoing, and regular telework schedule; (2) recurring/regular,
in which telework occurs as part of an ongoing, regular/recurring schedule; and (3) long
distance or remote telework arrangements, in which employees work most or all of the
time from a different geographic area.

This chapter applies to all employees as described in section 405.3.1. However, there
are special considerations pertaining to field Missions, which will need to adapt the
directives and required procedures as appropriate to local conditions and in consultation
with Chiefs of Mission. The policy enables short-term teleworking from a post of
assignment to a Medical Evacuation (MEDEVAC) U.S. location under specific, special
circumstances as detailed in section 405.3.14 of this ADS chapter.

For telework guidance specific to mandated telework, see ADS 405maa, Guidance for
Additional Work-Related Costs Incurred as a Result of Mandated Telework.

405.2 PRIMARY RESPONSIBILITIES
Effective Date: 10/13/2016

a. The Office of Human Capital and Talent Management (HCTM) is responsible
for providing policy guidance for USAID’s Telework Program, coordinating and
preparing information and data to comply with OPM’s reporting requirements, and
evaluating its effectiveness through auditing or other assessment methods.

b. The Office of Human Capital and Talent Management, Telework Managing
Officer (HCTM/TMO) is a senior official who serves as the primary point of contact for
OPM on telework matters and advises senior management on the program. The
HCTM/TMO:

1. Develops goals and metrics for the program and assesses the program’s
progress toward objectives;
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Approves, in conjunction with Bureau/Independent Office Assistant
Administrators and Mission Directors, requests for long distance telework for
periods greater than 90 days; and

May delegate day-to-day implementation responsibilities such as information
transmission and data collection to staff, as appropriate.

Telework Coordinators in Bureaus/Independent Offices (B/IOs) are

responsible for coordinating and tracking all telework in their B/IO and reporting
information to the TMO. The B/IO Telework Coordinators receive core training from the
TMO and are the primary point of initial contact with headquarters and field staff.

d.

Supervisors are responsible for determining whether or not employees and

positions in their units are eligible for telework. This includes:

1.

e.

Notifying newly-hired employees of their eligibility for telework (usually within two
weeks);

Reviewing and approving employee telework agreements and work plans for
regular or situational teleworking, usually within 10 workdays of receipt;

Reviewing and clearing employee telework agreements for remote and special
consideration arrangements. This agreement must contain a budget comparison
to ensure that the arrangement is feasible, appropriate, and cost neutral;
Evaluating the impact of teleworking on office performance and functionality;
Managing telework effectively and taking required teleworking training;

Ensuring that their employees receive telework training; and

Working with the Assistant Administrator (AA) of the B/IO on remote teleworking
requests submitted by employees.

Regional and Functional Bureau Assistant Administrators (AAs) and Heads

of Independent Offices in USAID/Washington (USAID/W) are responsible for:

1.

Managing telework effectively, ensuring that supervisors have outlined
performance standards, deliverables, and protocols with their staff and teams;

Ensuring consistency of program implementation and usage;
Appointing a Telework Coordinator;

Approving telework agreements for supervisory staff that report directly to them;
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5. Approving, in conjunction with the HCTM/TMO, remote or special consideration
telework arrangements that are longer than 90 consecutive calendar days;

6. Making final decisions on employee appeals for denial or termination of telework
(see section 405.3.13); and

7. Completing required telework training.

f. Mission Directors or Principal Officers in USAID Missions (or designees—
usually the Executive Officer (EXQO)) are responsible for the following:

1. Developing and implementing telework programs in compliance with this ADS
chapter (adjusted as necessary in accordance with conditions at their Missions),
in close consultation with the Chief of Mission (COM), the Regional USAID
Assistant Administrator, and HCTM;

2. Managing telework effectively;
3. Appointing a Telework Coordinator;

4. Approving telework agreements recommended by employee supervisors,
whether for in-country telework or for temporary telework of 90 days or less in the
U.S. to accommodate medevacs or other emergency situations;

