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70 – Personnel
	
[bookmark: OWPOD_70_40]70.40     Official Worksite/Post of Duty

[bookmark: OWPOD_70_40_1]70.40.1   Purpose.  
This section outlines policies, procedures, and responsibilities regarding Treasury Inspector General for Tax Administration (TIGTA) employees’ official worksite/Post of Duty (POD). 

[bookmark: OWPOD_70_40_2]70.40.2   Responsibilities.  
Designation of an employee’s official worksite/POD is required for Location-Based Pay Purposes and certain Location-Based Pay Entitlements (such as locality payments, special rate supplements, and non-foreign area cost-of-living allowances).  These entitlements, based on the location of the employee's official worksite/POD, are associated with the employee's position of record. 

The official worksite generally is the location where the employee regularly performs his or her duties, under 5 Code of Federal Regulations (C.F.R.) 531.605.  If the employee's work involves recurring travel or the employee's work location varies on a recurring basis, the official worksite is the location where the work activities of the employee's position of record are based, as determined by the employing agency, subject to the requirement that the official worksite must be in a locality pay area in which the employee regularly performs work. 
TIGTA must ensure that an employee's official worksite on the employee's Notification of Personnel Action (Standard Form 50 or equivalent) is documented.  (See "Duty Station" blocks 38 and 39 of the Standard Form 50 showing the city, county and State   in which the official worksite is located.)
[bookmark: OWPOD_70_40_3]70.40.3   References.
5 C.F.R. Part 531, Subpart F
5 C.F.R. Part 530, Subpart C
5 C.F.R. Part 591, Subpart B 
5 C.F.R. 351.203
5 C.F.R. 531.605

[bookmark: OWPOD_70_40_4]70.40.4   Definitions.
Local Commuting Area – The geographic area that usually constitutes one area for employment purposes.  It includes any population center (or two or more neighboring ones) and the surrounding localities in which people live and can reasonably be expected to travel back and forth daily to their usual employment.  The local commuting area is defined by 5 C.F.R. 351.203.

Official Worksite – Official worksite means the official location of an employee's position of record, as determined under 5 C.F.R. 531.605.

Position of Record – An employee's official position (defined by grade, occupational series, employing agency, Law Enforcement Officer (LEO) status, and any other condition that determines coverage under a pay schedule (other than official worksite), as documented on the employee's Notification of Personnel Action (Standard Form 50 or equivalent) and current position description, defined in  5 C.F.R. 531.602

Post of Duty – The term “post of duty (POD)” is synonymous with the term “official worksite” and also equivalent to the term “official duty station.”

Reduction-in-Force – Layoffs in the Federal Government are referred to as Reduction-in-Force (RIF) actions.  When an agency must abolish positions, RIF regulations determine whether an employee keeps his or her present position, or whether the employee has a right to a different position. The regulatory requirements governing reduction in force are contained in Title 5, C.F.R, Part 351.

[bookmark: OWPOD_70_40_5]70.40.5   Local Commuting Area.  
Local commuting areas are used to determine employee entitlements to certain benefits and programs.  Involuntary reassignment outside a local commuting area may qualify an employee for Discontinued Service Retirement or severance pay.  

[bookmark: OWPOD_70_40_6]70.40.6   Temporary Changes in Work Location.
An employee's work location may change on a temporary basis.  Such a change may or may not affect the employee's official worksite, as explained below:

· If an employee is in temporary duty travel status away from the official worksite for his or her position of record, the employee's official worksite and associated pay entitlements are not affected. 
· If an employee is temporarily detailed or reassigned to a position in a different location, the employee's official worksite and associated pay entitlements are not affected. 
· If an employee is authorized to receive relocation expenses under 5 United States Code (U.S.C.) 5737, in connection with an extended assignment resulting in temporary change of station, the worksite associated with the extended assignment is the official worksite. (See 41 C.F.R. 302-1.1.) 
· If an employee is temporarily promoted to another position in a different geographic area, the temporary work location is considered the official worksite for pay purposes during the period of the temporary promotion as regulated in 5 C.F.R. 335.103.
· If an employee is working from an alternative work location due to a special/reasonable accommodation, the employee's official worksite and associated pay entitlements are not affected during the period of the accommodation as defined in 29 C.F.R. 1630.2. 

For employee reassignments, see Chapter (600)-70.6.

[bookmark: OWPOD_70_40_7]70.40.7   Benefits.
The location of an employee's official worksite may affect other benefits.  Information on an employee's travel, transportation, and relocation benefits and entitlements based on his or her "official duty station" (as defined by the General Services Administration (GSA) may be obtained from GSA's website at GSA.gov.

[bookmark: OWPOD_70_40_8]70.40.8   Full-Time Work from a Home Post of Duty. 
An employee requesting full-time work from a Home POD or an alternate worksite must submit a memorandum to his/her immediate supervisor requesting approval to work full-time from his/her home or an alternate worksite.  Authorizing the establishment for full-time work from a Home POD is not the same as authorizing telecommuting/teleworking.  Refer to Chapter (200)-80 Telecommuting for TIGTA telework guidelines.

