APPENDIX F: REMOTE WORKER AGREEMENT - SUPERVISOR CHECKLIST

Supervisors must use this checklist to ensure that remote work requirements are met and that
covered employees understand the policies and procedures of the remote work program. A
Remote Worker Agreement is not final until the checklist is complete. After an item is

completed, list the date on the line next to it.

Checklist Item

Date Completed

1. Remote Guidelines have been explained to
the employee and signed by supervisor and
employee (attached).

2.The provisions governing premium pay
have been explained to the employee
including that they must receive the
supervisor’s approval in advance of working
overtime.

3.Performance expectations have been
discussed with the employee. Performance
Standards are in place and have been signed.

4.Policies and procedures covering classified,
secure and privacy data including PII have
been explained to the employee.

5.The provisions governing changes to the
terms and conditions of the remote work
agreement have been explained to the
employee, including that they must receive
the supervisor’s approval in advance of any
changes to the location of the duty station
(i.e., remote work site). Failure to obtain
management approval may result in
termination of the remote work agreement.

6.The employee has been given and signed
the Safety Checklist, which identifies safety
and adequacy issues that employees should

consider when working from home (attached).




Also, identify any Government equipment/property that will be provided for the remote site
below, as applicable:

Item Yes No

Computer:

Docking Station:

Printer:

Monitor:

Keyboard:

Mouse:

Other Item #1:

Other Item #2:

Other Item #3:

Other Item #4:

Remote Worker Guidelines

Applicability. The Remote Worker Policy applies to current and future remote workers. A
remote work arrangement may be initiated by an employee for the convenience of the employee
or by the agency.

Duty Station. All pay and travel entitlements are based on the official worksite.

Salary and Benefits. Approving a remote worksite may affect pay, RIF competitive area, travel
reimbursement, and/or unemployment compensation.

Official Worksite. In accordance with 5 CFR 531.605, the official worksite is the location
where the General Schedule employee regularly performs their duties. If the employee is not
scheduled to report to the agency worksite at least twice each biweekly pay period on a regular
and recurring basis (i.e., is a remote worker), the employee’s official worksite for location-based
pay purposes is the alternative work location under the remote work agreement.

Official Duties. The employee will perform only official duties at the official remote worksite.
The employee may not conduct personal business while in official duty status at the remote site.

Time and Attendance. The employee will follow established office procedures for requesting
and obtaining approval of leave. The supervisor must certify biweekly time and attendance for
hours worked at the remote worksite.

Work Schedule. Work schedule (AWS or fixed) will follow established Agency/office
procedures for setting, requesting and approval of available work schedule options. Identified
work schedule ensures supervisor, co-workers, customers, etc., can interact with remote
employee during the identified work schedule timeframes.



Overtime. Supervisors are responsible for ensuring that remote workers work overtime only
when the supervisor authorizes and intends to make overtime payment (including compensatory
time off, as appropriate). Both Fair Labor Standards Act (FLSA) exempt and non-exempt
employees must be paid overtime (or compensatory time, under certain circumstances) when
overtime hours are ordered and approved in advance in writing by a supervisor with the authority
to authorize overtime. Employees agree that failure to obtain proper prior approval for overtime
work may result in supervisor taking appropriate action to address.
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