TELEWORK AGREEMENT

The following constitutes an agreement between ____________________(Employee) and _____________________________ (Supervisor).  

1. The employee volunteers to participate in the program and to adhere to applicable policies, guidelines, and procedures as outlined in the Telework Policy.

2. Participation in the program will begin on                                                     (Date).

3. The employee's telework work schedule will be as specified on the Telework Application.
4. The employee’s official duty station is (City, State)                                                     
5. The employee’s alternate worksite address, phone/fax number is listed below:  (All pay, leave, and travel entitlements will be based on the employee's official duty station.)
6. The employee's time and attendance will be recorded as performing official duties at the official duty station.
7. The employee will request approval for leave in accordance with the Department’s Time and Attendance policy.
8. The employee will ensure that overtime, comp-time, overtime, and credit hours are approved prior to working beyond his/her scheduled hours of work.

9. If the employee borrows HUD equipment, the employee will protect the HUD equipment in accordance with agency policy and procedures.  HUD-owned equipment will be serviced and maintained by HUD.  If the employee uses his/her home personal computer, he/she is responsible for its service and maintenance.  

10. HUD will not be liable for damages to an employee's personal or real property during the course of performance of official duties or while using HUD equipment in the employee's residence, except to the extent the HUD is held liable by Federal Tort Claims Act or claims arising under the Military Personnel and Civilian Employees Claims Act.

11. HUD will not be responsible for the operation, maintenance, or any other costs (e.g., utilities) associated with the use of the employee's residence.

12. The employee is covered under Federal Employee's Compensation Act if injured in the course of actually performing official duties at the alternate worksite.  Any traumatic injury occurring at the alternate duty station must be brought to the immediate attention of the supervisor.  Because an employment-related accident sustained by a telework employee will occur outside of the premises of the official worksite, the HUD and the Department of Labor must investigate all reports immediately following notification.

13. The employee will provide a home phone number or other phone number to the supervisor, and/or management official(s), and HUD staff (as needed).

14. All assignments will be completed according to the mutually agreed upon work procedures, guidelines and standards stated in the employee’s performance plan.

15. The supervisor will monitor employee's productivity.  Employee's productivity will be evaluated on criteria and milestones determined by the supervisor.

16. The employee will apply approved safeguards to protect HUD/agency records from unauthorized disclosure or damage and will comply with Privacy Act requirements set forth in the Privacy Act of 1974, Public Law 93-679, codified at Section 552a, Title 5 U.S.C.

17. The supervisor and employee may modify or terminate the telework arrangement at any time.  

	Supervisor Signature:


	Date

	Approving Official Signature (If different from supervisor):


	Date

	Employee Signature:


	Date

	Comments:  
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