
U.S. Coast Guard and Employee Telework Agreement 
Approval for Alternative Work Site 
	Name:
	

	Organization:
	

	Official Duty Station:
	

	Address:
	

	Approved Alternate Worksite:
	

	Address:
	


Voluntary Participation 
I voluntarily agree to work at the approved alternative work site indicated above and agree to follow all applicable policies and procedures.  I recognize this arrangement is not an employee benefit but an additional method the agency may authorize to accomplish work. 

Official Worksite (choose this paragraph if employee reports to their official worksite at least twice per pay period)
· My official worksite is the location of my regular worksite for my position (e.g., the place where I would normally work absent a telework agreement), provided I am scheduled to physically report to that location at least twice per biweekly pay period on a regular and recurring basis.
(or this paragraph if the employee does not report to the official worksite at least twice per pay period)
· My official worksite is my telework location and subject to the appropriate regulations pertaining to entitlement to locality pay in accordance with 5 CFR 531.605 Official Duties 
I shall perform official duties only at the official duty station or U.S. Coast Guard-approved alternate work site and will not conduct personal business, such as caring for dependents or making home repairs, while in official duty status at the alternate work site. 

Work Schedule and Tour of Duty
Unless the U.S. Coast Guard and I agree otherwise, the number of hours I am scheduled to work remains the same.  
Type of telework:
(
Routine (occurs as part of an ongoing, regular schedule)
(
Situational (episodic, intermittent, unscheduled, or ad-hoc)
I will telework: ____(number of day per pay period)___
My official tour of duty and worksite will be:
	1st week of pay period:
	

	2nd week of pay period:
	


I further understand I am expected to report for work at my official duty station as needed.  I am also expected to attend staff meetings at my official duty station, as scheduled. 
I understand that I may be expected to work my normal hours during a delayed arrival, early dismissal or closure of the official worksite.
(If applicable, address reasonable accommodation)
Telework Training

	Required employee telework training has been completed on:
	

	Required supervisor telework training was completed on:
	


Time and Attendance
My timekeeper will have a copy of my schedule.  My supervisor will certify the time and attendance biweekly for hours worked at the official duty station and alternative work site.  (Note: the organization may require me to complete a self-certification form.) 

Leave 
I shall follow established office procedures for requesting and obtaining approval of leave.

Overtime (Not Applicable for Military Members)
As a civilian, I understand that I am permitted to work overtime only if my supervisor so orders and approves the overtime work in advance. Working overtime without such approval may result in terminating the Telework privilege and/or other appropriate action.

Equipment and Supplies
I shall protect any U.S. Coast Guard-owned equipment and use it only for official purposes.  The Coast Guard may install, service, and maintain U.S. Coast Guard-owned equipment.  I shall install, service, and maintain any personal equipment I use. The U.S. Coast Guard may provide and/or reimburse me for all necessary office supplies and business-related long distance telephone calls.  The U.S. Coast Guard agrees to provide this equipment:
· (List equipment provided her, i.e. laptop, CAC reader, wireless phone, etc.)
Security
I will comply with U.S. Coast Guard security policies and protect all U.S. Coast Guard resources, including U.S. Coast Guard data and information, being used at the alternate work site.

Liability
The U.S. Coast Guard is not liable for damages to my personal or real property while I work at the approved alternate work site except to the extent the Federal Tort Claims Act or the Military Personnel and Civilian Employees Claims Act hold the U.S. Coast Guard, as a Government agency, liable.
Work Area
I shall provide a furnished work area adequate for performing official duties.

Worksite Inspection
I agree to permit the U.S. Coast Guard to inspect my worksite during normal working hours to ensure proper maintenance of U.S. Coast Guard-owned property and conformity to safety standards.  (I will complete a self-certification safety checklist for an at-home work site.)

Alternate Worksite Costs
The U.S. Coast Guard will not pay the operating costs associated with using my home as an alternate worksite (e.g., home maintenance and insurance) except for authorized home telecommunication costs.  However, I do not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for the U.S. Coast Guard, as provided for by statute and implementing regulations.

Injury Compensation (Check the Applicable Paragraph)
(
As a civilian member, I am covered under the Federal Employee's Compensation Act if injured while performing official duties at my official duty station or alternate work site.  I agree to notify my supervisor immediately of any accident or injury that occurs at the alternate work site; the supervisor will investigate my report immediately. 

(
As a military member, I am covered under 10 USC 1201 if injured while I actually perform official duties at my official duty station or alternate work site.  I agree to notify my supervisor immediately of any accident or injury that occurs at the alternate work site. The supervisor will investigate my report immediately. 

Work Assignments
I shall complete all assigned work according to procedures my supervisor and I mutually agree to and according to guidance and standards in my performance plan.

Performance
To work at an alternate work site, my most recent performance ratings must be at least "Meets” or “Achieved Expectations” or the equivalent.  My supervisor may require me to report regular progress to assist in assessing performance.  A decline in performance may be grounds to cancel a Telework agreement.

Disclosure
I shall protect U.S. Coast Guard and Government records from unauthorized disclosure or damage and will ensure that records are incorporated only into Coast Guard files or electronic recordkeeping systems and will comply with requirements of the Freedom of Information and Privacy Act Manual, COMDTINST M5260.3 (series).  I will not store, gain access to, or use classified information at a home or non-Coast Guard work site.
Standards of Conduct
I understand the United States Coast Guard standards of conduct continue to apply to me while I work at my Telework site(s) in accordance with the Standards of Ethical Conduct Manual, COMDINST M5370.8 (series).

Cancellation
After appropriate notice to my supervisor, I may resume working my regular schedule at my official duty station.  After appropriate notice to me, the U.S. Coast Guard may instruct me to resume working my regular schedule at my official duty station, if:  (1) my performance declines; (2) the project fails to benefit organizational needs; (3) the need for in-office interaction between me and my coworkers or customers arises; or for other work-related reasons.  The U.S. Coast Guard will follow the applicable administrative or negotiated Telework procedures to effect the cancellation of telework agreements.
Other Action
Nothing in this agreement precludes the U.S. Coast Guard from taking any appropriate disciplinary or adverse action against me if I fail to comply with the provisions of this agreement.

Employee's Signature and Date: _______________________________
Supervisor's Signature and Date: ______________________________
Cancellation
If this agreement is canceled please indicate reason and date of cancellation below:
Reason for cancellation: ______________________________________

Cancellation Date: ____________________________________________
Employee's Acknowledgment and Date: __________________________
Supervisor's Signature and Date: ___________________________________ 
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