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Human Resources Bulletin: 11- 09 
Subject:   Time and Attendance Coding for Telework 
References:  DOI HR Bulletin 08-04; NBC, Time and Attendance Pay Codes Manual, Introduction
Effective Date:  February 8, 2011
Purpose:

This bulletin is being issued to ensure correct use of time and attendance (T&A) coding procedures when recording telework hours.  

The telework program provides eligible employees with a potential opportunity to work at an alternative worksite.  When an employee is working from an alternate worksite under an established telework agreement their hours of telework must be documented on their timesheet for recordkeeping purposes. 

Procedure:

Servicing Human Resources Offices (SHROs) will need to ensure that FPPS reflects the appropriate telework status for those that are eligible for telework.  Once the FPPS telework status has been verified, the timekeeper must go into the employee’s profile in Quicktime and change the telework status appropriately.  These two steps must be completed before an employee’s timesheet can be correctly coded with telework hours.

The employee or timekeeper should document telework hours by entering the appropriate telework code in the telework indicator field on the time sheet.  The telework indicator column is indicated by “TI” on the timesheet and is located to the right of the “Account Number” column.  To access the list of eligible telework codes the employee should click on “LookUp” after clicking in the field where the telework indicator should be placed.

Separate lines should be used for employees who may have performed work at their regular worksite in addition to telework.  This means that there may be more than one line for a pay code (see below for example).
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Definitions:

There are a number of Telework Indicator Codes from which employees or timekeepers can choose to indicate the employee’s particular telework status.  Here is the list of codes along with their definitions:
A – Frequent Regular Telework Center.  Employee teleworks at an established telework center at least 3 days per week on a regular, recurring basis.
B – Frequent Regular Alternate Telework Center.  Employee teleworks at a work site other than an established telework center at least 3 days per week on a regular, recurring basis.

C – Frequent Regular Employee Home.  Employee teleworks at home at least 3 days per week on a regular, recurring basis.

D – Regular Telework Center.  Employee teleworks at an established telework center at least 1-2 days per week on a regular, recurring basis.

E – Regular Alternate Telework Center.  Employee teleworks at a work site other than an established telework center at least 1-2 days per week on a regular, recurring basis.

F – Regular Employee Home.  Employee teleworks at home at least 1-2 days per week on a regular, recurring basis.

G – Periodic Telework Center.  Employee teleworks at an established telework center less than once per week, but at least once a month.

H – Periodic Alternate Telework Center.  Employee teleworks at a work site other than an established telework center less than once per week, but at least once a month.

I – Periodic Employee Home.  Employee teleworks at home less than once per week, but at least once a month.
J – EMRG/INT COOP Telework Center.  For continuity of operations (COOP) purposes, employee teleworks at an established telework center on an emergency/intermittent basis for a period of not more than 30 days.

K – EMRG/INT COOP Alternate Telework Center.  For continuity of operations (COOP) purposes, employee teleworks at a work site other than an established telework center on an emergency/intermittent basis for a period of not more than 30 days.

L – EMRG/INT COOP Employee Home.  For continuity of operations (COOP) purposes, employee teleworks at home on an emergency/intermittent basis for a period of not more than 30 days.

M – EMRG/INT Pandemic Telework Center.  Due to a designated pandemic, employee teleworks at an established telework center on an emergency/intermittent basis for a period of not more than 30 days.

N – EMRG/INT Pandemic Alternate Telework Center.  Due to a designated pandemic, employee teleworks at a work site other than an established telework center on an emergency/intermittent basis for a period of not more than 30 days.

O – EMRG/INT Pandemic Employee Home.  Due to a designated pandemic, employee teleworks at home on an emergency/intermittent basis for a period of not more than 30 days.

P – EMRG/INT Practice Telework Center.  Employee teleworks at an established telework center for a period of not more than 30 days to practice for a continuity of operations (COOP) or pandemic situation. 

Q – EMRG/INT Practice Alternate Telework Center.  Employee teleworks at a work site other than an established telework center for a period of not more than 30 days to practice for a continuity of operations (COOP) or pandemic situation. 

R – EMRG/INT Practice Employee Home.  Employee teleworks at home for a period of not more than 30 days to practice for a continuity of operations (COOP) or pandemic situation. 

Please direct any questions or concerns you may have regarding this information to your SHRO or the Field Advisory Services and Executive Resources via e-mail at hr_faser@nps.gov.
/s/
Angela R. Hargrove
Chief, Office of Human Resources
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