


SAMPLE TELEWORK ARRANGEMENT GUIDELINES

A telework arrangement may be considered at the request of the employee or the employing appointing authority when the employees job duties are conducive to and the arrangement is advantageous to both the appointing authority and the employee. 

Application: Approval of telework requests entails an Telework Agreement outlining the agreed upon terms and conditions of the participants in the alternate worksite program (Appendix B). Telework Agreement may be individualized based on the needs of the position, supervisor, and employee.

Availability: Teleworkers must be available by telephone or email during scheduled work hours. Teleworkers with a direct work phone number are expected to forward business calls to a phone available to them while teleworking or modify their voicemail announcement to indicate that they may be reached at an alternate number. Teleworkers are expected to adhere to the work hours designated in the Telework Agreement and follow established agency process for documenting hours worked, requesting overtime and requesting leave. 

Work:  Absent supervisor approval, all work performed while teleworking will be performed at the approved alternate work site identified in the Telework Agreement. 

Equipment and Supplies: Teleworkers are required to immediately notify their supervisor of an equipment malfunction, failure of either agency owned or employee-owned equipment, or any situation which interferes with his or her ability to perform assigned tasks.  The employee may be assigned to perform different tasks, to assist with repair or exchange of equipment, proceed to another work location or request appropriate leave. 

Agency-owned equipment will be serviced and maintained by the agency.  Personal equipment utilized by the employee will be at no cost to the agency and will be maintained by the employee.  However, the agency may provide supplies such as toner, ribbons, etc., for personally owned equipment when use of such equipment is required by the agency and/or required under wage and hour laws. 

Business-related expenses, such as long-distance phone calls, shipping costs, etc. that are reasonably incurred in accordance with job responsibilities and approved by the supervisor in accordance with agency regular policies may be reimbursed. Appropriate documentation is required if such expenses are submitted for reimbursement.
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Productivity expectations, monitoring, and documentation:  While teleworking, an employee's productivity must be maintained at a level equivalent to that expected of employees assigned to the agency office with similar classifications and/or job duties.  The supervisor must be able to review, evaluate, and document the quantity and quality of the employee's work performed at the alternate worksite.  Failure of an employee to fulfill normal work requirements, both qualitative and quantitative, may be cause for both termination of the alternate worksite agreement and disciplinary action.

Termination: The availability of teleworking may be discontinued at any time at the discretion of the Employer. Every effort will be made to provide two-week's notice of such a change. There may be instances, however, when no notice is possible.





