
Q: I have been ordered to evacuate my post of duty (POD) and work from home under 5 CFR 
550 subpart D. Am I required to enter into a telework agreement and take telework training?  

A: No. Telework agreements and telework training are not required for employees directed to 
work from home. It is strongly encouraged that evacuated employees take the IRS Telework 
Training course based on their bargaining/manager status.  Separate courses are available for 
bargaining unit employees, non-bargaining employees and managers. 

Q: I am an employee who will now work from home or an alternate location, what do I need 
to do to prepare? 

A: Employees should: 

• Request ERAP and install ERAP,  
• Take all necessary equipment (for example, laptop or desktop computer) and assigned 

work files (paper or electronic) to complete duties at home and  
• Ensure the home location or other work location is appropriate for work (for example, 

work space suitable to perform work, high-speed internet, work environment free from 
distractions, provides reasonable security and protection of government property). 

Q: How do I record my time? 

A: You should use your regular OFP codes. Time will be entered as telework. To post telework 
hours, select Ad Hoc telework type in Single Entry Time Recording/Employee Profile tab. This 
will enable the telework box to appear for posting telework time on the Time Entry screen.   

Q: What happens if I run out of work? 

A: Your manager should give you work assignments as needed to ensure you have work to 
complete during the time you’re working from home. You may be assigned any work without 
consideration to grade, level or title if you have the necessary knowledge and skills to complete 
assignments. 
 
Q: What happens if my manager can’t find me additional work to perform?  
 
A: You will be eligible for Weather and Safety Leave.  
 
Q: Can I be directed into the POD to pick up items like work assignments, mail and supplies? 
 
A: Yes. Your manger may direct you to retrieve items at your POD (even if closed due to a 
shelter in place order or evacuation order) to conduct mission-critical work.  Although formal 
office operations are temporarily suspended, buildings remain open and IRS space is accessible 
for activities such as processing mail, retrieving work materials, using office equipment, getting 
supplies, and other tasks necessary to support working from home (or an alternate location). 

https://organization.ds.irsnet.gov/sites/HCOWBEWEB/tele/tworkdbase/Telework%20Resources/Telework%20Training/Decision%20Logic%20Table%20for%20Telework%20Training%20FY%2019.pdf
https://organization.ds.irsnet.gov/sites/HCOWBEWEB/tele/tworkdbase/Telework%20Resources/Telework%20Training/Decision%20Logic%20Table%20for%20Telework%20Training%20FY%2019.pdf
https://irssource.web.irs.gov/Lists/IT4U/DispItemForm.aspx?ID=382

