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Scope of Agreement 
This agreement is between ___________________________ (hereinafter referred to as “Employee”), and __________________________ (hereinafter referred to as “Employer”). This document is not an employment contract and does not alter the employment status of the employee. The parties, intending to be legally bound, agree as follows: 
Employee agrees to perform services, as stated in Attachment #1 (job description or list of tasks), for the Agency as a telecommuter. Employee voluntarily agrees to work at the approved alternate work location indicated below and to follow all applicable policies and procedures. Employee recognizes that the telecommuting arrangement is not an employee benefit. 
Other than those duties and obligations expressly imposed on Employee under this agreement, the duties, obligations, responsibilities and conditions of Employee’s employment with the Agency remain unchanged. Employee’s participation in Employee salary, pension, benefit and state‐sponsored insurance plans shall remain unchanged. 
Employee’s alternate work location will be at [address]. Employee will be available to Employer and customers via telephone and email, while at this alternate location, during the following hours: 
[Insert work schedule here]
Employee understands that Employer has the discretion to determine or change the telecommuting schedule. While at the alternate work location, Employee can be reached at: [insert phone #s, email address, fax#, etc. here]. Employee agrees to notify Employer of any changes in contact information. 
Employee will report to the regular worksite on [insert schedule here]. 
Timesheets and leave approval processes shall [remain unchanged] OR [insert process here]. 
Employee will continue to be [exempt or nonexempt] from overtime provisions of the Fair Labor Standards Act. All hours in excess of the agreed upon work schedule shall be approved in advance. 
Term of Agreement 
This agreement shall be effective beginning [insert start date here] and continuing until [insert ending date here], [not to exceed one year]. This telecommuting arrangement may or [may not] be renewed in accordance with the agency policy. 
Termination of Agreement 
Employee’s participation as a telecommuter is entirely voluntary and is available only to employees deemed eligible at the Agency’s sole discretion. Employee understands that the Employing Office may cancel the telecommuting arrangement and instruct the Employee to resume working at the original work site at any time. There exists no right to telecommute. The Employer will not be held responsible for costs, damages or losses resulting from cessation of participation as a telecommuter. 
Equipment/Furniture/Supplies 
The decision as to the type, nature, function, and/or quality of electronic hardware (including, but not limited to, computers, video display terminals, printers, modems, data processors, and other terminal equipment), computer software, and data and telecommunications equipment (e.g., phone lines) shall rest entirely with Employer. The decision to remove or discontinue use of such equipment, data, and/or software shall rest entirely with Employer. 
Employee / Employer (choose one) shall provide the following equipment, furniture and/or supplies for use by the Employee at the alternate work location: [insert list here].
Equipment and supplies purchased with state or federal NDE funds remain state property and their use is limited to the Employee for purposes of official state business. The employee agrees to adequately protect such state property from damage and unauthorized access. The employee may be required to reimburse the Employer for damage to or loss of such state property. 
Employee agrees to designate a work space within Employee’s alternate work location for placement and installation of equipment to be used in the performance of services. Employee shall maintain this workspace in a safe condition, free from hazards and other dangers to Employee and Equipment. The site chosen as Employee’s alternate work location must be approved by Employer. 
Employee agrees that Employer may make on‐site visits to the remote work location, during core work hours, for the purpose of determining that the site is safe and free from hazards, and to maintain, repair, inspect or retrieve Employer‐owned equipment, software, data, and/or supplies. 
In the event of equipment failure or malfunction, Employee agrees to immediately notify Employer in order to effect immediate repair or replacement of such equipment. In the event of delay in repair or replacement, or any other circumstance under which it would be impossible for Employee to telecommute, Employee understands that Employee may be assigned to do other work and/or assigned to another location, at Employer’s sole discretion. 
Furniture, lighting, environmental protection, and household safety equipment incidental to use of Employer‐owned equipment, software and supplies shall be appropriate for their intended use and shall be used and maintained in a safe condition, free from defects and hazards. 
Employer may pursue recovery from Employee for property belonging to Employer that is deliberately, or through negligence, damaged, destroyed, lost or stolen while in the employee’s care, custody or control. Repair and/or replacement costs and liability for privately owned equipment and furniture used during telecommuting are the responsibility of the Employee. 
Confidentiality/Access to Information 
Employee understands that some information used in his/her work may be deemed confidential by the employer and shall apply all Employer’s security safeguards and policies at the same level as in the regular office in order to protect such information from unauthorized disclosure, loss, compromise or damage. Employee remains obligated to comply with all state and agency rules, policies and instructions, as well as this agreement. Violation of these may result in termination of participation in telecommuting and/or other corrective/disciplinary actions. 
Liability 
Employee understands that Employee remains liable for injuries to third persons and/or members of Employee’s family on Employee’s premises. 

Miscellaneous Conditions 
Employee agrees to participate in all studies, inquiries, reports or analyses relating to telecommuting for Employer, including inquiries which employee might consider personal or privileged. Employer agrees that Employee’s individual responses shall remain anonymous on request by Employee, but that such data may be compiled and made available without identification of Employee. 
Employee remains obligated to comply with all rules, policies, practices, instructions of Employer and this Agreement and understands that any violation of such may result in preclusion from telecommuting and/or disciplinary action, up to and including termination of employment. Nothing in this Agreement precludes Employer from taking any appropriate disciplinary or adverse action against Employee if Employee fails to comply with this Agreement and/or policies and procedures adopted by Employer. 
 (
          
Employee Signature
  Date
        
Supervisor Signature
  Date
       Leadership Council Member Signature
  Date
   Commissioner/Deputy Commissioner Signature
  Date
)I affirm by my signature below that I have read this agreement and understand its subject matter. I affirm I was given the opportunity to have this agreement reviewed by my own counsel prior to entering into it. 
















NOTE:  	The original copy of this agreement is to be retained by the immediate supervisor and a copy provided to the employee, Leadership Council Member (or Commissioner’s designee), and NDE Human Resources. 
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