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Part 1General Information 
Employee Name:  Click here to enter text. Phone:  Click here to enter text. 
Division:  Choose an item. 
Bureau/Location/Area:  Click here to enter text. 
FLSA Status: Choose an item.
Immediate Supervisor's Name:  Click here to enter text. Phone:  Click here to enter text. 

Part 2 Telework Agreement 
  
Telework is a management option, not an employee right or benefit.  Participation in Telework is voluntary in nature, and the employee is not required to participate as a condition of employment.  This agreement does not constitute an employment contract, or create a property interest in employment as it in no way alters the employment relationship between The Montana Department of Corrections (CORRECTIONS) and the employee, who is obligated to observe all applicable CORRECTIONS policies, procedures, guidelines, and standards.  All existing terms and conditions of employment, including but not limited to role description, salary, benefits, vacation, leave and overtime remain the same.
The following constitutes an agreement on the terms and conditions of the Telework arrangement between CORRECTIONS and the employee referenced above.

1.   The employee volunteers to Telework and to adhere to the applicable guidelines and policies.  CORRECTIONS concurs with employee participation and agrees to adhere to the applicable guidelines and policies. 
2.   The employee agrees to participate for an initial period beginning:     Click here to enter a date. and ending:     Click here to enter a date..  This agreement may be extended beyond the initial period if agreeable to CORRECTIONS and to the employee.   In such a case, the terms of this agreement should be reviewed and updated as necessary. 

3.  The following CORRECTIONS equipment and software has been issued to the employee for use in the remote workplace location and will be returned to CORRECTIONS immediately upon expiration of this agreement: 
	Type of Equipment
	Issue Date
	Description (Make, Model, Serial Number)

	Computer
	 Click here to enter a date.
	 Click here to enter text.

	Modem or internet service
	 Click here to enter a date.
	 Click here to enter text.

	Fax and/or copy machine
	 Click here to enter a date.
	 Click here to enter text.

	Telephone
	 Click here to enter a date.
	 Click here to enter text.

	Software
	 Click here to enter a date.
	 Click here to enter text.

	Office equipment (desk, chair)
	 Click here to enter a date.
	 Click here to enter text.

	Other (describe)
Click here to enter text.
	 Click here to enter a date.
	 Click here to enter text.



The decision whether to install telecommunications facilities (e.g., business telephone line, cell phone, data circuit, or internet service) will be made between CORRECTIONS and the employee based on consultation with IT.  If such facilities are installed or provided, the expense will be handled as follows:  Click here to enter text.

4.  The employee’s Telework work schedule will be:
     ☐Monday        Hours: Click here to enter text.  
     ☐Tuesday         Hours: Click here to enter text.    
     ☐Wednesday  Hours: Click here to enter text. 
     ☐Thursday        Hours: Click here to enter text.
     ☐Friday              Hours: Click here to enter text.
           Total Telework Hours Per Week: Click here to enter text.

5.   Employee's official duty station is:    Click here to enter text. 
       The remote/alternate worksite is located at:   Click here to enter text. 
       Describe in detail the designated work area at the alternate worksite: Click here to enter text.

6.  Jobs accepted for Telework are those that can be performed at a remote site without diminishing the quality of the work or disrupting the productivity of the office.  The following is a detailed description of the approved Telework job duties, time spent and evaluation criteria agreed to by CORRECTIONS and the employee specific to this agreement and aligned to the associated role description. 
	Typical Activity
 (and examples)
	Specific Telework Job Activities
	% of Time
	Evaluation Criteria

	Analyzing (financial statements, proposals, field data, engineering estimates.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Auditing (time sheets, vacation and sick leave records, purchase orders, support documents for vouchers.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Computer-Related Work (entering or compiling data, developing databases, programming, Internet development and composition.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Design and Development (graphics, publications, report layouts, forms.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Documenting (reports, test results, employee performance.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Phone-Related Work (arranging or organizing meetings, coordinating studies, consulting with experts.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Reading and Reviewing (plans and specifications, policies, procedures, legal documents, reports, etc.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Researching and Planning (planning documents, policies and procedures, budget, purchasing, projects.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Verifying (reports, records, accuracy tests.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Writing/Editing (memos, reports, letters, articles, policies, procedures, minutes, orders, performance plans, evaluations, speeches, business plans.)
	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Other 
Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.


