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Telework Implementation

Telework agreement template
The following telework agreement template has been prepared to supplement the guide to Better Telework Practice provided on the Telework Australia website (www.teleworkaustralia.net.au).  It provides an illustration of what a telework agreement may look like and what it could cover.  Replace the italic and/or blue text with information relevant to your organisation.

---------------------------------------------------------------------------------------------
Name of organisation Telework Agreement
1. By this agreement: Employee and Manager (on behalf of Name of organisation’s management) accept the following terms and conditions and will implement a telework arrangement in accordance with them.

2. Name of organisation’s telework policy and guidelines, as attached, are considered part of this agreement and accepted by both parties. The corporate and individual objectives and benefits mentioned are the base of this agreement. 

3. This agreement covers the period from date telework is to start to end of trial period / agreed termination date / indefinite.

4. The eligibility requirements have been met by both parties and will be maintained for the duration of this agreement.

5. This agreement will be reviewed and will require renewal at end of trial / on a specific date / every six months.

6. Existing remuneration, holiday and leave entitlements, job responsibilities, fringe benefits, job-related perquisites, and promotion opportunities will be unaffected by this agreement, except where specifically stated.

7. Off-site work will take place at the following address:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Phone:___________________ 
Mobile:__________________
Fax:_____________________
8. Work will take place at this address or at the current office, according to the core times listed below:

Day
Office

Off-site location
Monday
x

x
Tuesday
x

x
Wednesday
x

x
Thursday
x

x
Friday
x

x

9. Variations to the hours of work, should extenuating circumstances arise, are to be discussed between the employee and manager but can be agreed verbally. Hours of off-site work are the core times that the employee will be available to others. The actual hours of work will be based flexibly around these times.

10. The employee agrees to be at the office when required by current job responsibilities. The manager agrees to give consideration to the above hours of work when planning staff meetings and functions.  

11. All performance requirements have been discussed and targets have been set. A regular review meeting has been scheduled to monitor employee performance.

12. The teleworker will ensure that the off-site workspace conforms to all guidelines issued by Name of organisation, particularly those which relate to the health and safety of the workplace, and that the manager is allowed access to it, with appropriate notice, as required.

13. The teleworker undertakes to take all necessary steps to ensure that work is performed in a professional manner.  

Any specific requirements can be mentioned here.
14. Notwithstanding the telework guidelines’ discussion of who pays for what, the following variations are agreed:

…in some cases, employees and/or the organisation might want to consider variations to the standard guidelines…

15. All organisation property, resources, and proprietary information installed and used at the off-site workplace is to be suitably secured and kept in working order at all times. Breakages are to be notified to the manager immediately. The manager is to ensure remedial action is completed as soon as practicable.
16. Termination of this agreement will be in accordance with clause 3 above. This agreement can also be terminated, following one month’s notice, should: 

a) performance of the job as specified and measured (see criteria above) be unsatisfactory as a direct result of the telework arrangement; 

b) the employee’s situation change such that the eligibility requirements can no longer be met; or 

c) the targeted benefits not eventuate for either party.  

Such termination will affect only the teleworking arrangement: it will have no affect on any other term or condition of employment.
_________________________, 
__________________________________
Employee’s signature

Employee’s name
Date:______________________________
_________________________, ____________________________________
Manager’s signature
                   Manager’s name

        on behalf of Name of organisation

Date:______________________________
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