University of Nevada, Las Vegas Telecommuting Agreement (Revised 11/08/2018)
Modification of any term or condition within this agreement requires prior General Counsel review as to legal form.

This agreement between the Board of Regents of the Nevada System of Higher Education on behalf of the University of Nevada, Las Vegas (“UNLV” or “University”) and its employee, [EMPLOYEE NAME], Employee ID No: 000000000, specifies the conditions applicable to an arrangement for performing work at an alternate work site on a regular basis. The agreement begins on 00/00/0000 (“Effective Date”) and continues through 00/00/0000.  It can be withdrawn by UNLV at any time without prior notice and may be modified by mutual agreement of both parties.
1. This agreement documents a telecommuting agreement between UNLV and the employee cited above that represents the mutual interests of both the University and the employee.  Upon the conclusion of the telecommuting agreement specified above, a report will be made to the [EMPLOYEE VP or DEAN] with a recommendation to continue the program or to terminate it.  The [EMPLOYEE VP or DEAN], will make a decision to continue or not continue the program and any associated agreements, including this agreement.

2. While it is expected that the program will continue for the duration specified, it is possible that it may be terminated at the discretion of UNLV.  If it is terminated, you (the employee) will be asked to return to the office.   If you choose not to return on the expected date, this will be considered to be a voluntary resignation and will be treated as such under UNLV’s standard policies.

3. Telecommuting is not an employee benefit and does not extend to others not specifically included in this agreement.  As such, no UNLV employee is entitled to or guaranteed the opportunity to telecommute.  The telecommuting program’s sole purpose is to serve the program needs of UNLV. 

4. Your salary, job responsibilities, and benefits will not change because of your involvement in the program, except as work assignments might have changed had you been stationed on campus for the full period of your work assignment.

5. Your total number of work hours is not expected to change during the program, and you will be responsible for completing UNLV timesheets in accordance with University Policies & Procedures pertaining to your employment status.  In the event you expect to work more than the standard number of hours and wish to request compensatory time (if the case of classified and other non-exempt employees), this must be discussed with and approved in advance by your manager, [MANAGER NAME], just as any overtime scheduling would normally have to be approved.  Similarly, should you wish to request annual leave or sick leave, you must do so in advance in accordance with applicable University and/or departmental procedures (except in the event of an emergency).

6. The alternate worksite’s address is:  _____________________________________________.

Phone:_______________________  E-mail: ______________________________________

7. The days and hours when you will normally work at the alternate work site are:
Monday-Friday 00 hours a day. Your supervisor must approve any changes in this schedule.  Your normal office space at UNLV may be allocated to other personnel during these times unless other arrangements are made.

8. There may be times when you may be required to come to the campus or to remote worksite assignments on a day that you are scheduled for work at your regular alternate worksite.  UNLV will attempt to minimize these schedule alterations but it is required that you comply with such requests.  Similarly, there may be weeks when you have to spend more time than planned (up to the full five days) at the University when the nature of the workload requires it.  It will be your responsibility to come into the office as requested during these times.  Travel to and from campus work assignments on days scheduled for alternate worksite assignment is considered ordinary commuting and is not compensable as business travel.  Off campus assignments away from the alternate worksite are eligible for travel expense reimbursement in accordance with UNLV’s Administrative Policies and Procedures.

9. Duties and assignments authorized to be performed at this alternate worksite are all duties currently identified in your attached [UNLV Position Description Questionnaire (PDQ) or UNLV Work Plan (“Exhibit A”)].  Certain exceptions or modifications may be made to the Work Plan by your supervisor with your knowledge for the sake of efficiency. You may not work directly with students at the alternate worksite.  The supervisor reserves the right to assign work as necessary at any worksite.

10. Recognizing that effective communication is essential for telecommuting to be successful, the following methods and times of communicating are agreed upon:

a. You will be available to communicate with your supervisor during specified work hours via [Name of ISP], Instant Message Service, Email, and other communication technologies.

b. Weekly telephonic meetings will be scheduled with you and your supervisor at UNLV to review work and evaluate the work performance & expectations.  

c. You are expected to maintain a “To Do” list of tasks to be completed and that have been completed using MS Outlook or other similar software(s). This information will be reviewed at weekly meetings to document status of current projects.

