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Dear Teleworker and Supervisor:
Welcome to the State of Arizona Telework Program. Telework is an innovative work arrangement that has
been successful for numerous organizations. The Computer-Based Training (CBT) TRP 1000 is
an overview of the elements that you, as a teleworker and/or supervisor, must address to make
teleworking successful for you and your agency.

YOUR TELEWORK AGREEMENT
Before teleworking, the employee and supervisor must work out a telework agreement. Use this planning
guide and the corresponding CBT to assist you. They contain the information that will help you succeed
at teleworking in a step-by-step format that makes it easy to work out your telework agreement. The CBT
and this planning guide must be completed before you prepare and sign your telework agreement
included in this document.
TELEWORK POLICIES
The policies governing the State of Arizona Telework Program for all employees is available on the
Capitol Rideshare website, CapitolRideshare.AZ.gov/telework. These policies cover eligibility, risk
management, equipment use, liability and security of data. You also may have agency-specific policies
you will need to observe. Be sure you read and understand these policies.
HOW TO USE THIS GUIDE
1.

Read the State of Arizona Telework Policies and other educational information online at
CapitolRideshare.AZ.gov/telework as well as your agency's policies on teleworking.

2.

Discuss telework as an option with your supervisor. Upon supervisor approval, complete the entire Telework
Computer-Based Training (CBT) TRP 1000.

3.

Complete this guide using the information from the CBT as a reference. If necessary, view the CBT again
and complete the fillable fields in this guide as you go along.

4.

The guide is now a record of how you have decided to manage telework, adhering to all applicable policies.
Use the information you have included in your guide to complete the Arizona Telework Agreement.

5.

The telework agreement must be signed by the supervisor and the employee. Additional signatures may be
necessary according to an agency's internal policy.

6.

Update the agreement annually.
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TELEWORK: WHAT IT IS AND WHY WE DO IT
Telework is a management option that allows qualified state employees to work from home, or a state
office location closer to home, one or more days a week. Telework is not a universal employee benefit.
Properly trained employees and supervisors are equipped to implement a successful telework agreement,
which can increase productivity, improve morale and help recruit and retain high-value employees.
The State of Arizona Telework Program was established as a formal program through an executive order in
1993, with various updates since then. The authorization for telework is included in the state’s
environmental laws, specifically Arizona Revised Statute (ARS) 49-588. Under this law, telework is a
potential solution to reduce air pollution caused by employee commutes to work.

COMMUNICATING FOR SUCCESS
Telework is a team sport! A successful telework program is dependent upon ongoing communications.
•

Supervisors and teleworkers take steps to ensure that telework works for customers, coworkers, and
other key staff to ensure seamless coverage of work-related responsibilities.

•

You, the teleworker, are responsible for keeping in touch with the office and for making it easy for
the office to keep in touch with you. Telework communications solutions include mobile devices,
email, instant messaging applications, shared calendars with telework dates, shared documents,
network access and teleconferencing tools. If using a mobile phone for telework, you will need to
forward your calls to your mobile phone

•

Teleworkers must communicate their telework schedule. You should include notations in shared
calendars and signage in your office workspace that indicates your telework days and mobile phone
number.

•

Plan ahead when setting meetings that require in-person attendance. Whenever possible, offer
times and dates for meetings that will be compatible with your telework schedule.

•

Communication works two ways: office-based employees should ensure that they include
teleconferencing options when scheduling meetings. When accepting invitations for meetings
scheduled on a telework day, you should check to see if there is a teleconferencing option.

PLANNING TASKS & ASSIGNMENTS
Much of the work performed in an office setting is conducive to telework. Using this planning guide, you
can develop a set of work assignments and related tasks that are suitable for teleworking, then discuss this
in detail with your supervisor.
If assignments completed during telework days require collaboration, teleworkers must ensure team
members are aware and that the work is performed in a collaborative setting (such as a shared drive).
Plan your telework days to make sure:
• You have enough work to do.
• You have the necessary equipment and materials to do the work.
• Your work schedule meets organizational and your professional needs.
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Use this table to identify those tasks you can do each week while teleworking, and determine
how many days per week you could telework.