5. Ensuring that a Mission Order is prepared containing required procedures for all
staff who participate in a Mission telework program;

6. Coordinating telework training for all staff, as feasible; and

7. Notifying the Bureau for Management, Office of Management Services, Overseas
Management Division (M/MS/OMD) of the Mission’s order on telework, its
implementation, and any special conditions to ensure that there is no impact to
International Cooperative Administrative Support Services (ICASS).

g. The Bureau for Management, Chief Information Officer (M/CIO) is
responsible for establishing the Agency’s policy regarding handling Sensitive but
Unclassified (SBU) information in electronic format (see ADS 545, Information
Systems Security). In addition, the M/CIO is responsible for providing network
connectivity from teleworkers’ personal computers (or other computer hardware) to the
Agency's email and other electronic databases for use at the alternative workplace.

h. The Office of Civil Rights and Diversity (OCRD) is responsible for
administering the reasonable accommodation program, including requests from
employees for telework as a reasonable accommodation, in a manner consistent with
USAID policies and procedures, and all applicable federal laws, regulations, and
guidelines (see ADS 110, Equal Employment Opportunity).
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i All Employees are responsible for obtaining approval to telework and
adhering to established telework policy directives and required procedures. This
includes attending required training, complying with office procedures and protocols,
and advancing the overall maxim of accomplishing Mission and individual work
objectives. Employees are responsible for:

1. Validating what they have accomplished on telework days;

2. Recording their telework days in the Agency’s electronic time and attendance
system;

3. Updating their telework agreements at least annually or as necessary; and

4. Ensuring they have completed in-person training and have an approved telework
agreement in place before teleworking.

405.3 POLICY DIRECTIVES AND REQUIRED PROCEDURES
Effective Date: 10/13/2016

This section establishes the standard policy and required procedures for USAID’s
Telework Program. These provisions are applicable to telework in USAID/W and in
USAID Missions with adaptations to local conditions.

In implementing telework in compliance with the Act and OPM guidelines, USAID must:

a. Determine the eligibility of all USAID employees to participate in the telework
program and notify employees of their eligibility to telework;

b. Require a written telework agreement for eligible employees between the
employee and their supervisor to ensure that telework does not diminish
employee or Agency performance;

c. Provide an interactive telework training program that must be completed prior to
the employee electronically signing and submitting their telework request; and

d. Promote greater use of telework during emergency situations, including severe
weather conditions or other circumstances that disrupt or prevent employees
from commuting or reporting to work.

405.3.1 Coverage
Effective Date: 10/13/2016

Civil Service and Foreign Service Employees

The Act covers all employees meeting the definition of “employee” as defined in 5 USC
2105, which applies to all USAID U.S. Government (USG) Civil Service and Foreign
Service employees. Although the Act does not specifically apply to the Agency’s non-
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direct hire workforce, the Agency is extending coverage as a matter of policy, except
with summer interns and summer hires.

USAID Mission (Locally Employed Staff)

Missions must coordinate participation of overseas staff with the Chief of Mission and
Regional Bureau AA. Local customs and labor laws must also be considered in
determining whether it is appropriate for Foreign Service Nationals and Third Country
Nationals (government employee or Personal Services Contractor (PSC)) to participate.

Participating Agency Service Agreements (PASAS)

Employees of participating agencies under any type of interagency agreement (for
example, PASAs, 632(b) agreements, etc.) who regularly work in USAID space are
covered by this ADS chapter.

U.S. Personal Services Contractors, Cooperative Administrative Support Units,
and Institutional Contractors

All U.S. Personal Services Contractors (USPSCs), Cooperative Administrative Support
Units (CASUSs), fellows, and employees of contractors or recipients who regularly work
in USAID space are covered by the terms of their contract or agreement under which
they are employed, or the contractor/recipient’'s own human resources policies and
procedures.

405.3.2 General Provisions
Effective Date: 10/13/2016

USAID recognizes that telework can have positive effects on recruitment and retention;
employee work/life balance and overall effectiveness; traffic congestion and emissions;
and can help ensure continuity of mission-critical Agency functions in the event of
national or local emergencies.

