C SUN POLICIES & PROCEDURES
Telecommuting Agreement

Thisis an agreement between California State University, Northridge (CSUN) and (Employee)

This agreement establishes the terms and conditions of the Telecommuting Program. The employgeerslto
participate in the Telecommuting Program and to follow the applicable guidelines and policies. CSUN agrees with tl
employee's participation.
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Duration: This agreement will be valid until canceled by the university or the employee.
Work Hours:Work hours and location are specified as part of this agreement.

Pay and AttendanceAll pay and leave will be based on the employee's official CSUN position. The employee'
time and attendance will be recorded as if performing official duties at the campus.

Leave: Employees must obtain supervisory approval before taking leave in accordance with establishec
department procedures. The employee agrees to follow establigirededures for requesting andbtaining
approval of leave.

Overtime: An employee workingvertime approved in advance will be compensated in accordance with
applicable law and rules. The employee understands that failing to obtain proper approvaertime work
may result in the telecommuting agreement's being canceled.

University-owned Ejuipment: In order to perform their work effectively, employees may us&niversity

equipment at the Telecommuting location, with the approval of their supervisor. The equipment must be
protected against damage and may be used for University work onlyelditi-owned equipment will be
serviced and maintained by the University. Employees must have all state property that is removed from thei
University workplace documented in accordance with the UniveEityipment Checkout Policy

Liability: The University will not be liable for damages to the employee's property resulting from participation in
the Telecommuting Program.

Cost The University will not be responsible for operatingts, home maintenance, or any other incidental costs
(e.g., utilities), associated with the use of the employee's residence. The employebavill reimbursed  for
authorized expenses incurred while conducting official duties at the Telecommigtaagion,including business
calls, paper and other supplies.

Workers' CompensationThe employee is covered by Workers' Compensation if injured in the couode
performing official duties at the Telecommuting location. If an employee incurs a-mstaded injury while
telecommuting, workers' compensation laws and rules apply just as they would if such andojumg at the
campus office. Employees must notify their supervisors immediately and completenatiessary and/or
managementrequested documents regamtj the injury.

Work AssignmentWork Assignments will be provided by the supervisor and can be communicategkirson,

by phone, and by email. The frequency of meetings with the supervisor on campus is at the discretion c
department management. The enmyee will complete all assigned work according twocedures determined

by the supervisor.

Dependent CareBoth parties agree that the Telecommuting Program will not be a substitution fborime
child or dependent care. If a child or dependent is présturing scheduled work hours, the employee must
agree to make arrangements for the care of that child or dependent. If a child or dependent is ill, however, the


http://www.csun.edu/sites/default/files/625-61_0.pdf

12.

13.

14.

15.

employee may, on a temporary basis, provide primary care for that child or dependent weitertghuting or
use Sick or Family Leave, subject to the approval ofgheployee's supervisor.

Employee RightsEmployee rights provided for in the employee's Collective Bargaining Agreementatre

affected by participation in a telecommuting program.rméaof the rights or benefits provided under the
employee's Collective Bargaining Agreement are enhanced or abridged by the policy and guidelines of th
telecommuting program.

The implementation of the telecommute work option, as defined herein, shoutdbaaonstrued to change or
alter personnel management practices, such as rest periods, leave time, holidays and pay, as contained
applicable Collective Bargaining Agreement provisions or related law or rule.

All forms of telecommuting imply an employemployee relationship with the employee receiving theame
benefits and incurring the same responsibilities as ated@commuting employee.

Performance Standards and EvaluatioRerformance standards and employee accountability for quantity and
quality of their work will not change due to participatian the telecommuting programs in "regular" office
assignments, supervisors and employees ntiistuss and understand what ittigt is expected to be produced
during telecommuting and when it is dugupervisors and employeesmust also arrange when/how to make
contact with each other on telecommuting day(s). Teealuation of the employee's job performance will be
based on established standards. Performanaaust remain in the category of "Meets fgectations” or above

to remain in the Telecommuting Program.

Sick/Vacation Leavdf participants in the program are sick and unable to work in their telecommuting location,
they are required to report those absences when they are unable to work as thaldvim a normaloffice
setting. All use of vacation, compensatory time off, sick leave, or any other type ofiseaubject to approval

by the employee's supervisor.

Security/Confidentiality of Information Employees who telecommute are expected toldel all appropriate

rules and regulations of the University regarding security and confidentialitinfdrmation, including
computer data and files security. The employee will apply approved safeguardsprotect records from
unauthorized disclosure odamage. All records, papers, and correspondence must be safeguarded for their
return to the office.

RESPONSIBILITY FOR EQUIPMENT ASSIGNMENT, USAGE AND MAINTENANCE:

1.

All maintenance on any Universisyipplied equipment will be performed by a Universitythorized person at a
University work location at the University's expense. Employees must bring equipment to the designatec
University location.

The University will repair or replace, if practical, lost, damaged, or stolen University equipment provided the
employee has taken appropriate precautions to safeguard the equipment.

Employees may not use Universjiyovided equipment or use or duplicate University software for personal use
or allow nonUniversity personnel to use it. Passwords may not be storednopl@yeeowned equipment and
security measures must be initiated whenever the computer is left unattended.

Telecommuting employees must return Univergitpvided equipment to the University and guarantee to erase
University software on their personal conteus when requested by their supervisor or when employment is
terminated. Software provided by the University remains the property of the University. Any software provided
by the University shall be returned at the end of the telecommuting agreement on upanination of
employment.

As appropriate, a telecommuter may have access to the University communication network, including electroni
mail, calendar and/or telephone contact between the employee and supervisor. The extent of this access ca
vary.






