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Management # 1 December 22, 2009

Article 39

Temporary Work At Home By Exception

Section 1. Purpose

Work at home by exception is for a temporary period of less than six (6)

months for employees who, because of medical reasons, are unable to

commute to work but are able to perform the duties of their position at

home.

Section 2. Employees Covered

All SSA AFGE bargaining unit employees are covered by this policy.
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B- Decumentation Section 3. Requirements

A.
1. Requests to work at home by exception must be in writing and include

the following:

a. A statement that the employee is performing at or above the

successful contribution level;

b. A statement of the reason for working at home;-e-g- including
provide an explanation of the medical condition or disability which
makes it-difficult the employee unable ferthe-employee to

commute to work;

c. Aan explanation of the injury or iliness {with medical certification

concerning the employee's ability to commute and work at home};

(made a new paragraph from b)

ed. A statement of how the quality and quantity of work performed will

be measured;

d.e. A statement detailing how the work will be transmitted,

maintained and secured in accordance with agency policy;
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92

93 e.f. A statement of the days and hours requested seheduled for work

94 at home by exception;

95

96 £9.A statement of the duties of the employee's position to be

97 performed at home;

98

99 g.h. A list of the equipment requested forfany-the-employee's
100 component-willprovide-for-the employee's use;-e-g-file-cabinet;
101 pertable-computer—ete-and
102
103 h.i. A statement that any computer security/access issues have been
104 resolved, in accordance with agency policy.
105

106 B- B. Requests for work at home by exception are subject to management

107 approval. The employee will be informed by the immediate supervisor as to
108 which management official has the delegated authority to approve his/her
109 request to work at home by exception.

110

111  C. Prohibitions While Working at Home by Exception

112
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113 Employees approved to work at home by exception under these exception
114 provisions may not work overtime at home unless they are pre-approved to
115 do so by the Agency.
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