MANUAL:  Personne
Chapter Series CC--Comm ssioned Corps Personnel Manua
Part 2--Conmm ssioned Corps Personnel Adm nistration

DEPARTMENT OF HEALTH AND HUMAN SERVI CES

Chapter CC23 -- Staffing
Subchapter CC23.5 -- Uilization
Personnel | NSTRUCTION 10 -- Use of Alternative Wrkpl aces

CONTENTS
Section Subj ect Page
A Purpose and Scope............ .. 1
B. Aut hority. .. 2
C. Definition ....... ... . 2
D POl i Cy . 2
E. Procedures. . ... 3
F. Privacy Act Provisions................ ... iuu... 4
Exhibit 1. Sanple Menorandum (Al ternative Wrkpl ace)
Authorization............ ..., 5
Exhibit 1l. Sanple Menorandum (Al ternative Wrkpl ace)
Authorization............ ..., 6

Section A. Pur pose and Scope

This I NSTRUCTI ON sets forth policy concerning the voluntary use of a workpl ace
other than a tenporary or permanent duty station, to neet program needs and
wor kpl ace efficiencies.
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Section B. Authority

Section 215 of the PHS Act (42 U S.C. 216) provides authority for the
adm ni stration of the Service and the Commi ssioned Cor ps. The authority for
daily adm nistration of the PHS Conm ssioned Corps has been delegated to the
Director, Division of Conm ssioned Personnel (DCP).

Section C._ Definition

An alternative workplace is defined as a location other than an officer’s
permanent or tenporary duty station at whi ch nmanagenent authorizes the officer
to perform his/her official duties. This definition includes an officer’s
resi dence and a Federal Tel ecommuting Center (FTC). FTC s are established under
agreenents with the General Services Adm nistration.

Section D. Policy

1. Oficer’s Residence. Upon nmutual consent of the officer and the Operating
Di vision or Program an officer may perform official duties at his/her
resi dence. However, an officer’s private residence cannot be an offici al
duty station. The governnent is not obligated to fund expenses that my
be incurred by the officer in the performance of official duties at the
of ficer’s residence, including equi pment, tel ephone |ines, secure storage,
etc. Additionally, the Operating and Staff Division (OPDIV/ STAFFDIV),
Public Health Service, and Departnent of Health and Human Servi ces assune
no liability for injury that may occur to the officer or third parties, or
damage to the officer’s property as a result of the officer’s performng
official duties at his/her residence.

2. Aut hori zation to Use Alternative Wrkplace. An officer may be authorized,
but not required, to use an alternative workplace under one of the
foll owi ng circunstances:

a. When regularly scheduled telecommuting will add to an officer’s
productivity and in the case of an FTC, reduce the conmmuting
di stance for the officer. Managenent nay authorize the use of an
al ternati ve workpl ace under this paragraph, not to exceed 2 days per
week. Such an authorization may be granted for a period not to
exceed 6 nonths. All authorizations shall be acconplished by
menor andum as described in Section E. bel ow. Successi ve

aut hori zati ons may be granted with each new aut hori zation requiring
a new aut hori zi ng menorandum si gned by both parties, and processed
under Section E. bel ow.
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b. It is in the interest of the programto have the officer conplete a
project away fromthe normal duty station. The deternining factors
must be the interests and needs of the program Under this
par agr aph, use of an alternative workplace may not exceed 14 days
for a particular project, nor 30 cunul ati ve days per cal endar year
for all such projects.

c. An officer whose work space is tenporarily unavailable due to
antici pated or unantici pated danage, renodeling, or repair, nay use
an alternative workplace during this work space disruption with
managenment aut hori zati on.

O her Flexible Wrkplace Arrangenments. Prior to the issuance of this
I NSTRUCTI ON, sone comm ssi oned of ficers were authorized to use alternative
wor kpl aces under provisions or arrangenents other than those contained in
this | NSTRUCTI ON. Wthin 60 days of the date of issuance of this
I NSTRUCTION, all previous agreenents wll be termn nated. Al  new
alternative workpl ace arrangenents and rel ated docunentati on nust conply
with this | NSTRUCTI ON.

Section E. Procedures

Docunent ati on. Authorization for the use of an alternative workpl ace nust
be docunent ed by a menorandumfromthe authorizing official to the officer
prior to commencenent of duties at the alternative workplace. (See sanple
menoranda in Exhibits | and Il of this |INSTRUCTI ON). A copy of this
menor andum nust be retained by the officer for his/her personal records.

