Telecommuting Work Agreement

These conditions for telecommuting are agreed upon by the employee and the supervisor.
1. The employee will work at the following location:  _______________________

Please specify designated work area within that location:  _____________________

2. The employee will telecommute on the following days:  _______________________

3. The employee’s telecommuting work hours will be:  __________________________

4. The following are typical assignments to be worked on by the employee at the remote work location:

___________________________________________________________________

___________________________________________________________________

5. The following equipment will be used by the employee in the remote work location (please state whether the equipment is owned by the Diocese of Phoenix or the employee).  Attach Diocese of Phoenix Property Receipt form for equipment owned by the Diocese of Phoenix. 

___________________________________________________________________

___________________________________________________________________

6. The employee will be reimbursed for business phone calls made from home as follows:

__________________________________________________________________

7. The employee will be reimbursed for data connections at the remote work location  as follows:

___________________________________________________________________

___________________________________________________________________

8. The employee agrees to call the office to obtain messages at least ___ times per day while working at the remote work location.

9. The employee will contact the supervisor as directed.

10. Additional conditions agreed upon by the employee and the supervisor are as follows:

___________________________________________________________________

___________________________________________________________________

I have read and understand the Telecommuting Policy that is incorporated by reference and agree to the above conditions. 

I hereby acknowledge and agree that:

All Diocese of Phoenix systems, programs, databases and related documentation are highly confidential and proprietary property of the Diocese of Phoenix.  No part of any Diocese of Phoenix system, program, database or documentation may be reproduced, transmitted, or sold in any form or by any means, electronic, mechanical, paper list, or otherwise, including photocopying and media backup. 

I will assume full responsibility for the security and confidentiality of any Diocese of Phoenix system, database and documentation used in the course of my working at a remote work location.
Employee Signature:
_____________________________
Date: ___/___/___

Supervisor Signature:
_____________________________
Date:  ___/___/___

Original:  Employee File

cc:
     Employee

cc:
     Supervisor

