MARATHON COUNTY
 Voluntary Temporary Telework Agreement 
Updated 4/9/2020

Employee Name	Job Title	Department
	[bookmark: _GoBack]     
	     
	     



The following terms have been agreed upon concerning your request for a work at home schedule.   The agreement will be in place:
	Starting Date (1)		Anticipated End Date
	     
	     


(1) If you are working from home following time off associated with a personal medical condition, the agreement begins when your physician clears you for work.   You will need to submit a medical slip reflecting your release to work from home.  

Work Hours
Typical work hours can be flexible.  Employees should work their total allocated hours within the work week (pay period for exempt employees). Employees who cannot work their regular work hours must use paid or unpaid leave time up their allocated work hours. 
	       





Alternative Work Site
The alternative work site is as follows (home address & phone number required): 
	 Address      




	 Phone Number      




Telecommuters will have a designated workspace maintained by the employee.  The employee will be responsible for any costs related to the setup of the alternative workspace.  Telecommuters are expected to provide a quality, stable internet connection, high quality phone line at their own expense.  If either of these services proves to be unreliable, this agreement may be terminated immediately.

Duties and Assignments
Duties and assignments authorized to be performed at this alternate work site are as follows: 
	      

  



Communication
Recognizing that effective communication is essential for this arrangement to be successful, the following methods and times of communicating are agreed upon: 
	      

  



Equipment and Records
The employee agrees to use Marathon County-owned equipment, records, and materials for purposes of County business only, and to protect them against unauthorized or accidental access, use, modification, destruction, or disclosure.  The employee agrees to report to their supervisor instances of loss, damage, or unauthorized access at the earliest reasonable opportunity.  The employee understands that all equipment, records, and materials provided by the County shall remain the property of the County.  The employee will take all precautions necessary to secure privileged information in the home and prevent unauthorized access to any County system from home.

OSHA/Worker's Compensation 
You understand that ALL incidents occurring during telecommute time must be reported in writing to your supervisor within 24 hours.  The employer is not responsible for inspecting or maintaining the work site while you are at home working.  It is your responsibility to maintain a clean and safe working environment while at home. The employee agrees to allow Marathon County to assess safety and security, upon reasonable notice.

Cancellation 
Management reserves the right at any time to change the work schedule, including restoring it to a regular schedule in the office. 

1. The employee agrees to return all County owned equipment used expressly for telecommuting, records, and materials within 10 days of termination of this agreement or upon request from County management staff. 

1. The employee understands that she/he is responsible for tax consequences, if any, of this arrangement, and for conformance to any local zoning regulations. 

1. The employee understands that all obligations, responsibilities, terms and conditions of employment with the County remain unchanged, except those obligations and responsibilities specifically addressed in this agreement. 

I hereby affirm by my signature that I have read this Telework Agreement, and understand and agree to all of its provisions. 

	     
	     


Employee Signature/Typed Name						Date

	     
	     


Department Head Signature/Typed Name					Date

	     
	     


Employee Resources Director/Designee Signature/Typed Name			Date