The authorizing official rmust forward the original nenorandum signed by
both parties (authorizing official and officer) to the OPD V/ STAFFDI V/
Agency/ Program Conmi ssi oned Corps Liaison (CCL) within five working days.
The CCL will review the nmenorandum for conpliance with this | NSTRUCTI ON
and will forward the signed nmemobrandumto the Office of the Director, DCP
for data entry and inclusion in the officer’'s Oficial Personnel Folder.

The menorandum rmust include the followi ng itens:
-- of ficer’s nane and PHS nunber,
- - full address of the alternative workpl ace,

- - duration of the authorization (not to exceed the limts specifiedin
this instruction),

- - how the officer can be contact ed,
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- - any specific provisions for the particular assignnment, and

- - the specific reason for the authorization.

2. Supervisory Responsibilities. The supervi sor is responsible for nonitoring
the officer’s perfornmance while the officer is at an alternative
wor kpl ace. The supervisor nmust ensure that an officer working at an

alternative workplace is readily accessible to nmanagenent officials,
cowor kers and cust omers.

Section F. Privacy Act Provisions

Records of officers concerning alternative workpl ace are subject to the Privacy
Act of 1974. Conmi ssi oned Corps Personnel Manual | NSTRUCTION 7, Subchapter
CC26.1, "Rights and Responsibilities of PHS Conm ssioned O ficers Under the
Privacy Act of 1974," of this manual, sets forth the procedures to be foll owed
in the maintenance of these records. The applicable system of record is
09- 40- 0001, "Public Health Service Commi ssi oned Cor ps CGeneral Personnel Records,
HHS/ PSC/ HRS. "
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EXH BIT |

Sanpl e Menorandum

Dat e:

To: (Officer’s Nanme)

Subj ect : Al ternative Workpl ace Authorization
From (Aut horizing Official)

Thi s menmor andumaut hori zes you t o use the fol | owi ng al t ernati ve wor kpl ace for the
period of May 31, 1999 toJune 11, 1999. Your assigned duty hours are to

X Officer’s Residence
Federal Tel ecommuting Center

Address of Alternative Workpl ace:

12345 Hollow Hills Road

Bet hesda, MD 20814
Phone: (301) 555-5555
Fax: (301) 555-1111
E- Mai |
Pager :

Your assignnment for this periodof authorizationisto conpletethereviewof 12
Heal t h St udent Educati on grant applications. Per our discussion, | anticipate that
this project will take you approxi mately 10 work days to conpl ete. Should you
conpl ete this work prior toJune 11th, you are required to report back to your
assi gned duty stationthe next business day after finishingthereview The
foll owi ng equi pnent has been issued to you for the performance of these
duti es. . (Attach copy of property pass.)

Provi si ons:

Pl ease provide a status report on your progress on Tuesdays and Thursdays.

(Aut horizing Official’s Name)

(Authorizing Official’s Signature) Dat e

| agreetowork at the alternative workpl ace i n accordance wi t h | NSTRUCTI ON 10,
Subchapt er CC23. 5 of t he Commi ssi oned Cor ps Personnel Manual , incorporated herein
by reference and as i ndicated i n this nenorandum | understand that | may be
directed towork at ny regul ar wor kpl ace on speci fi ¢ occasi ons, such as for training
and staff neetings, when required by my supervisor.

(Officer’s Signature) Dat e
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Sanpl e Menorandum (Exhibit 11)

Dat e:

To: (Officer’s Name)

Subj ect : Al ternative Workplace Authorization
From (Aut horizing Official)

Thi s menor andumaut hori zes you to use the fol | owi ng al ternati ve wor kpl ace for the
period of July 1, 1999 to Decenber 31, 1999.

Officer’'s Residence
X Federal Tel ecommuting Center

Address of Alternative Workpl ace:

65432 Ri chi e Road
Hager st own, MD 20734

Phone: (301) 333-4444
Fax: (301) 333-2222
E- Mai |
Pager:

You are authorizedtousethis FTCfacility on Mondays and Wednesdays duri ng t he
period of authorizationto performyour normal assignments. Your regul ar duty hours
will be to

Provi si ons:

Shoul d you pl an not tousethe facility for a gi ven day or days, pl ease notify your
supervisor at |east 2 days in advance.

(Aut hori zing Official’s Nane)

(Aut horizing Official’s Signature) Dat e

| agreetowork at the alternative workpl ace i n accordance wi th | NSTRUCTI ON 10,
Subchapt er CC23. 5 of t he Conmm ssi oned Cor ps Personnel Manual , incorporated herein
by reference and as i ndicated i nthi s menorandum | understand that | may be
directed towork at ny regul ar wor kpl ace on speci fi ¢ occasi ons, such as for training
and staff nmeetings, when required by my supervisor.

(Officer’'s Signature) Dat e
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