The memorandum must include statements that:

· The employee’s request is voluntary and solely for his/her benefit and is being made freely by him/her.
· The employee is fully aware that relocation expenses will not be provided since the request is being initiated by the employee.  
· The employee is aware that TIGTA will not provide reimbursements for communication (e.g., phone services, Internet) expenses incurred at the worksite.
· The employee is aware that no administrative time off will be granted for the employee to move to the new worksite.  All time off required by the employee to relocate must be claimed as leave by the employee.
· The employee is aware that the Home POD address and phone number becomes a part of official Government records (Outlook, HR Connect, etc.).   In some cases, some or all of the Home POD address may be subject to public disclosure under the Freedom of Information Act (FOIA) and/or other laws.  

The employee is aware that full-time work from a Home POD or alternate worksite may result in:

· A change in the employee’s competitive area for reduction-in-force purposes, which could affect his or her salary and other benefits; if the employee’s salary is reduced, he/she may not be entitled to retention pay. 
· A change in locality pay if POD is in a different geographic location from the initial worksite.
· A change in an employee’s travel and relocation allowances. 
· A reassignment to a different POD if management elects to eliminate or direct the reassignment of the employee to a different POD.  

In response to an employee’s request to work full-time from a Home POD or alternate worksite, the immediate supervisor, Director, and Executive will review the request and make a decision whether to approve the request.  Decisions will be based on functional business needs and on a case-by-case basis.

Managers of an approved full-time work from a Home POD employee are responsible for contacting the Director, Leadership & Human Capital (L&HC) of the Home POD change and must provide the new worksite address immediately once the request is approved.  The Director, L&HC will then initiate actions for the creation of the new worksite location code.  Once the new location code is active in HR Connect, the Director, L&HC will notify the employee’s manager to initiate a personnel action in HR Connect to reflect the employee’s new worksite. 

The immediate supervisor should ensure the personnel action reflects all information (e.g., address, telephone, etc.) pertaining to the worksite location change.  The Director, L&HC will update the TIGTA Reduction-in-Force Competitive Areas List to reflect the employee’s new worksite.

In addition to entering the personnel action, the immediate supervisor must issue a new travel authorization, with the Home POD or alternate worksite address for the employee, refer to Chapter (600)-40.5.5 for guidance.  All travel begins and ends at the employee’s Home POD address/official worksite.

The employee is responsible for updating functional and personnel forms (e.g., State and/or local tax withholding forms) to reflect his/her home or alternate address as the official worksite address.  

The employee is also responsible for contacting the Bureau of the Fiscal Service Benefits Officer to discuss and make any necessary updates to Federal Employees Health Benefits, insurance enrollment, and other benefit programs that the employee may be enrolled in (e.g., Long Term Care, Flexible Spending Accounts, etc.). 

The employee and his/her manager should determine what address and telephone number to use on the employee’s business card (if appropriate) and for business contacts. 

[bookmark: OWPOD_70_40_9]70.40.9   Employee Injury at the Home POD.
Workers' compensation rights apply to Home POD or alternate worksite in the same way they apply at the traditional office site.  If you are injured on the job, refer to TIGTA’s Workers’ Compensation Program, Chapter (600)-90.4, for guidance. 

[bookmark: OWPOD_70_40_10]70.40.10   Information and Computer Security Requirements.
Employees are responsible for the security of agency property, information, and information systems, regardless of the work location, consistent with 31 C.F.R. Part 1; the Privacy Act of 1974, 5 U.S.C. § 552a; and TIGTA Security Policies, Chapter (500)-150.2.  

[bookmark: OWPOD_70_40_11]70.40.11   TIGTA-Provided Equipment and Supplies. 
TIGTA will provide each employee with certain equipment necessary to perform his/her work.  Government-owned property may be used by employees in their private residence, Home POD/ alternate worksite consistent with TIGTA’s Acceptable Use Policy, Chapter (500)-140.2.

The Government retains ownership and control of the equipment provided to the employee for use at a Home POD/alternate worksite and is responsible for its maintenance, repair, and replacement.  An employee may be subject to disciplinary action if TIGTA-issued equipment is lost, stolen, or damaged because of the employee’s (or family member’s) negligence, misuse, or abuse.  See Chapter (600)-130 for TIGTA’s Lost, Damaged or Stolen Personal Property policy. 

All TIGTA employees shall be responsible for adhering to all guidance issued by the Office of Management and Budget (OMB) in coordination with the Department of Homeland Security (DHS) and the National Institute of Standards and Technology (NIST) to ensure the adequacy of information and security protections for information and information systems utilized while working from a Home POD/alternate worksite.

Employees working full-time from a Home POD must adhere to the same policies governing Telecommuting (i.e., Home Office Space, Inspections, etc.), but are not required to complete a Telework Agreement.  Employees must submit the Self-Certification Safety and Security Checklist to their immediate supervisor to certify that the worksite meets safety and security guidelines. 
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