While USAID encourages telework participation to the maximum extent possible,
without diminished employee performance, telework is an arrangement first and
foremost to facilitate the accomplishment of work. It is not an employee right or
entitlement and not all employees are eligible to telework in the same way.

Telework is a discretionary tool and may be terminated by management for business
reasons, performance, operational needs, or an employee’s failure to comply with policy
directives and required procedures and protocols. The following standard provisions
apply to USAID’s Telework Program:

a. Supervisors should implement telework strategically and robustly, taking into
account the needs and work of the organization to maximize productivity and
performance, rather than only approving participation on a case-by-case basis.

b. B/IO Telework Coordinators must monitor the electronic telework system. The
Telework Management Officer (TMO) must provide overall program monitoring.
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. B/IOs may use telework as a recruiting tool and must advertise appropriate
vacancies as being telework eligible. For example, “The duties of this position
can be performed while teleworking” or “This position is eligible for telework.”
Note that vacancy announcements should be clear on existing probationary
periods and the criteria for when telework may begin.

. All employees are encouraged to have a telework agreement in place whether or
not they participate in recurring telework. This allows the employee to have the
flexibility to telework when there are emergencies such as inclement weather or
other unforeseen contingencies that prevent the employee from commuting to his
or her official worksite.

. USAID uses an electronic system to record all telework agreements. The system
can be accessed through https://telework.usaid.gov/TeleworkWeb/. Telework
agreements remain in effect up to one year from the date of signature, although
lesser periods may be approved. New telework agreements must be prepared
and signed if there is a change in work circumstances and in
employee/supervisory relationships.

All employees contemplating teleworking (including supervisors and managers at
all levels) must complete interactive telework training. The HCTM/TMO provides
live training for new employees and for others needing training. The telework
training schedule can be found at:
https://telework.usaid.gov/TeleworkWeb/viewResources.action.

. Participation in the USAID Telework Program is voluntary. Although use of
telework is encouraged, employees cannot be ordered to telework, unless the
employee is a member of the B/IO’s Continuity of Operations Program (COOP),
and an activation of the continuity plan occurs. COOP employees must be
prepared to work offsite at any time during an emergency event or a situation that
results in a disruption to normal office operations to ensure the continuation of
Agency essential business operations (see sections 405.3.10 and 405.3.11).
Eligible employees who wish to “opt out” of telework must indicate this on a
telework agreement. Note: These “opt out” employees will not have the option to
telework in the event of an emergency or situation where OPM announces
“‘unscheduled telework or unscheduled leave.”

. Supervisors should work with new USAID employees to determine when they are
ready for teleworking. In making this determination, supervisors must ensure that
the new employees have work assignments that are portable and demonstrate a
performance path towards achieving a ‘fully successful’ mark for Civil Service
and a report card grade of ‘B’ for Foreign Service.

An employee’s participation in telework may be limited because of the duties

encompassed by the position or other aspects of the work environment specific
to the job in question (see 405.3.3). Although many types of positions have
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portable work requirements, not all positions are conducive to telework. The
tasks and work activities determine if a position is suitable for telework rather
than the job series and title of the employee.

With the exception of employees on approved remote telework agreements,
teleworkers may be called into the office if their presence is required on a
telework day. (Note: Supervisors may set mandatory teleconferences with
remote teleworkers). Normally, an employee is notified of such a change in
advance, but sometimes advance notice is not possible in certain unforeseen
circumstances or emergencies. The employee must report to the official worksite
when requested, even if that day is normally a telework day for them. This
temporary recall does not terminate the telework agreement. Transportation
costs to the official worksite on a day usually scheduled for telework will not be
reimbursed by the Agency. Travel time to come into the office for unforeseen
circumstances or emergencies is considered part of the duty hours for that day.
When an employee’s travel time and/or performance of official duties result in
hours outside the employee’s regularly scheduled duty hours, Agency policies
and procedures for hours of work, premium pay, and/or leave may apply (see
405.3.4 and 405.3.6).

