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Portland VA Research Foundation, Inc.

Improving Health Through Discovery

OFF-SITE WORKPLACE AGREEMENT
The following constitutes an agreement between the Portland VA Research Foundation, and employee NAME to the terms and conditions of this off-site workplace arrangement.  This is neither a contract nor intended to create any contractual obligations between the parties.

1.  Voluntary Participation.  The employee voluntarily agrees to work at the PVARF approved off-site workplace indicated below and to follow all applicable policies and procedures.  The employee recognizes that this arrangement is not an employee benefit but an additional method the Foundation may approve to accomplish work.

3.  Salary and Benefits.  Management agrees that a telework arrangement is not a basis for changing the employee’s salary and benefits.

4.  On-site Worksite  and Off-site Worksite.  The employee and management agree that the employee’s official on-site worksite is the VA Portland Healthcare System (   for regular office) and that the employee’s approved off-site worksite is her home address at  ADDRESS. The employee understands that all pay, leave, and travel entitlements are based on the on-site worksite.  With reasonable notice to the employee, management has the right to change the days spent at the on-site worksite or off-site worksite. 

5.  Official Duties.  The employee agrees to only perform official duties when on duty at the regular office or off-site worksite.  The employee agrees not to conduct personal business while in official duty status at the off-site worksite, for example, caring for dependents.

6.  Work Schedule.  Management and the employee agree that the employee’s official offsite work schedule will be variable  hours per week when requested and approved.
7.  Time and Attendance.  The employee’s supervisor will ensure that the PVARF HR department has a copy of the employee’s off-site work schedule.  The employee’s time and attendance will be recorded as performing official duties at the on-site worksite office or off-site worksite, as applicable.

8.  Leave.  The employee agrees to follow established office procedures for requesting and obtaining approval of leave.

9.  Overtime.  The employee agrees to work overtime only when ordered and approved by the supervisor in advance and understands that working overtime without such approval may result in termination of the off-site worksite arrangement and/or other disciplinary action.

10.  Liability.  The employee understands that the PVARF will not be liable for damages to an employee’s personal or real property while the employee is working at the approved off-site worksite, except as provided for by statute or regulation.
11.  Off-site Worksite Costs.  The employee agrees that the PVARF will not be responsible for any operating costs that are associated with the employee using his or her home as an off-site worksite, for example, home maintenance or utilities.  The employee understands that he or she does not relinquish any entitlement to reimbursement for authorized expenses incurred while performing official duties, as provided for by statute or regulation.

12.  Injury Compensation.  The employee understands that he or she is covered by the State Employees’ Compensation Act if injured while performing official duties at the off-site worksite.  The employee agrees to notify the supervisor immediately of any accident or injury that occurs at the off-site worksite and to complete any required forms.

13.  Work Assignments/Performance.  The employee agrees to complete all assigned work according to procedures mutually agreed upon by the employee and the supervisor.  The employee’s performance will be evaluated against standards contained in the employee’s performance plan.

14.  Disclosure.  The employee agrees to protect government/VA records from unauthorized disclosure or damage and will comply with the requirements of the Privacy Act of 1974, (5 U.S.C. § 552a), Federal privacy laws and regulations, and PVARF policies and procedures.

15.  Standards of Conduct.  The employee agrees that he or she is bound by PVARF standards of conduct while working at the off-site worksite.

16.  Agreement.  Nothing in this agreement precludes management from taking any appropriate disciplinary or adverse action against an employee who fails to comply with the provisions of the agreement.

 _______________________________________


______________

(Employee) 
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 _______________________________________


______________

(Supervisor)



Date