TASKS
Analysis
Auditing reports
Batch works
Calculating
Computer Programming
Conducting business by phone
Data entry
Design work
Dictating/sending/receiving
Drafting
Editing
Evaluations
Graphics

HOURS
/WEEK
______
______
______
______
______
______
______
______
______
______
______
______
______

TASKS
Maintaining databases
Preparing budgets
Preparing/monitoring contracts
Project management
Reading
Record keeping
Research
E-mail/correspondence
Spreadsheet analysis
Typing
Work Processing
Writing
Other

HOURS
/WEEK
______
______
______
______
______
______
______
______
______
______
______
______
______

TOTAL NUMBER OF TELEWORKABLE HOURS PER WEEK ______
NUMBER OF TELEWORK DAYS PER WEEK ______

SCHEDULE
Now that you have identified the amount of time you spend on tasks suitable for teleworking, you
must decide your schedule. Employees and supervisors must work together to set a telework
schedule that meets the need of the agency and its clients as well as other employees on the team.
One of the benefits of telework is that it allows you to get your work done while offering some
flexibility in your work schedule. You may be able to schedule your telework day to make the
most of your productive periods and to meet your personal needs. Ideally, a teleworker will be
available to his or her clients, co-workers and supervisor, and still have flexibility.
Likewise, there may be changes to workplace needs that require you to be flexible with your
telework day and move it to another time.
In selecting telework days, consider not only your regularly scheduled weekly meetings and
commitments within your organization, but also monthly obligations and commitments outside
your work. Likewise, be sure to take into consideration the work schedules, including telework
days, of your coworkers.
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THE TELEWORKER'S SCHEDULE
• Place meetings that are always the same day and time on the calendar.
• Place other commitments during the week that are "day specific" (for example, list if you
must be in the office every Wednesday to deliver a weekly report).
• Note other commitments that are "day specific" once or twice a month. For example, write
"organization meeting the third Thursday of every month." If you have regular deadlineintensive days such as the first of the month, note that under "Other Commitments."
• Choose the day that best fits your schedule to be your usual telecommuting day. Put a "T"
in the box below your selected day.

CALENDAR
Monday

Tuesday

Wednesday

Thursday

Friday

TELEWORK DAYS:
□ Mon. □ Tue. □ Wed.

□ Thurs.

□ Fri.

□ Variable: _____

BACK-UP DAYS:
□ Mon. □ Tue. □ Wed.

□ Thurs.

□ Fri.

□ Variable: _____

Other
Commitments

If teleworker must come into the office on a scheduled telework day, can another day be substituted?
□ Yes
□ No

PLANNING
Planning is the key to success, both in the office and working remotely. To succeed in telework,
you must have:
•
•
•
•
•
•

Ability to work with minimal direct supervision
Organized work practices;
Good planning skills;
Ability to meet schedules and deadlines;
Effective time management skills;
Effective communication.
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EQUIPMENT AND TECHNOLOGY NEEDS

Large equipment budgets aren’t necessary for teleworking, but the right equipment can make your
telework day easier and more productive. The appropriate technology is available to support tasks
assigned to teleworkers. Typical technology requirements that must be considered before a telework
agreement is designated include communication requirements; equipment and software requirements;
remote network access; security needs and technical support.
Make sure you understand your agency's policies on equipment, maintenance and security. The employee
and supervisor must determine whether the employee will use state-issued equipment or employee owned
equipment when preparing the telework agreement. Check the following equipment that will be used
while teleworking. Please specify who will provide it (the teleworker or employer).
ITEM
□ MMobile phone
□ DDesktop phone
□ LLaptop or tablet
□ MMini PC
□ Surge protection (for computer)
□ Software used at office
□ (Specify: _______________________________)
□ Printer
□ Internet Service
□ FAX machine
□ Other (Specify: __________________________)

PROVIDED BY
____________________
____________________
____________________
____________________
____________________
____________________
____________________
____________________
____________________
____________________
____________________

INFORMATION SECURITY:
If your job has additional security or confidentiality requirements, review your agency's policies for
protecting information. Teleworking might create a need for new policies, so work with your supervisor to
make sure this important issue is covered
OTHER CONSIDERATIONS
Who will provide technical support for office-owned equipment? _______________________________
Will the employee be reimbursed for required software licensing fees?
_____________________________________________________________________________________
Will the employee be reimbursed for any wear and tear or potential damage to personal equipment?
_____________________________________________________________________________________
Will the employee be reimbursed for any other expenses? ______________________________________
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THE REMOTE OFFICE
• The remote office must be a conducive environment for work.
• The work space should be set apart from household activities, preferably in a separate room.
• Noise should be kept to a minimum. The sounds of children, vacuum cleaners and barking
dogs don't give a professional image.
• The work space should be safe and meet ergonomic standards.
• Telework is not a substitute for dependent care. Prior to beginning telework, the employee
must arrange for dependent care as necessary.

