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Employee Information
Telework Agreement Dates
Official and Alternative Work Locations
The conditions for telework are agreed upon by the employee, the employee's supervisor, and the reviewing supervisor.  Review the Workspace Alternatives InfoNet page for additional information:  http://infonet.okdhsdmz.nml:82/tools/Pages/WorkSpaceAlternatives.aspx
Fair Labor Standards Act purposes:
Complete the telework work scheduleAdvance supervisory approval is required to vary from designated times.
Assigned work period:
The employee's proposed telework schedule is:                 
Telework Work Schedule
Proposed Terms and Conditions
The employee must meet conditions (1) through (3) to be considered for telework.  They must:
meet or exceed standards on Form 11PE111E, Performance Management Process (PMP);complete a probationary period, as applicable; andNOT have a written disciplinary action filed within the last two years.
When the supervisor does NOT have a way to validate work completed while the employee is teleworking, the employee must document completed work and submit it to the supervisor. 
If DHS equipment will be used by the employee at the remote work location, the employee and supervisor must complete Form 23AM001E, Asset Accountability 
times to ensure safe working conditions exist.
Digital Subscriber Line (DSL), or telephone lines are the responsibility of the employee and not DHS
Alternate Work Location located on the DHS InfoNet:  http://infonet.okdhsdmz.nml:82/tools/Pages/InformationSecurityTelework.aspx
Signatures
This agreement is subject to the terms and conditions stated in DHS:  2-1-301. Attach a copy of DHS: 2-1-301
Submission of this form does not guarantee approval for telework.I have read and understand DHS: 2-1-301 and this agreement. I agree to abide by and operate in accordance with the terms and conditions outlined in both documents. I agree that the sole purpose of this agreement is to regulate telework and does not supersede Form 11PE111E, Performance Management Process. This agreement is reviewed annually by the supervisor with the teleworking employee, the supervisor signs and dates to verify the review.I understand this agreement may be terminated at any time by the supervisor. Additionally, I understand if I change offices, positions, or supervisors, this agreement is void.
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All work that is completed in the local office is also expected to be completed at the telework location with the exception of those clients who prefer to be interviewed in person. These interviews must completed in the local office 100% of the time. Phone interviews, reviews, case maintenance, responding to emails, returning phone calls, etc. may be completed from the telework site. 
Unless otherwise specified, all telecommunications equipment is the expense of the employee. This includes, but is not limited to, equipment repair expense and software expense. 
Business telephone calls made from the remote work location is not a reimbursable expense. The teleworker will be required to be available to communicate with the supervisor, co-workers or the public by telephone and e-mail during their telework schedule. The worker will monitor their DHS email account throughout their established schedule. Emails, texts or phone calls from a supervisor must be returned within 30 minutes. Responses to clients should follow the same timeliness standards set by the employee's local office.
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