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ATTACHMENT B --Telecommuting Policy
 
  
University Of Massachusetts Boston 
Telecommuting Agreement  
Employee: 
Supervisor: 
This Telecommuting Agreement (“Agreement”) does not constitute a contract for employment or a modification of any other existing terms and conditions of employment between the employee and the employer.  
 
Except as agreed to in this individual Agreement, employee rights provided for in the employee's collective bargaining agreement are not affected by participation in a telecommuting program.  
 
I.    Agreement Requirements
 
The employee's participation in this Agreement is strictly voluntary.The employee will provide a home office that is safe and designed to minimize exposure to household distractions.The employee agrees to comply with the attached Work Plan, which includes measureable        assignments.The employee agrees to attend on campus meetings when required if such meetings fall on agreed upon days for telecommuting, with advance notice.The employee acknowledges that s/he will not provide primary care during designated telecommuting hours for dependents or anyone who would otherwise require a provider's care. The supervisor and employee must attend training prior to telecommuting. The employee acknowledges that his/her supervisor or Department Head may terminate this Agreement if the Agreement no longer meets the operational needs of the department, with at least 2 week' notice.The employee agrees to inform his/her manager if s/he no longer wishes to continue the Agreement with at least 2 weeks' notice. The employee agrees to return any university property provided to the employee in direct support of this Agreement.University equipment will be maintained in accordance with university and campus policies. 
II. Telecommuting Work Schedule and Work Plan (attached)
 
All work schedules require the supervisor's approval.  Changes in work schedules or temporary telecommuting assignments may be made at the Department's discretion to meet management needs or to accommodate an employee's request.  Additionally, any modification or change to the designated telecommuting day(s) must be mutually agreed upon by the employee and his/her supervisor. Temporary changes may be made via email.  Permanent changes require an amended TELECOMMUTING AGREEMENT. Modify schedule below and initial (both the employee and the supervisor, and submit with the Time and Labor Schedule Change Form).Since supervisors are responsible to confirm that employees work their scheduled hours, the     same applies to the flexible work schedule.Employee Regular Work Schedules excluding Meal Periods: 
             Employees who work 37.5 hours/week:  
               9am to 5pm with a ½ hour unpaid lunch
               8:30am to 5pm with a 1 hour unpaid lunch
             Employees who work 40 hours/week:
               8:30am to 5pm with a ½ hour unpaid lunch
               8am to 5pm with a 1 hour unpaid lunch
 
Telecommuting employees may also follow the Flexible Schedule Policy, between the hours of 7am and 7pm; however the employee must be available by phone, skype or email during the core business hours of 10am to 3pm. Actual hours should appear below.     
The employee's work hours and designated telecommuting days will be the following:
Work Day	
Start Work           
Finish Work    
Telecommuting/On Site
Total Hours
Sunday		
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday	
  Total Work Hours Per Week           
Telecommuting Work Schedule:
 
Overtime and/or compensatory time must be authorized in advance by the employee's supervisor, following departmental guidelines: email, phone call, etc.  Requests for time off must be authorized in advance by the employee's supervisor, following departmental guidelines: email, phone call, etc.   
III. Work Site 
 
A proper and safe work environment is defined as taking care to ensure that home office equipment (computers, printers, fax machines, lighting) do not overload electrical circuits, that circuit breakers and surge protectors are used when necessary, and that walkways are clear of debris and electrical cords.  The university retains the right to make an on-site inspection of the designated workspace at a mutually agreed upon time. Failure to maintain a proper and safe work environment, in accordance with this Agreement may be cause for suspending the Telecommuting Agreement.  If an employee incurs a work-related injury while telecommuting at an approved work location, workers' compensation laws and rules may apply just as they would if such an injury occurred at the employee's campus work site. The university is not liable for any damages to the employee's property that may result from participation in this telecommuting arrangement.The employee is responsible for the safety and security of the university's equipment, software, data and supplies in accordance with the university IT guidelines.  The LINK to the Acceptable Use policy is below. The employee designates the following address as his/her “telecommuting work location”, subject to the terms and conditions of this Agreement: 
 