. Supervisors should accommodate requests by employees to change their
scheduled telework day(s) or substitute a day for the telework day missed,
consistent with work requirements.

Telework employees are subject to workplace requirements; for example,
random drug testing.

. Participation in recurring telework may have implications for employees who are
receiving a monthly metro transit subsidy as they will be commuting fewer days

to the official worksite (see ADS 515, Transit Benefits (SmartBenefits®)
Program).

. Supervisors must provide all employees the same treatment and opportunities as
non-teleworking employees with regard to work assignments, periodic feedback
of job performance, awards and recognition, training and developmental
opportunities, promotions, and retention incentives.

405.3.3 Eligibility and Participation

Effective Date: 10/13/2016

Telework eligibility criteria must be applied impartially and consistently. Decisions
regarding an employee’s participation in the telework program must not be based upon
or involve consideration of union activity, prohibited factors or an employee’s race,
color, sex, age, disability, religion, national origin, and/or reprisal (participation in a
protected activity).

10
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USAID will facilitate remote telework arrangements for employees when such
arrangements are beneficial to the Agency’s mission in terms of effective or enhanced
quality of work, productivity, performance, and customer service. While these
arrangements are beneficial to employees in terms of their work/life balance and
savings in time and financial costs associated with commuting to and from the office,
the mission of the Agency must be the primary consideration in approving these
arrangements.

405.3.3.1 Position Eligibility
Effective Date: 10/13/2016

Supervisors and other officials must consider the following factors in determining a
position’s suitability for telework.

a. The nature of the work to be performed and the employee's job responsibilities.
Positions eligible for telework are those that:

¢ Involve tasks and work activities that are portable,

e Do not depend on the employee always being at the official worksite,
e Are measurable, and

e Are conducive to remote supervision.

b. The product or work accomplished by the employee while teleworking can be
evaluated and quantified by the supervisor. Tasks and work activities generally
suited for telework include, but are not limited to: reading, reviewing, editing,
scheduling, planning, writing, policy development, research, analysis (for example,
investigating, program/management analysis, policy analysis, and financial
analysis), auditing reports or accounting, preparing employee appraisals, reviewing
grants or legal cases, writing decisions or reports, telephone-intensive tasks (for
example, setting up a conference, obtaining information, following up on participants
in a study), and performing computer-oriented tasks (for example, online required or
developmental training, programming, data entry, word processing, Web page
design, and data processing).

405.3.3.2 Employee Eligibility and Participation
Effective Date: 10/13/2016

The Act requires three preconditions for employee participation in telework. The
employee must: (1) be deemed eligible; (2) be trained in telework; and (3) have a
current telework agreement with supervisory approval. USAID requires telework
agreements to be completed via the electronic telework participation system.

Additionally, USAID requires teleworking employees to:

11
ADS Chapter 405


http://www.gpo.gov/fdsys/pkg/BILLS-111hr1722enr/pdf/BILLS-111hr1722enr.pdf
http://telework.usaid.gov/

05/15/2020 Partial Revision

e Agree and adhere to their B/IO’s telework protocols and procedures,
e Have a remote access token or other device for teleworking,

e Maintain a “fully successful” (or above) performance appraisal (Civil Service),
and

e Maintain a report card rating of “B” or above (Foreign Service).
An employee well suited to telework demonstrates:
e Dependability and the ability to handle responsibility;

e High personal motivation, initiative, good organizational and time
management skills, and ability to prioritize work effectively;

e High responsiveness and proactivity; and

e The ability to accomplish work assignments on a timely basis without
continuous, direct supervision.

Generally, employees will demonstrate these characteristics after a period of time
following entrance on duty. Agency managers and supervisors may determine the
appropriate interval when new employees may be eligible for telework. Existing USG
employees may not require the minimum months to be eligible.