SECURITY
Whether you telework or not, as a state employee you should be knowledgeable about and
adhere to statewide and agency-specific policies regarding security. This includes applicable
laws and regulations concerning sensitive data and information, up-to-date anti-virus software
and any protocols required for accessing state networks. Employees should have completed
required security CBT training prior to teleworking.

INSURANCE
Check your home or rental insurance for incidental office coverage, as some policies exclude
home offices. Because your home office is not an automatic tax deduction, check with a tax
consultant or the IRS for information related to tax deductions.
NOTE: If State-owned equipment is damaged or stolen while in your home, the State is
required by law to file claims against any applicable insurance before applying State insurance
coverage. If your homeowner's or renter's insurance currently covers employer-owned
equipment, you should discuss that coverage with your insurance agent.

CHALLENGES
• Before it becomes a routine, you will have a period of adjustment and maybe some rough spots
as you begin teleworking. The best approach is honest, open and thorough communications
between you and your supervisor and your colleagues.
• Your personal circumstances may change in a way that makes telework more challenging. This
may include a change in the home environment.
• An employee or supervisor may determine that telework is not conducive to the employee’s
productivity at the moment.
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TELEWORKER RESPONSIBILITIES
Telework is not a right; it’s an option available at the supervisor’s discretion. Teleworkers have a
responsibility to ensure successful outcomes. You should be aware of and adhere to deadlines, be
available for group projects and related meetings and understand that the work outcomes may require
flexibility.
Be a team player by:
• Adhering to the communications practices described earlier, ensuring ongoing communications
with clients, team mates and your supervisor;
• Ensuring your coworkers are not picking up slack because you are teleworking;
• Helping others on the team as needed.

WORK AT SUCCESS
• Before it becomes a routine, there will be a period of adjustment as you start teleworking.
The best approach is to be honest, open and thorough in communicating with each other
and co-workers.
• If problems or concerns arise, meet and talk about them. Revise your telework agreement
until it makes sense; change the way things are done and give it another try.
• If things still aren't working out, maybe telework isn't for you right now. Everyone should
understand that there's nothing wrong or bad if you decide not to telework. Telework as an
option might work at a later time.

SUPERVISOR FEEDBACK
•

Feedback from the supervisor is critical to the success of teleworking. Employees want to know if
they're doing a good job, and if they're meeting expectations. Supervisors should provide feedback
on a regular, scheduled basis.
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STATE OF ARIZONA
TELEWORK AGREEMENT
These conditions for telework are agreed upon by the employee, the supervisor and approved by the
manager.

1.

The employee's telework day(s) and work hours will be ((Refer to Page 4):

2.

The following are typical assignments to be worked on by the employee at the remote work
location (Refer to Page 3):

3.

The following equipment will be used by the employee in the remote work location; specifyy
ownership (Refer to Page 5):
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4.

Internet service and remote connectivity will be provided as follows (Refer to Page 5):

5.

The employee acknowledges that the remote work location must be a safe, conducive environment
for work. The employee will arrange for dependent care as needed. The employee agrees to
work at the following location: (Refer to Page 6):

6.

Additional conditions agreed upon by the teleworking employee and the supervisor are as follows:
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This Agreement is subject to cancellation by the Governor under the conditions stated in A.R.S. 38-511, to
arbitration to the extent required by A.R.S. 12-1518 and to the recordkeeping requirements of A.R.S. 35214.
I have read and understand the State's telework policies and agree to the conditions detailed above.

Date: ___________________________________________________________
Employee's signature: ______________________________________________
Please print name: _________________________________________________
Supervisor's signature: ______________________________________________
Please print name: _________________________________________________

Approved by Manager:
Date: ____________________________________________________________
Signature _________________________________________________________
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