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Telecommuting Agreement
This is an agreement between the University of California, Irvine (UCI) and __________ (Employee) to establish the terms and conditions for telecommuting. The Employee agrees to follow the applicable guidelines, policies and terms described in this agreement. 
The telecommuting site is located at _______________________________________________.
This agreement will be valid until canceled by the university or the employee.

Employee Rights

The Employee understands that all terms and conditions of employment with the University remain unchanged.  Applicable collective bargaining agreements and policies and procedures are not affected by participation in a telecommuting program. 

The job duties, obligations, responsibilities and conditions remain unchanged (see attached job description) except for those specifically addressed in this agreement.  
Hours/Overtime Sick/Vacation:

The employee's time and attendance will be recorded as if performing official duties at the campus. If participants in the program are sick and unable to work in their telecommuting location, they are required to report those absences.  All use of vacation, compensatory time off, sick leave, or any other type of leave is subject to approval by the employee's supervisor in accordance with established departmental procedures.  The employee agrees to follow established procedures for requesting and obtaining approval of leave.

Overtime must be approved in advance and the employee understands that failing to obtain proper approval for overtime work may result in cancellation of the telecommuting agreement.

Days and hours when the employee will normally work at the telecommuting site are: 

____________________________________________________________________________.

Responsibility for Equipment Assignment, Usage and Maintenance

The use of equipment, software, data, supplies and furniture may be provided to the employee for use at the telecommuting site. Employee must have all property that is removed from the University workplace approved by their supervisor and documented.  The employee agrees to protect equipment against damage. 
All maintenance on any University-supplied equipment will be performed by a University-authorized person at a University work location at the University's expense. Employees must bring the equipment to the designated University location.

Use of University-provided software and data supplies at a remote work location is limited to the authorized employee for purposes related to University business only.  Employees may not use University-provided equipment or use or duplicate University software for personal use or allow non-University personnel to use it. 

Telecommuting employees must return University-provided equipment and software to the University and guarantee to erase University software on their personal computers when requested by their supervisor or when employment is terminated. Software provided by the University remains the property of the University.

The employee is responsible for maintenance, repairs or replacement of his/her own equipment.  The University will not be responsible for operating costs, home maintenance, or any other incidental costs (e.g. utilities), associated with the use of the employee's residence. 

Security/Confidentiality of Information:

Employee's who telecommute agree to follow all appropriate rules and regulations of the University regarding security and confidentiality of information, including computer data and files security. The employee will apply approved safeguards to protect records from unauthorized disclosure or damage. All records, papers, and correspondence must be safeguarded for their return to the office.  Employee agrees to implement security measures when ever a computer being used for work is left unattended.  Passwords may not be stored on employee-owned equipment.
Dependant Care:

Both parties agree that the Telecommuting Program will not be a substitution for in-home child or dependant care. If a child or dependant is present during scheduled work hours, the employee must agree to make arrangements for the care of that child or dependant. 
Performance Standards and Evaluation:
Performance standards and employee accountability for quantity and quality of work will not change due to participation in the telecommuting program.  Performance must remain in the category of "Meets Expectations" or above to remain in the Telecommuting Program.
Duties and assignments authorized to be performed at this telecommuting site are:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employee recognizes that the supervisor reserves the right to assign other work as necessary at any workplace.
The following methods and times of communicating are agreed upon:
(Specify who, when, how often, during what time frames) 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The employee agrees to remain accessible during designated work hours, and understands that management retains the right to modify this Agreement on a temporary basis as a result of business necessity.

Products, documents and other records used and/or developed while working under a telecommuting agreement will remain the property of, and be available to, the University.

Work Place Hazards Assessment
The telecommuting site must be free of hazardous materials, and in compliance with all building codes. In addition, there should be furniture, seating, and lighting that is conducive to a good work environment.  Employee agrees to keep the telecommuting site clean, safe and free from hazards. 
Inspection:
Management shall retain the right to visit the home work environment and/or make inquiries as to the status of the home work environment. The employee agrees to allow the University access to the telecommuting site to assess safety and security, upon reasonable request. 
Workers' Compensation:

Work-related accidents occurring during the agreed upon hours shall be reported to the supervisor and the Human Resource Workers’ Comp Office immediately.  
The employee is covered by Workers' Compensation if injured in the course of performing official duties at the telecommuting location. If an employee incurs a work-related injury while telecommuting, workers' compensation laws and rules apply just as they would if such an injury occurs at the campus office. In the event of an injury, the employee must notify the supervisor immediately and complete all requested documents regarding the injury.  Coverage under the Worker’s Compensation program is limited by the hours and locations described in this agreement for the purposes of telecommuting.  

The employee agrees to hold the University harmless for injury to others at the telecommuting site. 
This Agreement may be terminated by either party at any time with two weeks notice.
I have reviewed and approved this Telecommuting Agreement.

________________________

______________________

Manager




Date

I hereby acknowledge that I have read and understand the conditions in this Telecommuting Agreement and that my signature signifies my agreement to comply with the above terms.

________________________

______________________

Employee




Date
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