IV. Work Products, Equipment & Expenses
 
All work products developed by the employee while on telecommuting status remain the property of the university.When telecommuting, the university requires the employee to only use the computer/laptop provided by the university. Information Technology provides a standard model PC. If the department requires another model, the department is responsible for the increase in cost.  
University provided equipment may include computers, programs, data, and software. University owned equipment, software and other support are to be used for university business only.  University data may only be accessed with computer equipment provided by the university via secure communication channels.  The university provides that the:  
hard drive is encrypted, computer has proper Anti-Virus protection,  employee has a VPN account to access such confidential informationcomputer has Computrace installed, which allows UMass Boston to track and secure the laptop in the event it is reported stolen or lost. Computers can be remotely managed and secured.`Kace' agent be installed which allows IT to manage the computer remotely“Identity finder” app be installed which scans the computer for PII (Personally Identifiable Information) 
 
These items are subject to change, as the technology improves and IT modifies its policy. 
 
The use of university equipment shall be in accordance with university and campus policies with respect to the responsibilities of the employee, acceptable and unacceptable uses of equipment, data confidentiality, copyright protection, computer viruses, network security, and email and employee expectations of privacy.  Here is the LINK to the Acceptable Use policy: 
http://www.umb.edu/it/policies/acceptable_use  
 
Costs associated with other technology (printers, fax machines, telephone, internet, etc.) and office furniture will be the responsibility of the employee.  Any requests for modified office furniture or other accommodations should be referred to the Office of Diversity and Inclusion (ODI).In the event of equipment malfunction, the employee must contact his/her supervisor as soon as possible.  If repairs will take some time, the employee may be required to work at their campus work site until the equipment is usable.In the event the equipment is lost/stolen, the employee must contact his/her supervisor, the local police and I.T. as soon as possible.  Please refer to the Inventory Control Policy and Procedure:   
Telecommuting employees must complete a Property Pass for computers used at their home office in accordance with the Inventory Control Policy:   
The following Equipment Inventory identifies equipment and software which has been provided by UMass Boston to the above-named employee for his or her telecommuting purposes: 
EQUIPMENT INVENTORY
 
 
http://www.umb.edu/administration_finance/contracts_compliance/property  
Item Description
Serial Number and Bar Code
UMass Boston will not pay for the following expenses:Maintenance or repairs of privately owned equipment;Utility costs associated with the use of the computer or occupation of the home, including but not limited to, electricity, personal phone usage, internet;Equipment supplies (these should be requisitioned through the Department); andTravel expenses associated with commuting to work. 
https://www.umb.edu/administration_finance/contracts_compliance/property/policies
V. Protection of Confidential and Personally Identifiable Information
 
The employee understands and agrees that use or access of confidential and/or personally identifiable information (PII) when telecommuting must be approved in advance by the appropriate data steward or custodian of the confidential and or personally identifiable information and may only be accessed with computer equipment provided by the university via secure communication channels provided by the university. The employee further acknowledges that storage of confidential and/or PII is strictly prohibited.  Documents containing confidential and/or PII may only be taken to the telecommuting worksite with the prior approval of the data stewards or custodian of the confidential and/or PII information.
 
Review Schedule:  Periodic reviews of the Telecommuting Agreement relating to the operational needs of the department must be conducted initially after the 3 month trial period and every 6 months thereafter. 
 
 
Three month review: 
 
Add 6 month comments on additional sheets.
 
Acknowledgment:
As the employee, I acknowledge that I have been given a copy of the University of Massachusetts  Boston Telecommuting  Policy and the department's Telecommuting Program. 
 
Approvals:
By signing below the Employee, Supervisor, and Department Head agree to the terms of this Telecommuting Agreement.  A copy of the Telecommuting Agreement is to be retained by the employee and the Department. The original is submitted to HR for approval. 
 
	CurrentPage: 
	PageCount: 
	PrintButton1: 
	Name: 
	TextField2: 
	TextField1: 
	Cell2: 
	: 
	DataDropDownList: 
	Total: 0
	Total: 0
	Total: 0
	Total: 0
	Total: 0
	Total: 0
	Total: 0
	grandTotal: 0
	TextField6: 
	Button1: 
	DateField1: 
	TimeField1: 
	TextField3: 
	TextField7: 
	TextField5: 
	DateField2: 
	TextField8: 
	TextField9: 
	TextField10: 



