DRAFT – Sample - Confirmation of a Telework Arrangement

Telework Agreement for EMPLOYEE NAME, POSITION TITLE

Telework Agreement Introduction: High-level introduction that includes the effective date, duration, and communication expectations for telework review.

Your telework arrangement is approved effective (date).  

As we agreed to and in accordance with (agency/organization) Telework Policy, we will formally review this arrangement on (date) and assess its effectiveness as it relates to your productivity, service delivery, and (other elements as appropriate) and to determine if the arrangement can continue on a periodic basis.

In addition to the formal reviews, we have agreed to regularly check in with each other to make any necessary adjustments and to ensure continued productivity and quality service delivery.

Details of the arrangement: List specific logistical information.

· Frequency:  (days or duration)
· Telework schedule:  (employee’s telework schedule)
· In office schedule (if different from telework schedule):  (employee’s in office schedule)
· Description of telework work station: (indicate what the employee’s work setting will be like)
· Location of telework work station: (address, city, state, zip)
· Equipment considerations:  (agency/organization equipment used)
· Software considerations: (if specific software will be needed, indicate here)

Agreement/Understanding – List the applicable policies that an employee acknowledges an understanding and compliance with. Below are a few examples:

· Mobile Work Policy
· Telework How-To Guide
· Ethics Policy 
· Disclosure of Public Records Policy
· Records Management Policy
· Preservation of Documents Related to Litigation Policy
· Acceptable Use – Networks and Computer Systems Policy
· Wireless Devices Policy 
· Overtime, Exchange Time and Compensation Policy
· CTR Program

Tasks/Deliverables While Teleworking:

Tasks/duties employee will work on while teleworking include:
· list tasks/duties with some flexibility for unforeseen tasks or training

We agreed that our on-going communication and review work products will allow us to assess your level of productivity and service delivery when teleworking.

[bookmark: _GoBack]You agreed to: Indicate expectations for employee to maintain contact with supervisor and team for status update.
Communication Issues: Indicate communication expectations of employee. Below are a few examples:
· Your work phone will ring to your cell phone number and you will answer your cell phone with the same greeting you would use if you were answering your phone at work.
· You will inform all of your stakeholders (coworker, Lean Team members, etc.) that you will be teleworking that they should feel free to contact you as if you were in the office.
· You will update your calendar, email, voice mail, etc. to ensure transparency of your telework arrangement.
· You will respond to emails and voice mails as soon as possible similar to how you do so when working in the office.
· When taking an am/pm break or lunch or when unavailable due to phone meetings or doing research, you agreed to mark those activities on your outlook calendar.

Other considerations:  This is a place to address safeguards, unexpected circumstances, expectations for overtime eligible employees, managing public perception, needed training/support, etc. Below are a few examples:

· You understand your responsibilities for and agree to maintain public records, safeguard equipment and sensitive/confidential information.
· You understand that (agency/organization) and/or L&I may need to inspect the telework station and you agree to provide that access upon request.
· You agreed that in the unlikely event your physical presence was needed in the office, you would report to the office as soon as practical.
· We agreed that occasionally, due to work considerations, you may need to adjust/switch your telework day.  In those instances, you agreed to inform me as soon as practical of any changes.
· We discussed and you understand that while teleworking you continue to be a professional representative of (agency/organization) and that you will ensure you project a professional image at all times.  For example, you will not mow your lawn during normal work hours while teleworking.


Employee Name, Date

Supervisor Name, Date


Supervisor:  Please check the box that best describes this agreement. 
· Participating less than 1 day every two weeks/Adhoc
· 1-2 days every two weeks
· 3-4 days every two weeks
· 5 or more days every two weeks
· Emergency telework due to COVID-19

Cc:	Assistant Director (or applicable chain of command)
	Human Resources
