Telecommuting Agreement and Authorization

NOTE:  This form is a template for documenting telecommuting agreements.  It provides information regarding the types of issues that should be discussed and agreed by the supervisor and employee prior to entering into the telecommuting arrangement.  This form was drafted to address faculty assignments and distance learning, but it may be modified for use by other employee groups.  Not all information herein will be applicable to all employees and there may be some relevant information that will need to be added.  If you have any questions about the use of this form, please contact your Human Resources Representative.

This Agreement sets forth the telecommuting arrangement between Portland Community College (hereafter the College) and _______________ (hereafter the employee) for (Term) term (Academic Year).  This Telecommuting Agreement is being authorized in recognition of the employee’s teaching assignment for (Term) term (Academic Year), which includes at least one class taught by distance learning.  The conditions of this Agreement are as follows:

1.  The parties agree that the employee’s weekly work schedule will consist of at least__________ hours on campus (including at least five office hours) on (days of the week) and may include telecommuting on (day).  The employee’s work schedule demonstrating this arrangement is attached.

2.  The employee agrees to be on campus any time the employee’s presence is required, such as for department or committee meetings and to meet any other responsibilities as defined in Article 5 of the Faculty/AP Agreement.

3.  The employee agrees to comply with all College rules, policies, practices, and instructions and understands that failure to do so may result in this Agreement being rescinded and/or other appropriate action.

4.  The employee agrees to maintain accessibility when working from home, as follows:

4.1  The employee may be contacted by the supervisor/co-workers/students (circle all that apply) at the employee’s residence at:  (503) _____________.

4.2  The employee agrees to check and respond to messages left on college voice mail at least _______ times per day when telecommuting.

4.3  The employee agrees to check and respond to college email messages at least _______ times per day when telecommuting.

4.4  The employee agrees to advise students as to how they may contact the employee when the employee is working from home and to include such information in the employee’s syllabi.

4.5  If a situation arises in which the employee is unable to work from home on the scheduled day, the employee will notify the supervisor at the earliest possible opportunity.

5.  The employee agrees to perform the following duties when telecommuting from home:  communicating with students by email and/or phone, grading assignments and other activities related to assigned duties and responsibilities.

6.  The employee further agrees to the following conditions with respect to working from home:

6.1  Telephone services, including long distance charges, that are deemed necessary for the employee to do the job will be the responsibility of the employee.

6.2  Purchase, maintenance and repair of home office computer and equipment is the responsibility of the employee.

6.3  The College assumes no obligation in regard to damage or loss to property owned by the employee at the alternate worksite.

6.4  Individual tax implication, auto/ homeowners insurance, and incidental residential utility costs are the responsibility of the employee.

6.5  The College does not assume responsibility for injury to any persons at the employee’s residence or alternate workspace in it.

6.6  The employee is responsible for maintaining home office space to the same safety and other standards as are applicable at the regular college office.

7.  The employee understands that this telecommuting agreement does not constitute entitlement or guarantee of any future telecommuting agreement.  If the employee wishes to pursue a telecommuting arrangement for future terms, a request must be made prior to each term such an arrangement is desired.

8.  The employee understands and agrees that any violation of this Agreement may result in the immediate termination of the Agreement and/or disciplinary action.

I have read and understand the conditions set forth above and agree to the terms of this telecommuting arrangement.

Employee






Date

, Division Dean




Date

, Dean of Instruction


Date

ATTACHMENT:  Work Schedule
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