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Appendix C

TELEWORK AGREEMENT

This Agreement is between:

___________________________________________

(Name of Activity/Organization)

And 

___________________________________________

(Last Name, First Name, Middle Initial of Employee) 

and is approved for the Telework Program on a (Choose one): 

_____  Regular and Recurring (regularly scheduled at least one (1) day per bi-weekly pay period;

or

_____   Ad hoc (occasional, one-time, irregular) basis.  

Terms of the Agreement are as follows: 

1.  Voluntary Participation:  Employee voluntarily agrees to work at the Employer approved alternative workplace indicated below and to follow all applicable policies and procedures. Employee recognizes that the telework arrangement is not an Employee entitlement but an additional method the Employer may approve to accomplish work.

2.  Trial Period:  Employee and Employer agree to try out the telework arrangement for at least three (3) months unless unforeseeable difficulties require earlier termination.  At the end of the three month period, the Employee and Employer will discuss whether to continue this agreement.
3.  Salary and Benefits:  Employer agrees that a telework arrangement is not a basis for changing the Employee’s salary or benefits.

4. Duty Station and Alternative Workplace:  Employer and Employee agree that:

     a.  The Employee’s official duty station is:________________________________________.

                                                                         (Duty Station for Regular Office)

     b.  The Employees approved alternative work site is:_________________________________

                                                                                    _________________________________

Address of Alternate Worksite)

     c.  Phone # of Alternate Worksite is:_____________________________________.

     d.  Fax # of Alternate Worksite is:_______________________________________.

     e.  Email of Alternate Worksite is:_______________________________________.

Note:  All pay, leave, and travel entitlement are based on the official duty station. 

5.  Official Duties:  Unless otherwise instructed, Employee agrees to perform official duties only at the regular office or Employer approved alternative workplace.  Employee agrees not to conduct personal business while in official duty status at the alternative workplace, for example, caring for dependents or making home repairs.  Employee also agrees not to leave the alternative workplace while in official duty status without permission. 
6.  Work Schedule and Tour of Duty:  Employer and Employee agree the Employee’s official bi-weekly work schedule will be as follows; however, the dates/hours may be modified as needed to meet mission requirements as requested by the supervisor:  
	WEEK 1 
	 Duty Hours
	Lunch Break
	Location

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	

	
	
	
	

	WEEK 2 
	 Duty Hours 
	Lunch Break
	Location

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	


7.  Time and Attendance:  Employer agrees to make sure the telework Employee’s timekeeper has a copy of the Employee’s work schedule.  The supervisor agrees to certify biweekly the time and attendance for hours worked at the regular office and the alternative workplace.  (Note:  The supervisor may require Employee to complete a self-certification form).  

8.  Leave:  Employee agrees to follow established office procedures for requesting and obtaining approval of all types of leave.  Employee will notify his or her supervisor immediately, and get supervisory approval in cases where deviation from established tour of duty is requested.

9.  Overtime:  Employee agrees to work overtime only when ordered and approved by the supervisor in advance and understands that overtime work without such approval is not compensated and may result in termination of the telework privilege and/or other appropriate action.

10.  Equipment/Supplies:  Employee agrees to protect Government-owned equipment and to use the equipment only for official purposes.  The Employee may be required to sign a hand receipt for the assigned equipment.  The employee understands that he/she will only have access to web based email.  The Employer agrees to install, service, and maintain any Government-owned equipment issued to the telework Employee.  The Employee agrees to install, service, and maintain any personal equipment authorized for use by the Employer.  The employee understands that remote access software must not be loaded into employee’s personal computers for official purposes.  The employee agrees to use only equipment that has been authorized by the Employer for the performance of government work.  The Employer agrees to provide the Employee with all necessary office supplies and also reimburse the Employee for business-related long distance telephone calls. (NOTE:  Telephone calls must be authorized by the supervisor).

     a.  The Employer will provide the employee with the following equipment/furniture for use while working at home:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

     b.  The Employee will provide the following additional equipment/furniture:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

11.  Security:  If the Government provides computer equipment for the alternative workplace, Employee agrees to follow all security provisions required as if the equipment was used at the 

official duty station.  The employee understands that classified documents (hard copy or electronic) cannot be taken to an employee’s alternative worksite.  
12.  Liability:  The Employee understands the Government will not be liable for damages to an employee’s personal or real property while the Employee is working at the approved alternative workplace, except to the extent the Government is held liable by the Federal Tort Claims Act or the Military Personnel and Civilian Employees Claims Act.  The Employee will be liable for any loss, theft, damage, etc. to government equipment while in their possession.  

13.  Workers’ Compensation:  The Employee agrees to notify the supervisor immediately of any accident or injury that occurs at the alternative worksite while performing official duties and to complete any required forms.  
14.  Work Area:  The Employee agrees to provide a work area adequate for performance of official duties.

15.  Worksite Inspection:  The Employee agrees to permit the Employer to inspect the alternative workplace, unannounced, during the Employee’s normal working hours to ensure proper maintenance of Government-owned property and conformance with safety standards, etc.  (Employer will require Employees to complete a self-certification safety checklist.)  Questions should be directed to the CPAC. 

16.  Alternative Workplace Costs:  The Employee understands that the Government will not be responsible for any operating costs that are associated with the Employee using his or her home as an alternative worksite: for example, home maintenance, insurance, or utilities.  The Employee understands he or she does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for the Government, as provided for by the statute and regulations.

17.  Travel:  Expenses incurred in travel from Employee’s alternate work site to his/her traditional work site is not reimbursable.  

18.  Work Assignments/Performance:  Employee agrees to complete all assigned work according to procedures mutually agreed upon by the Employee and the supervisor and according to guidelines and standards in the employee performance plan.  The Employee agrees to provide regular reports if required by the supervisor to help judge performance.  The Employee agrees to retrieve voice and/or electronic messages at least _________ times per day throughout the workday.  The Employee understands that a decline in performance may be grounds for canceling the alternative workplace arrangement.

19.  Disclosure:  Employee agrees to protect Government/agency from unauthorized disclosure or damage and will comply with requirements of the Privacy Act of 1974, 5 U.S.C. 552a.

20.  Standards of Conduct:  Employee agrees he or she is bound by Employer standards of conduct while working at the alternative worksite.

21.  Cancellation:  Employer agrees to let the Employee resume his or her regular schedule at the regular office after notice to the supervisor.  Employee understands that the Employer may terminate the telework arrangement and instruct the Employee to resume working at the regular office at any time.  

22.  Other Action:  Nothing in this agreement precludes the Employer from taking any appropriate disciplinary or adverse action against an employee who fails to comply with the provisions of this agreement.

23.  Mileage Savings:  The employee estimates that the telework arrangement will result in a reduction of approximately ______ miles traveled in commuting per week. 
24.  Review of Agreement:  The signatures below certify that this agreement has been reviewed in full.   

Employee Signature:__________________________________ Date:______________________

Supervisor Signature:__________________________________Date:______________________
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