TELECOMMUTER’S AGREEMENT (1000)
(No. 38 Mar. 1996)

California Department of Forestry and Fire Protection

TELECOMMUTER’S AGREEMENT

Both the tefecommuter and the supervisor understand that home-based telscommuting is a bilateral
voluntary option betwsen an individual employee and histher supervisor and can be discontinued at
cither's request with no adverse repercussions.

The Department of Forestry and Fire Protection (CDF) will pay for the following expenses. Ciaims will be
submitted on a Travel Expense Claim along with receipt, bill or ather verification of the expense.

{check all that apply
Charges for business-related telephone calls

Maintenance and repairs to state-owned equipment
Other:
Cther:
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CDF will not pay for the following expensas

{Check all that apply)
Maintenance ar repairs of privately-owned equipment

Utility costs associated with the use of the computer or occupation of the home
Equipment supplies (requisitoned through the employee's headquarters office)

Travel expenses {other than authorized transit subsidies) associated with
commuting to the employes's headquarters office

Other:
Other:
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Telecommute days are scheduled and will not be substituted without advance approval of the supervisor.

In office days will he:

Home coffice days will be:

The telecommuter must be available by phone during the core business hours of to

Uise of sick leave, vacation, time off, or other leave credits must be approved in advance by the
supervisar.  Overlime to be worked (if applicable) must be approved in advance by the supervisor,



Telécommuting is not a substitute for dependent care, and telecommuters must make reqular dependent
care anangements_

The telecommuter agrees to carry out the steps needed for good information security in the home-office
setting, and has a copy of applicable security requirements and procedures. The telecommuter agress
to check with hisfher supervisor when securify matters are at issue,

Telecommuting employees are responsible for ensuring that their homes comply with COF's health and
safety requirements. The telecormmuter understands that COF may choose to have the home office
inspected for compliance with health and safety requirements and may deny an opportunity to
telecommute or may rescind a telecommuting agreement based on safety of the home or suspectad
hazardous materials in the home fagility.

The telecommuter has read and understands COF's lelecommuting policies and proceduras and has
been provided with @ copy. The telecommuter agrees to abide by those policies.

COF may terminate the Department’s telecammuting program for any reason, at any time, with advance
written notice to the employees. Whenever feasible, such notfice will be provided at teast 30 calendar
days prior to the termination of the program.

CDF may terminate an individual employes's paricipation in the telecommuting program without cause,
at any time, with advance written notice. Whenever feasible, such notice will be provided at least 30
calendar days in advance. |t is recognized that telecommuting is a work arrangement between an
individual employee and histher supervisor.

This agreement expires in one year and must be renewed to continue participation in the telecommuting
program. This agreement also must be renewed whenever there Is a major job change or whenever the
lelecommuler or first-line supervisor change positions.

Employee Date
First-line Supervisor Date
First-line Manager Date

(see Table of Contents)



