TELECOMMUTING

Telecommuting is working outside of the office, generally one to three days per week either at home, or on the road.  Telecommuting is a voluntary alternative that is made available to employees who maintain job duties that do not require office attendance for completion.  This work alternative is not a company-wide benefit and in no way changes the terms and conditions of employment with the Georgia Partnership for Excellence in Education (the Partnership).

This work alternative is primarily available to employees who display above average work performance and who have been employed with the Partnership fulltime for a minimum of one uninterrupted year.  Those who utilize this option must receive supervisor approval before doing so.

Any home telecommuting arrangement will be on a trial basis for a period of three months and may be discontinued, at the will of either employee or supervisor at anytime.  After the initial trail period, telecommuting employees will be evaluated in a manner similar to those employees who work solely in the office in both content and frequency, but the evaluation will focus on work output and completion versus time-based performance.

The Partnership will supply the employee with office supplies (pens, paper, etc.) that are normally provided while in the office for the completion of job responsibilities.  The Partnership will reimburse employees for all other business related expenses such as phone calls, shipping, mileage, etc. that are reasonably incurred in accordance with job responsibilities.

The employee and supervisor will agree on the telecommuting work schedule (number of days per week and set hours for working) and the manner and frequency of communication.  The employee must be available by phone or email during the agreed upon work schedule.

Employee Responsibilities:

1. Have the following equipment:

· Personal computer and modem

· Dedicated phone line for the computer

· A second telephone line for business use.

2. The Employee will either forward his/her office phone line to an alternative phone (home or cellphone) when telecommuting or leave an appropriate message on his/her office voicemail and check that voicemail frequently throughout the day.

3. The Employee is required to be available to respond or return to the office as needed.

4. The Employee is required to work during the scheduled hours he/she agreed upon with the supervisor and perform job duties in a manner similar to when in the office.  The employee must notify the office if leaving the telecommuting location in a manner similar to when notification is provided when leaving the office during the workday.

5. The Employee must contact his/her supervisor via telephone or email daily while telecommuting.

6. The Employee will establish an appropriate work environment within his or her home for work purposes. The Partnership will not be responsible for costs associated with initial setup of the Employee’s home office such as remodeling, furniture or lighting, nor for repairs or modifications to the home office space. 

7. The Employee must maintain safe conditions in the home office workspace and must notify appropriate office personnel immediately if injured while working at home.

8. The Employee cannot act as the primary caretaker for a child or elderly adult while telecommuting.

The Employee’s supervisor shall validate the Employee’s time and work accomplished at the remote workplace.

The Employee’s compensation, benefits, work status, and work responsibilities will not change due to the telecommuting arrangement. Schedule changes may be made at the Partnership’s discretion. In every case, the operational needs of the organization shall take precedence over telecommuting.

Telecommuting Agreement

This is an agreement between 



 (employer) and 



 (employee) and shall cover the period from 



 through 


.  

This Agreement establishes the terms and conditions of telecommuting.

The employee volunteers to participate in the telecommuting program and to follow the applicable guidelines and policies.  The employer agrees with the employee’s participation.

Duration:  This agreement will be valid until canceled by either party.

Pay and Attendance:  All pay, leave and travel entitlement will be based on the employee’s official duty station.  The employee’s time and attendance will be recorded as if performing official duties at the office.

Equipment:  The supervisor and the employee must agree upon the equipment to be used in telecommuting.  The Partnership is not required to provide equipment for the home office.  However, the Partnership will provide office supplies necessary to perform job duties.

Maintenance of Equipment:  Equipment provided by the employee will be at no cost to the employer, and will be maintained by the employee.

Cost:  The employer will not be responsible for operating costs, home maintenance or any other incidental cost (i.e. utilities), associated with the use of the employee’s residence.  However, the employee will be reimbursed for authorized expenses incurred while conducting official business for the employer (i.e. long distance phone calls, shipping fees, mileage).

Liability:   The employer will not be liable for damages to the employee’s property resulting from participation in the telecommuting program.  In signing this document, the employee agrees to hold the Partnership harmless against any and all claims, excluding workers’ compensation claims.

Workers’ Compensation:  The employee is covered by workers’ compensation if injured in the course of performing official duties at the telecommuting location.

Verification of Home Safety:  In signing this agreement, the employee verifies that the home office provides workspace that is free of safety and fire hazards.

Work Assignments:  The employee will meet with the supervisor to receive assignments and to review completed work.  The employee will complete all assigned work according to procedures mutually agreed upon with the supervisor.

Evaluation:  The evaluation of the employee’s job performance will be based on established standards.  Performance must remain satisfactory to remain a telecommuter.

Curtailment of Agreement:  The employee may stop participating in this program at any time.  Management has the right to remove the employee from the program if participation fails to benefit organizational need.

The employee agrees to work at the office or the telecommuting location, and not from another unapproved site.  Failure to comply with this provision may result in termination of the agreement.

Work Hours and Location:  The following are the working hours and locations that are agreed to as a part of the Telecommuting Agreement:

	Day
	A.M.


	P.M.
	Location

O=Official Office

T= Telecommuting

	
	IN


	OUT
	IN
	OUT
	

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	


We agree to abide by the terms and conditions of this agreement.

Employee:









Date:  




Supervisor:








            Date:  