11. UNLV will provide the necessary computer, modem, software, and other equipment needed for you to do your job. All of these items remain the property of UNLV and must be returned upon request.  
Or – choose language above for longer term arrangements / agreements; choose language below for short term arrangements that precede standard UNLV based employment. 

In keeping with university policy, all university business done via email must be done using a university-issued email account. Additionally, to protect university resources all off-campus access to university systems (e.g., Workday) during the telecommuting period must be done using a university-approved virtual private network service.
12. The employee will be responsible for the cost of installation and monthly Internet service or similar communication linkages to the alternate worksite.  The employee is responsible for maintaining local telephone service.
13. The employee agrees to use university-owned equipment, records, and materials for purposes of university business only, and to protect them against unauthorized or accidental access, use, modification, destruction, loss, theft or disclosure. Incidental personal use may not interfere with the use of the equipment or communication service for university business. The employee agrees to report to the supervisor instances of loss, damage, or unauthorized access at the earliest opportunity.

14. Office supplies will be provided as needed by UNLV; your out-of-pocket expenses for other supplies will not be reimbursed unless with prior approval. Also, UNLV will not reimburse you for travel expenses to and from the University on days when you are regularly scheduled to maintain office hours at UNLV.  You will not be reimbursed by UNLV for any expenses at the alternate worksite including but not limited to construction, repair, renovations, heating/air conditioning, lighting, electricity, utilities or the use of any facilities.

15. UNLV materials and equipment taken to the alternate worksite should be kept in a safe and secure area at the alternate worksite.

16. UNLV is interested in your health and safety while working at the alternate worksite just as it is while you work in the office.  For this reason, you are required to maintain a healthy and safe work environment at the alternate worksite. If you have any questions about the adequacy/safety of your alternate worksite, UNLV will advise you on how to go about making an assessment and obtaining professional help. UNLV reserves the prerogative to conduct a safety inspection of the alternate worksite before commencement of this agreement and periodically throughout its duration during established working hours.

17. UNLV will be responsible for any work-related injuries under our state’s Workers Compensation laws, but this liability is limited to injuries resulting directly from your work. Claims are to be processed according to established university procedures for reporting and filing Worker’s Compensation claims.  You, as an employee of UNLV, agree to indemnify and hold the university harmless for injury to others at the alternate worksite.

18. Telecommuting is not to be viewed as a substitute for dependent care.  UNLV recognizes that one advantage of working at an alternate worksite is the opportunity to have more flexible time with family members and others, but it is your responsibility to insure that you are fully able to fulfill work requirements and assigned completion schedules.

19. It will be your responsibility to determine any income tax implications of maintaining an alternate worksite at your home.  UNLV will not provide tax guidance nor will it assume any additional tax liabilities.  You are encouraged to consult a qualified tax professional to discuss income tax implications.
20. The parties agree that the laws of the State of Nevada shall govern the validity, construction, interpretation, and effect of this agreement.  Any and all disputes arising out of or in connection with this agreement shall be litigated only in a court of competent jurisdiction in Clark County, State of Nevada, and the parties hereby expressly consent to the jurisdiction of said court.
I have read and understand this agreement and accept its conditions.

EMPLOYEE:

_____________________________________________________
Date _________________

[EMPLOYEE NAME], [EMPLOYEE TITLE]
THE BOARD OF REGENTS OF THE NEVADA SYSTEM OF HIGHER EDUCATION, ON BEHALF OF THE UNIVERSITY OF NEVADA, LAS VEGAS:

Recommended by:

_____________________________________________________
Date _________________

[DEAN or DIRECTOR NAME], [DEAN or DIRECTOR TITLE]
Approved as to Conformance with Telecommuting Policy:

Final Approval by    Vice President    /    President    [circle one] required.

_____________________________________________________
Date _________________

Ericka M. Smith, PhD, Vice President & Chief Human Resources Officer

Approved as to Legal Form:

_____________________________________________________
Date _________________

Elda Luna Sidhu, Esq., General Counsel

APPROVED:
_____________________________________________________
Date _________________

[VP NAME], [VP TITLE]
_____________________________________________________
Date _________________

Marta Meana, President

Final executed copy is to be filed and retained by UNLV Human Resources, supervisor, AVP/Dean, Vice President and, if applicable, the President.
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