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Temporary Telework Agreement

The following information applies specifically to New Mexico Highlands University’s plan for limited operations during the declared state of public health emergency related to the COVID-19 pandemic. 

The purpose of this document is for both the supervisor and the employee to have a clear, shared understanding of the employee’s telework arrangement during an emergency. Each telework arrangement is unique depending on the needs of the position, supervisor, and employee. You are being asked to review and acknowledge these procedures because your position has been identified as eligible to work remotely by your college/department leadership.  Employees working remotely are expected to work normal hours from a remote location, such as from home.  Physical presence on the NMHU main campus or NMHU centers are not expected, though an employee may be required to come to a physical NMHU location for specific activities at the direction of their supervisor.  Remote work assignments are crucial to maintain key University functions.  

This telework agreement supplements your contract of employment in response to a public health emergency and does not provide a right to continue telework in other circumstances.   All other terms and conditions of employment remain in effect, and the employee remains obligated to comply with the following:
· NMHU Policies and Procedures
· NMHU Personnel Policies and Procedures
· Information Technologies (IT) Resources Policy
· University Handbooks
· Collective Bargaining Agreements, if applicable
These documents may be found online via the www.nmhu.edu website. 

In sum, regardless of whether the employee is working from home or from their regular worksite, the employee remains at all times obligated to comply with all NMHU’s rules, practices, instructions and this Agreement. 

Employee Telework Information

	Employee Name:
	

	[bookmark: _GoBack]Banner ID:
	

	Job Title:
	

	Department/Program:
	

	Direct Supervisor:
	

	Location where telework will be performed:
	

	Cell/landline phone number at which Agency can reach teleworker during telework hours:
	



Term of Agreement

This Agreement shall become effective on ________________ to ________________ and may extend beyond this period if agreed to by NMHU and the employee in writing, pursuant to a new Remote Work Agreement.  This agreement shall remain in full force and effect, as long as employee works remotely; unless, NMHU terminates this agreement.  Prior to working remotely, this Agreement must be signed in acknowledgement of the remote work responsibilities.  The general expectation for a remote work agreement is that the employee will effectively accomplish their regular job duties, regardless of work location.  

Temporary Telework Agreement Checklist

The following checklist is intended as a tool to assist employees and supervisors who are working remotely to effectively communicate and ensure business continuity during the identified period of this emergency.

Discuss specifically what you will be working on with your supervisor. Regularly communicate with your supervisor on assignments or tasks you are completing. Remain accessible during the telecommute work schedule.
· Answer phone calls and emails from vendors, others from the campus community, and customers. Do not turn on an “out of office” autoreply in your email; unless, you are using approved leave. 
· Your supervisor may require that you email him/her a list of items completed each day, weekly, or at specific milestones. 
Check in with your supervisor to discuss status and open issues, using all tools available to you, including but not limited to phone call, text message, email, and teleconference.
If a meeting is scheduled to be held remotely, call in or connect via conferencing software (i.e. Zoom) as determined by the meeting scheduler. Supervisors will make every effort to conduct all necessary meetings virtually. However, if an onsite meeting must occur at your central work location, you are obligated to report in person as instructed. 
Be available to come into the office if a business need arises.
Request supervisor approval before working any overtime hours (if you are non-exempt).
Request supervisor approval to use vacation, sick, or other leave in the same manner as when working at your regular work location.
Job responsibilities, standards of performance, and performance appraisals remain the same as when working at your normally assigned duty station. The supervisor reserves the right to assign work as necessary at any work site.
· Acknowledge that this agreement may be evaluated on an ongoing basis to ensure that your work quality, efficiency, and productivity are not compromised by the telecommuting arrangement described herein. If your work falls below an acceptable level, your supervisor may take action in ending the telework arrangement.
· Proper equipment must be issued by your department through its dedicated IT support office and be able to access all documents needed to perform your job. This may include VPN (virtual private network) connectivity to access your department’s network drives or other online university systems that require you to be on NMHU’s local network (i.e. Banner system). A flash drive may be used in cases where VPN access is limited. 
· Identify a secure location for University-owned equipment and materials, and will not use, or allow others to use, such equipment and materials for purposes other than University business. 
· Implement steps for good information security within the alternative workplace and contact your supervisor with any questions or concerns. 
Log onto your computer, reporting for work at your designated start time. If you are non-exempt, you must report your work hours electronically accurately and on time using Banner Web Time. 
Report your leave accurately and on time via Banner Web Time. 
Duties, obligations, responsibilities, and conditions of employment with the University remain unchanged except those obligations and responsibilities specifically addressed in this agreement. 

	    									                  Employee               
Policies and Procedure Acknowledgements     					       Initials	         
	I have read and understand Temporary Telework Agreement and agree to the provisions contained in this agreement form.
	

	I have read and understand all University policies and procedures that are applicable to my position.
	

	I certify that the alternative workspace is safe.
	

	I certify that the alternative workspace will be conducive to work.
	




Employee Acknowledgement:

_____________________________ ______________________________ ________________ Signature 				Printed Name 				Date 



Supervisor Acknowledgement: 

_____________________________ ______________________________ ________________ Signature 				Printed Name 				Date Supervisor 




Location: 	Supervisor must retain this document in the employee’s department file.
Revised 03.17.2020
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