SAMPLE

Alternative Workplace Agreement 

The purpose of this agreement letter is to document the circumstances of an offsite work assignment in accordance with the policy set forth in the Staff Benefits and Programs subject area, Section 7, Alternative Workplace. 

	Staff Member's Name:
	
	
	Payroll Number: 
	

	
	
	
	
	

	Staff Member’s Title:
(e.g., Staff Engineer)
	

	
	

	Employment Classification:*
(e.g., salaried, regular, exempt)
	


	Org Code:
	


	Manager:
	
	
	Payroll Number: 
	


	Client(s):
	


*If non-exempt or limited-term employment classification, requires approval of the HR Director.

Nature of the Work:
<Staff member name> provides leadership and senior-level support to the Environmental Management project. Current responsibilities include implementation of ISO 14001, development and maintenance of the ISO Self-Assessment program.

Justification for Offsite Work: 

The staff member has requested approval for temporary offsite work at home in order to care for a family member. Work duties are primarily preparing and reviewing technical documentation, and are conducive to being accomplished effectively and efficiently offsite.  No additional costs above those currently being spent will be incurred. The reduced onsite office space will result in a cost saving to the organization. 

Dates of Offsite Work: 

This assignment is temporary, and the work offsite will commence on <Month Day, Year> and end on <Month Day, Year>.  The work assignment will be reviewed on a(n) <annual> basis.

Offsite Work Location: 

The staff member’s primary work location will be in a separate office established in the staff member’s residence.  Initially, this residence will be <Address>.

Offsite Work Schedule: 

The staff member intends to keep the following work schedule: Monday through Friday, 8:00 a.m. to 4:30 p.m.  This schedule may be flexed in accordance with PNNL’s flextime and ETR policy.

Means of Oversight and Communication: 

The staff member will provide his manager with a written (monthly) progress report of work accomplished.  The staff member and his manager will communicate primarily via E-mail and telephone.  The staff member will travel to Richland to conduct or participate in meetings on a frequency commensurate with need.  This frequency is expected to be on the order of once every <X weeks>. 

Work Performance Measures: 

The staff member’s manager will evaluate the work-at-home assignment against the alternative workplace criteria on a(n) <annual> basis. The project will include normal assessment tracking and reporting procedures to assure work meets all requirements. 

Training: 

Training programs accessible via the Internet will be completed via the Internet.  Training programs not available via the Internet will be completed in person while the staff member is in Richland. 

Risk Assessment/Safety Plans: 

Common office safety practices will apply.

Timecard Procedure: 

Electronic time reporting will be accomplished via a SecurID Token in accordance with the Time Reporting and Charging Requirements subject area.

Travel and Other Business Expense Reimbursements: 

Travel and other business expense reimbursements will be requested, approved, and dispersed in accordance with PNNL policy.

Assigned Battelle or Government (DOE or other) Property/Equipment: 

Laptop Dell Latitude CPI M300XT (WVXXXXX).  This property will be maintained in a locked office in order to secure the property from unauthorized access, theft, or loss.

Computer and Network Access: 

Staff member has procured and will maintain a SecurID Token for use in remotely accessing the PNNL network resources.  Staff member must comply with all PNNL Requirements.

Staff member has completed a Request for Stipend form for broadband Internet access.

Assignments can be discontinued at any time by written notification from the manager to the staff member with a copy to the Human Resource Manager.

Approvals:
	
	
	

	Staff Member
	
	Date

	
	
	

	Immediate Manager
	
	Date

	
	
	

	Level 1 Manager
	
	Date

	
	
	

	Business Manager
	
	Date

	
	
	

	Human Resource Manager
	
	Date

	
	
	

	HR Director (required only if employment classification is non-exempt or limited-term, or for other policy exceptions)
	
	Date 
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