Participation may be limited to situational telework for those employees whose official
duties require the following on a daily basis (every workday):

e Handling sensitive Personally Identifiable Information (PIl) or classified national
security information (which cannot be transmitted, discussed, or stored at an
alternative worksite; or sensitive but unclassified (SBU) materials that cannot be
transmitted, discussed or stored at an alternative worksite);

e Undertaking tasks that require the use of specialized on-site equipment;

¢ Involving frequent face-to-face contact with other individuals (e.g., escorting or
receiving guests on a daily basis); and

e Physical presence as per the official duties of the position.

However, even employees with these duties may still have occasional tasks that can be
done remotely. The employee can utilize the Telework Eligibility Exercise Charting

Tool, which facilitates a discussion between the employee and their manager regarding
the employee’s potential participation in telework and identification of portable tasks that
may be accomplished off site. The worksheet assists employees in breaking down their

12
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tasks and activities and explores which of those tasks and activities are best suited for
telework.

Missions are encouraged to support suitable telework arrangements whenever possible
and when work assignments meet business needs within the limitations of the Chief of
Mission (COM). Consultations with Regional Bureau AAs and/or the HCTM TMO should
be conducted to assist with minimizing limitations on telework within the Missions.

Note: Employees responsible for training or mentoring others are not eligible to telework
on the days needed for training or mentoring. In addition, employees scheduled for
Temporary Duty (TDY) or official training must suspend telework arrangements during
applicable days. Work during TDY and/or official training does not meet the definition of
telework because it normally does not occur at a site that is identified in a telework
arrangement.

405.3.3.3 Ineligibility for Telework
Effective Date: 10/13/2016

Section 6502(a)(2)(A)(B) of the Act excludes two categories of employees who may not
be deemed eligible under any circumstances:

¢ An employee who “has been officially disciplined for being absent without
permission for more than five days in any calendar year”; and

¢ An employee who “has been officially disciplined for violations of subpart G of
the Standards of Ethical Conduct of employees of the Executive Branch for
reviewing, downloading, or exchanging pornography, including child
pornography, on a Federal Government computer or while performing official
Federal Government duties.”

The term “officially disciplined” means a disciplinary action that results in the placement
of a document in the employee’s Official Personnel Folder (OPF). The bar on
participation would remain in effect as long as the document stays in the employee’s
OPF. A document that permanently remains in the employee’s OPF means that the
employee is permanently prohibited from telework participation.

Other factors making employees ineligible to participate in the Telework program
include:

e Civil Service employees whose last annual performance rating of record is
below “Fully Successful” or who are currently under a Performance
Improvement Plan;

e Foreign Service employees who have received a report card rating of less
than “B” or have been referred directly to the Performance Standard Board in
the past two years;

13
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e Employees whose demonstrated performance or conduct warrants more
close supervisory direction than telework may provide;

e Employees who received disciplinary action or adverse action (letter of
reprimand or suspension through 30-day suspension or less) within the
preceding 12 months; and

e Employees whose absence from the office creates an unmanageable burden
for other staff members in the office or interferes with accomplishing the
mission.

405.3.4 Hours of Duty and Premium Pay
Effective Date: 10/13/2016

Employees who telework must maintain hours of duty consistent with the Agency’s
policy on work schedules and hours of duty in USAID/W and in USAID Missions. The
administrative work week for USAID Missions varies according to local customs.
Management determines the employee’s work schedule consistent with the work
requirements and operational office needs (see ADS 479, Hours of Duty).

Employees must be present at their approved telework worksite during their scheduled
hours of duty unless another temporary location has been agreed to by the employee
and his or her supervisor. Unless on approved leave, employees working offsite must
be readily accessible by telephone and email during USAID official workday hours (8:45
a.m. to 5:30 p.m. for USAID/W) unless other hours are agreed to between the employee
and their supervisor. Employees and supervisors in USAID Missions should follow the
normal business hours at post unless other hours have been agreed to by the
employee, supervisor, and Mission Director.

