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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.


Sample Remote Work Agreement

[Company Name] strives to be a workplace that accommodates the personal needs of its staff within a framework of individual safety, professionalism and collective responsibility.  Remote work is an option for many positions that allow us to meet both business and personal needs of employees while maintaining our standards of performance and professionalism.

In addition to compliance with normal company policies, including but not limited to the policies in our Employee Handbook, all employees performing remote work are also subject to the following additional expectations:

1. Perform work and be available according to the work schedule agreed upon by you and your supervisor.
2. Perform your work in an area that is quiet and free from distractions.
3. Remote work is not a replacement for lack of child care.  You are responsible for securing appropriate child care while performing remote work.
4. You may be asked to track and document work performed.
5. Utilize virtual technology that has been made available to you (softphone, video conferencing, etc.) to effectively communicate and interact internally and externally.
6. When utilizing virtual technology ensure that areas visible to others are business appropriate and professional.
7. Ensure your home network is secure to protect sensitive company and customer information. 
8. Remote working employees are expected to protect confidential and customer information accessible from their remote workspace. Steps include, but are not limited to, use of locked file cabinets and desks, regular password maintenance and any other steps appropriate for the job and the environment.
9. Properly dispose of any sensitive company data and records, including shredding when necessary.
10. Do not store any company records or data on your personal computer.  All records and data must be stored in the company network.
11. Maintain a workspace that is free from hazards.
12. You are not expected to incur costs to modify your remote working space and The Company will not be responsible for costs associated with major improvements of a home office such as remodeling, furniture or lighting, nor for repairs or modifications to the remote working space.
13. Equipment supplied by you must be maintained by you. The Company accepts no responsibility for damage or repairs to employee-owned equipment. Equipment supplied by The Company is to be used exclusively by the employee and for business purposes.  Limited personal use is acceptable. You agree to take appropriate action to protect the items from damage or theft. Equipment supplied by The Company will be maintained by The Company. If any equipment provided by The Company is not working properly or is damaged, notify your supervisor immediately.
14. The Company will reimburse employees for business-related expenses that are necessary for successful completion of job responsibilities. Before purchasing supplies or incurring any business-related expenses, you must receive prior approval from your supervisor.
15. You are expected to have internet connectivity while working from home. The Company will not reimburse employees for internet usage. 
16. Immediately report any injury incurred while performing remote work.
17. Remote work is not guaranteed and may be discontinued at any time.

Non-exempt employees are subject to additional requirements:

1. Continue to track and record all hours worked.
2. You must take your breaks and meal periods in compliance with the law.
3. Do not work overtime without prior authorization from your supervisor.

Employee’s alternate work site 
Address: __________________________________________ 
Alternate phone number(s): ___________________________ 

Work schedule: 

	Week Day
	Office
	At Worksite
	Start
	Finish

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	



___Fixed (complete schedule below) or ___Flexible (submit schedule, in advance, each week) 

If I need to change this location, I will request authorization from my supervisor in advance.

The daily work schedule for the days when remote working is subject to negotiation with and approval by the employee's immediate supervisor. The immediate supervisor may require the employee to work certain “core hours” and be accessible by telephone during those hours. 

Work hours, overtime, vacation, sick 
Work hours are not expected to change. The number of hours worked when remote working should match your non-remote work hours. In the event that overtime is anticipated, this must be discussed and approved in advance with your immediate supervisor, just as any overtime scheduling would normally have to be approved. Vacation leave must be approved by your immediate supervisor prior to use. When you are not working the predefined hours due to illness, you must to notify your immediate supervisor. All nonexempt remote working employees are required to accurately record all hours worked using the employer's time-keeping system. Hours worked in excess of those scheduled per day and per workweek require the advanced approval of an immediate supervisor.

Termination of agreement 
Remote work is available only to eligible employees, at the employer’s sole discretion. Remote work is not an employee benefit intended to be available to the entire organization. As such, no employee is entitled to, or guaranteed the opportunity to remote work. Either party may terminate the employee’s participation in a remote work arrangement, with or without cause, upon reasonable notice, in writing, to the other party. The employer will not be held responsible for costs, damages, or losses resulting from cessation of participation in the remote work arrangement. Employees agree to return all technology and related equipment issued as part of their employment. This agreement is not a contract of employment and may not be construed as such.


I have understand and agree the terms of this agreement and that nothing contained herein changes the at-will nature of my employment.

______________________________________________			_________________
Employee Name/Signature				Date
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