7.     The employee will report to their official duty station as indicated in this agreement.   The operational needs of CORRECTIONS take precedence over this Telework agreement.  After being provided as much advance notice as possible, the employee must report to work at their official duty station on a scheduled Telework day when required by the supervisor. The employee must be available by telephone during scheduled work hours.   The employee is required to modify their voice mail announcement to indicate that they may be reached at an alternative number or that the employee will be regularly checking for messages.  The employee is required to frequently check for messages during the day.   The employee must notify the office if they leave their remote/alternate worksite during work hours.       
8.   The employee will continue to work in pay status while working at the remote/alternate worksite.  If the employee’s position is considered non-exempt under the Fair Labor Standards Act, the employee will obtain the advanced approval of the supervisor before working more than 40 hours in a workweek.  If the employee works overtime that has been ordered and approved in advance, the employee will be compensated in accordance with applicable law and regulations.  The employee understands that the supervisor will not accept the results of unapproved overtime work.  By signing this form, employee agrees that failing to obtain proper approval for overtime work may result in the employee’s removal from Telework or other appropriate action.
9.    The employee will maintain accurate time accounting documentation to support and substantiate his/her work hours and work products.  If requested by the supervisor, the employee will submit routine time reports detailing hours worked and status reports describing tasks performed and/or completed.  The employee will not let non-work related events or activities disrupt or interfere with work at the remote/alternate worksite.  The employee will not use scheduled work time to provide dependent care.  The employee understands that Telework is not a substitute for dependent child or elder care.
10.    The employee must obtain supervisory approval before taking leave in accordance with established office procedures.  By signing this form, the employee agrees to follow established procedures for requesting and obtaining approval of leave.
11.   Provided the employee is given at least 24 hours advance notice, the employee agrees to permit inspections by CORRECTIONS’s Human Resources Director (OSHA Officer) and/or their respective supervisor of the employee’s alternate worksite at periodic intervals during the employee's normal working hours to ensure proper maintenance of CORRECTIONS owned property and worksite conformance with safety standards and other specifications in these guidelines. 
Any accident or injury occurring at the alternate worksite must be brought to the immediate attention of the supervisor.  Because an employment-related accident sustained by a Telework employee will occur outside the premises of the official duty station, the supervisor must investigate all reports immediately following notification.   CORRECTIONS assumes no liability for injury at the employee’s remote/alternate worksite to any person who would not be in the work area if the duties were being performed at the employee’s official duty station. 
12.   CORRECTIONS 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 CORRECTIONS equipment in the employee's residence. 
13.   CORRECTIONS will not be responsible for operating costs, home maintenance, or any other incidental costs (e.g., utilities) whatsoever, associated with the use of the employee's residence.  While Telework, the employee does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for CORRECTIONS, as provided for by state and federal law or any governing collective bargaining agreement. 
14.  Only CORRECTIONS approved software will be used for connecting with the CORRECTIONS’s network from the remote/alternate worksite.    The employee will run current anti-virus software at all times, and follow all CORRECTIONS IT security rules, copyright laws and manufacturers’ licensing agreements.  The employee will be responsible for paying for and maintaining current and approved office productivity software, Anti-Virus software, and Windows Enterprise Operating Systems.   The employee agrees to save files to a server properly maintained by CORRECTIONS or an encrypted pen drive, rather than keeping the data on the local hard drive of the remote computer or a non-encrypted/non-secure removable storage device.    It is a violation of this policy for the employee to modify or disable any security related aspect of the provided equipment without the advance written consent of the CORRECTIONS IT Division Administrator or the IT Security Officer.
CORRECTIONS equipment located at the remote/alternate worksite is subject to all policies and restrictions related to the use of state owned property.  The employee is responsible for any and all equipment and software that is used at the remote/alternate worksite and accepts financial responsibility for any equipment that is lost, stolen, or damaged because of employee negligence, misuse or abuse.  
15.   The employee acknowledges and understands that all IT support and/or troubleshooting calls must go through their service provided.  CORRECTIONS IT staff will not be responsible for providing support, troubleshooting, or repair of personally owned computers, connected devices (i.e.: printers, modems, scanners, firewalls, etc.) operating systems, productivity software, connectivity software or internet connections  for telework assignments. 	
16. The employee will meet with the supervisor to receive assignments and to review completed work as necessary or appropriate.  The employee will complete all assigned work according to work procedures mutually agreed upon by the employee and the supervisor and according to guidelines and standards stated in the employee's performance plan.
17. The employee's job performance will be evaluated on criteria and milestones determined by the supervisor and will be consistent with those of non-Telework co-workers.   The evaluation of the employee's job performance will be based on norms or other criteria derived from performance, occupational standards, and/or other standards consistent with these guidelines.
18.   The employee agrees to limit the performance of their officially assigned duties to their official duty station or to the approved remote/alternative worksite.  Failure to comply with this provision may result in loss of pay, termination of the Telework arrangement, and/or other appropriate disciplinary action.
19.   Either CORRECTIONS or the employee may terminate this agreement prior to the effective termination date by providing ten (10) working days written notice.  CORRECTIONS reserves the right to terminate the agreement prior to the effective termination date without notice if the employee violates any policy, if the employee's performance declines, or if the arrangement fails to support organizational needs.
When this agreement terminates, the employee will promptly return all notes, data, reference materials, memoranda, reports, records, equipment, software, supplies and any other CORRECTIONS property in their possession or control.
20.   By signing this Telework Agreement, the employee certifies as follows:
“I have reviewed, understand and agree to abide by the CORRECTIONS Telework Agreement conditions and associated policies and procedures."
  
Employee's signature:                                                                      Date:                                             

Supervisor's signature:                                                                    Date:                                             
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