Participation in telework and alternative work schedules (AWS) are not mutually
exclusive. Please note that employees who wish to participate in both AWS and
telework must have an approved Work Schedule Request, AID 400-6 (see ADS 479).
The supervisor may authorize an employee’s participation in either or both programs.
As noted, there is no right or entitlement to participate in both programs.

The premium pay provisions in 5 USC 5542 and the Fair Labor Standards Act (FLSA)
apply to telework employees. Requests for overtime compensation and recording hours
worked must be made in the same manner as they would be for employees not
engaged in telework activities. Note: Telework employees must not work overtime
without advance approval from their supervisors (see ADS 472, Premium
Compensation).

405.3.5 Worker’s Compensation
Effective Date: 10/13/2016
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Employees are covered by the Federal Employees Compensation Act when injured
or suffering from work-related illnesses while conducting official government business at
the alternative worksite (home or other approved location). USAID’s potential exposure
to liability is restricted to the designated alternative worksite. Employees may qualify for
payment for continuation of pay or worker’s compensation for an on-the-job injury or
occupational illness that occurs at the previously agreed upon alternative worksite and
work hours (see ADS 442, The Workers’ Compensation Program).

When injured while working at an alternative site, an employee should follow the same
procedures used at the official worksite. The injured employee must notify his or her
supervisor immediately and complete the applicable Office of Workers’ Compensation
Programs (OWCP) forms (see
http://www.dol.gov/owcp/dfec/regs/compliance/forms.htm).

Employees must address issues of their own personal safety to be effective while
teleworking from home or other alternative worksite. Employees are responsible for
ensuring that their home or other alternative worksite complies with health and safety
requirements. Employees must complete the Telework Safety, Training and Resource
Checklist, located on the e-telework agreement, when submitting a telework agreement
for approval. Supervisors must not approve telework agreements without reviewing the
checklist to ensure compliance.

405.3.6 Leave
Effective Date: 10/13/2016

Leave requests by employees who telework must be made in the same manner as they
would be for employees not engaged in telework activities. Employees must request
leave in advance in the Agency time and attendance system (see ADS 480, Leave).

Similar to when an employee is at his or her official worksite, an employee may adjust
his or her work schedule or request leave for a portion of his or her telework day subject
to supervisory approval; for example, to attend a medical appointment or deal with a
household repair.

405.3.7 Certification and Control of Time and Attendance
Effective Date: 10/13/2016

Supervisors must ensure that teleworking employees are paid for work performed and
account for absences from scheduled tours of duty. All telework hours must be recorded
each pay period in the electronic time and attendance system, WebTA, as follows:

e 01-Telework-Situational

e 01l1-Telework-Regular (1-2 days/week)

e 0l-Telework-Regular (3-5 days/week).
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When applicable and when prior written supervisory approval has been received, the
following telework codes must be used:

e 19-Telework-Overtime over 8
e 21-Telework-Overtime over 40
e 32-Telework-Comp Time Earned.

The Government Accountability Office (GAO) requires agencies with employees at
alternative worksites to provide reasonable assurance that employees are working
when scheduled. This can be accomplished by determining the reasonableness of the
work output for the time reported or by logging in and out each day via telephone or
email (see GAO’s Guidance for Maintaining Effective Control over Employee Time
and Attendance Reporting).

405.3.8 Equipment Costs and Office Space
Effective Date: 05/15/2020

For voluntary telework, management is not obligated to provide any computer
equipment (hardware or software) to the employee aside from providing network
connectivity to the Agency’s email and other databases for use at the alternative
worksite. B/IOs may lend laptops within the B/IO to employees for use at home. Please
note that under some circumstances, the Agency may be obligated to provide some
assistive devices for an employee’s use while teleworking as a reasonable
accommodation for a disability. These determinations are made on a case-by-case
basis as part of the reasonable accommodation approval process (see 405.3.14.2).

The employee must agree to protect and not misuse or abuse any Agency-owned or
government-owned equipment and to use the equipment only for official purposes. The
Agency 