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Global Description:

Agency Description:   The employee volunteers to participate in the DAS Telecommuting Program (Program) and to adhere to the applicable guidelines, policies and procedures of the Program.  The employee recognizes that participation in the Program is a privilege, not a right.  The Employer agrees with the employee’s participation, but may terminate the agreement at any time.  The employee will meet with the supervisor to receive assignments and review completed work.  The employee will complete all assigned work according to procedures and time frames mutually agreed upon with the supervisor.  The evaluation of the employee’s job performance will be based on standards established in their respective annual performance plans.  Evaluations should occur on at least a quarterly basis.  Performance must remain satisfactory to remain a telecommuter.  Employees will not be allowed to telecommute while on a performance improvement plan. The employee and supervisor agree to promptly complete and submit telecommuting evaluation materials and to attend periodic meetings for the Program.

The employee agrees not to conduct personal business while in an official duty status at the alternate worksite (e.g., caring for dependents or making home repairs).  Furthermore, the employee agrees that telecommuting is not a substitute for dependent care, and that he/she will make appropriate arrangements for dependent care as necessary to provide for a minimum of interruptions during the work day.

The employee agrees to work at the office or approved alternate worksite, and not from another unapproved site.  Failure to comply with this provision may result in termination of the agreement, and/or other appropriate disciplinary action. The employee agrees to provide a designated work area for the performance of official duties.  In signing this agreement, the employee verifies that the alternate worksite is free of safety, fire and health hazards. The State will not be responsible for operating costs, home maintenance, or any other incidental cost (e.g. utilities), associated with the use of the alternate worksite.  The employee does not relinquish any reimbursement for authorized expenses incurred while conducting official business for the employer. The State will not be liable for damages to the employee’s personal or real property resulting from participation in the Program.  In signing this agreement, the employee agrees to hold the State harmless against any and all claims, excluding worker’s compensation claims. The employee is covered by worker’s compensation if injured in the course of performing official duties at the alternate worksite. The employee agrees to permit the employer to inspect the alternate worksite, provided that the employee is given at least 24 hours notice, during the employee’s normal working hours to ensure proper maintenance of State-owned property and/or conformance with safety, fire and health standards.  

The supervisor and employee must agree upon the equipment to be used in telecommuting.  The State is not required to provide equipment for the alternate worksite; however, with the approval of the supervisor and the Division Director, the telecommuter may be provided State-owned equipment necessary to perform work assignments in the telecommuting environment, if available. Equipment provided by the State must be protected from damage and unauthorized use.  State-owned equipment will be serviced and maintained by the State.  Equipment provided by the employee will be at no cost to the State, and will be maintained by the employee.  The employee is responsible for ensuring that they have adequate anti-virus software.

The employee’s official duty station in not changed by participation in the Program.  All pay, leave and travel entitlements will be based on the employee’s official duty station.  The employee’s time and attendance will be recorded as if performing official duties at the office.
The employee must obtain supervisory approval before taking leave in accordance with established policies and procedures.  The employee agrees to follow established policies and procedures for requesting and obtaining approval of leave.  The failure to follow established policies and procedures for requesting and obtaining leave may result in removal from the Program or other appropriate disciplinary action. The employee will continue to work in pay status while working at the alternate worksite.  An employee working overtime that has been either requested to and/or approved in advance, will be compensated in accordance with applicable law.  The employee understands that the supervisor will not accept work products resulting from unapproved overtime, and that the Department and the Division is not required to compensate unapproved overtime work.  The employee agrees that failing to obtain proper approval for overtime work may result in removal from the Program or other appropriate disciplinary action.

In the Description box below please detail all of the following:
1. If the telecommuting arrangement is (A) Regular and recurring or (B) Ad Hoc
2. The work hours including the Days and Hours the telecommuter will telecommute
3. The location of the primary worksite
4. The location of the alternate (telecommuting )worksite 
5. State-owned equipment (including telecommunication services) provided to the telecommuter, if any
