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Idaho State University
Remote Work Agreement

The HR Office has received a completed Remote Work Application for the employee listed below which has been 
recommended for approval by the supervisor. The employee and management team should now formalize the terms and 
conditions of the proposal with this Remote Work Agreement. The approved Remote Work Application and Safety 
Checklist is attached to this agreement.  All capitalized terms are defined in ISUPP # 3120 Remote Work Policy.
****************************************************************************************** 

This Agreement constitutes the terms and conditions of the Remote Work Agreement for:
Employee Name: Job Title:

Department/Division: Alternate Work Location(s) Addresses:

Phone Number:____________________ 

Remote Work Start date:
Remote Work End date (if known):
Agreement to be reviewed annually
Remote Work Arrangement Category (select one):
__Full-Time Remote Work: Employee
works remotely for their entire work 
schedule from the Alternate Work 
Location(s) 

__Flexible Remote Work: Employee 
consistently works remotely less than 40 
hours per week on a sporadic or task driven 
basis. May be expected and/or required to 
work in a remote work mode for limited 
periods in response to a specific 
departmental need. 

__Regular Remote Work Pattern: 
Document the normal pattern of days 
and hours the employee will work 
remotely each week.  
__Sunday __Monday __Tuesday 
__Wednesday __Thursday __Friday 
__Saturday 

Normal work hours at the Alternate Work Location will be from:  _________ AM/PM     to _________ AM/PM

1. Safety
Employee and supervisor have verified the safety of an alternate worksite using the safety checklist as part of the 
Remote Work Application. 
Employee is covered by the Idaho State Insurance Fund’s Worker’s Compensation Program, as appropriate, if injured 
while working at the alternate worksite in the State of Idaho. Employee and Supervisor must notify Risk Management 
if the Alternate Worksite is located outside the State of Idaho. 
Employee agrees to bring to the immediate attention of the supervisor any accident or injury that occurs while working 
at an approved Alternate Work Location. 
Supervisor will investigate all accident and injury reports immediately following notification and complete a 
Supervisor’s Accident Report with the Office of Risk Management. 
ISU reserves the right to inspect the Alternate Work Location to ensure safety standards as needed. 

2. Confidentiality and Information Security
Employee will apply approved safeguards, in accordance with ISU policies, to protect ISU or State records from 
unauthorized disclosure or damage, and will comply with all records and data privacy requirements set forth in state 
law and policy and ISU Policies and Procedures. 
Employee will conduct work at the Alternate Work Location in compliance with all Information Technology Services 
security standards as outlined in ISU Policies and Procedures. 

3. Work Standards and Performance
Employee will meet with their supervisor to receive assignments and to review completed work as the supervisor 
deems necessary or appropriate for the position and business needs of the unit. 
Employee may be required to return to the Central Work Location on scheduled Remote Work days based on operational 
requirements. 
Employee will complete all assigned work according to procedures mutually agreed upon by the employee and the 
supervisor, and according to guidelines and expectations stated in the employee’s job description or other performance 
plans and objectives. 
Supervisor will regularly evaluate and provide feedback on the employee’s job performance. 
Employee agrees to perform remote work at the approved Alternate Work Location(s) and times defined in this 
agreement unless they notify and receive explicit approval from a supervisor to temporarily shift remote work to another 
work location or time period. Failure to comply with this provision may result in termination of the Remote Work 
Agreement, and/or appropriate disciplinary action. 
Remote work is not to be viewed as a substitute for dependent care and must be disclosed. Remote workers with 
dependent care situations are encouraged to have alternate solutions for providing care during the agreed upon work 
hours. 
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4. Compensation and Benefits
 All pay rates, leave/retirement benefits, and travel reimbursements will remain as if the employee performed all work 

at the employee’s established Central Work Location. 
 An FLSA non-exempt employee who works remotely and has approved overtime at the direction of a supervisor will be 

compensated in accordance with applicable law and state policy. 
 An FLSA non-exempt employee understands that all overtime hours must be pre-approved before working in an 

overtime status. By signing this form, employee agrees that failing to obtain proper approval for overtime work may 
result in termination of the Remote Work Agreement and/or appropriate disciplinary action. 

 Employee must obtain supervisory approval before taking leave in accordance with established office procedures. By 
signing this form, employee agrees to follow established procedures for requesting and obtaining approval for leave. 

 
5. Equipment and Expenses 

 Employee who is authorized to use ISU equipment while working remotely agrees to protect such equipment in 
accordance with departmental guidelines. ISU-owned equipment will be serviced and maintained by ISU. 

 If employee provides their own equipment for work while working remotely, the employee is responsible for servicing 
and maintaining their own personal equipment. 

 Neither ISU nor the State of Idaho will be liable for damages to an employee’s personal or real property during the 
performance of assigned work or while using state equipment in the employee’s residence. 

 Neither ISU nor the State of Idaho will be responsible for operating costs, home maintenance, or any other incidental 
costs, (e.g. utilities), associated with the use of the employee’s residence. 

 
6. Initiation and Termination of Agreement 

 ISU and the employee understand that remote work shall be governed by the same State and ISU polices and 
procedures as those applicable to employees at the Central Work Location except as modified by this Agreement. 

 ISU concurs with employee participation and agrees to adhere to applicable policies and procedures. 
 Employee may terminate this Remote Work Agreement at any time unless remote work is a condition of employment 

for the work unit. Reasonable notice to ISU should be provided when possible. 
 ISU may terminate this Remote Work Agreement with reasonable notice to the Employee at any time. Agreement may 

be terminated for reasons to include, but not limited to, declining performance and organizational benefit. 
 Employee affirms that they have read and understand this Remote Work Agreement and ISU’s Remote Work Policy, 

ISUPP 3120, and agrees to all of its provisions. 
 

7. Division/College/Department Specific Terms and Conditions (if applicable): 

AGREED: 
 

_______________________________________________ __________________________________________________
Employee Signature      Date 
     
_______________________________________________  __________________________________________________ 
Supervisor Signature      Date 
  
_______________________________________________  __________________________________________________ 
Dean/Director Signature     Date 

______________________________________________  __________________________________________________ 
Vice President or Delegate Signature    Date 
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