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Telecommuting Agreement

Division of Human Resources

Phone (813)974-2970 / Fax (813)974-5227 / SVC 2172


	Employee Name: 
	     

	GEMS Employee ID #: 
	     

	Position Title: 
	     
	College/Div./Dept.: 
	     


Duration:  This agreement will be valid as specified below until terminated by the employee or management.

Termination of Agreement:  The employee may discontinue the telecommuting arrangement at any time.  Also, management may discontinue the telecommuting arrangement at any time if it is not in the best interest of the university.  Termination of the agreement by either party must be in writing.

Place of Work:  The employee agrees to work at the regular work site and/or the designated telecommuting site and not at an unapproved site.  The supervisor may require the employee's presence at and participation in meetings, training sessions, and/or other work-related activities.

Work Hours:  Work hours are specified below. Any deviation from the specified work hours must be approved in advance by the supervisor. The employee should not be responsible for care-giving for children, parents, or others during scheduled hours of work.  

Basis for Entitlements:  All pay, leave, and travel reimbursement entitlements will be based on the employee's regular work site, not the designated telecommuting site.  The employee does not forfeit any reimbursement for authorized expenses incurred while conducting business for the university.

Leave:  The employee must obtain supervisory approval before using leave, in accordance with established procedures.

Overtime:  If the employee is eligible to receive compensation for overtime (i.e., overtime pay and/or compensatory leave), he/she must receive supervisory approval for such overtime in advance of working the time.  

University Equipment:  In order to effectively perform work, the employee may be authorized to use university equipment at the designated telecommuting site.  The equipment must be protected against loss, damage, and unauthorized use.  Equipment provided by the university will be maintained and serviced by the university.  Access to university equipment at the telecommuting site must be granted to appropriate officials.  Equipment provided by the employee will be at no cost to the university and will be maintained and serviced by the employee.

Personal Property Liability:  The University will not be liable for damages to the employee's property resulting from the telecommuting arrangement.

Costs:  The University will not be responsible for operating, maintenance, or other incidental costs associated with use of the employee's residence as the designated telecommuting site.  

Workers' Compensation:  The employee is covered by workers' compensation for an injury or illness resulting from performing official duties at the designated telecommuting site.  The employee must authorize appropriate officials access to the telecommuting site to perform safety inspections and/or investigate a workers' compensation claim.

Work Assignments:  Unless other arrangements are made between the employee and the supervisor, the employee will periodically meet with the supervisor at the regular work site to receive assignments and to review completed work.  The employee will complete all assigned work according to procedures and timelines mutually agreed upon with the supervisor.

Supervisor Visits:  The supervisor may visit the designated telecommuting site with advanced notice to the employee.  The purpose of such visits is to ensure proper maintenance of any equipment provided by the university, confirm that the site is conducive to the telecommuting arrangement, observe work being performed, and/or for other business-related reasons.

Performance Evaluation:  The evaluation of the employee's job performance will be based on established performance standards and expectations.  Performance must remain at an overall satisfactory level for the telecommuting arrangement to continue.

Official Documents/Records and Other Information/Data:  While working at the telecommuting site, the employee will properly safeguard documents/records from loss, damage, or unauthorized access and prevent unauthorized access to any sensitive or confidential information and data via computer or other telecommunications, as applicable.

Participation in Evaluation of Arrangement:  When requested, the employee and supervisor will be expected to promptly complete and submit telecommuting evaluation materials.

Failure to Comply:  Non-compliance with the provisions and conditions of this agreement may result in termination of the agreement and telecommuting arrangement and/or appropriate disciplinary action.
	Telecommuting Begin Date:   
	     
	End Date:  
	     
	

	

	Address of Telecommuting Site:      

	Work Schedule at Telecommuting Site:      

	Work Schedule at Regular Work Site:      

	Equipment / Services Provided by Employee:      

	Equipment / Services Provided by the University:      

	Other Conditions:      


We understand and agree to the provisions and conditions specified in this agreement. We have discussed and agreed to procedures for permitting any deviations to this agreement. 
	
	
	
	
	

	Employee Signature
	
	
	
	Date
	
	

	     
	
	
	
	     
	
	     

	Supervisor Name (Print)
	
	Signature
	
	Position Title
	
	Date


 FORMCHECKBOX 
 Approved

 FORMCHECKBOX 
 Not Approved

	
	
	
	
	

	Vice President / Provost / Designee Signature
	
	Date
	
	

	
	
	
	
	

	Vice President / Provost / Designee Signature
	
	Date
	
	


Questions (813)974-2970
Page 1 of 2
                        Human Resources / Employee Relations

Rev. 07/2010


