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PACIFIC FLEX 
TELECOMMUTING REQUEST FORM 
Employees: Complete Sections 1 and 2 of this form. Submit this request to your direct supervisor/manager. 

Supervisors/Managers: Review the request. Consider the functions of the position, departmental staffing needs and 
the service needs of the University when making a decision to recommend telecommuting for a staff member. If you 
are recommending approval of this telecommuting request, complete Section 3 and 6 of the form. You may want to 
consult with Pacific Technology or your Technology Service Provider about technology requirements. See Exhibit A for 
more information. If you are recommending a denial of this telecommuting request, complete Section 3 only. Submit 
this form to unit head/dean.

Unit Heads/Deans: Review and complete Section 4 indicating your recommendation. Submit this form to your 
Division Head (i.e., President, Provost, or Vice President) or his/her designee. 

Division Heads: Review and complete Section 5. Return the completed form to the immediate supervisor/manager. 

SECTION 1: EMPLOYEE INFORMATION
Employee Name: 

Employee ID: Date:

Position/Job Title: Years in Current Position:

Direct Supervisor/Manager:

Proposed Effective Date:                                             Proposed End Date (if applicable):

SECTION 2: EMPLOYEE PROPOSED TELECOMMUTING AGREEMENT 
Employee’s designated telecommuting worksite is the following (address):

Employee comments:

Employee Signature   Date 
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SECTION 3: DIRECT SUPERVISOR/MANAGER RECOMMENDATION: 
o Request is recommended as proposed by employee

o Request is recommended with changes as noted below

o Request is recommended for denial

Outline any changes to the original request: 

SECTION 4:  UNIT HEAD/DEAN RECOMMENDATION
o Request is recommended as proposed by employee

o Request is recommended with changes as noted below

o Request is recommended for denial

Outline any changes to the original request: 

SECTION 5:  DIVISION HEAD REVIEW 
(PRESIDENT, PROVOST, OR VICE PRESIDENT OR THEIR DESIGNEE)
o Request approved

o Request approved with changes

o Request denied

Outline any changes to the original request: 
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SECTION 6: TELECOMMUTING AGREEMENT 

This Pacific Telecommuting Agreement (“Agreement”) is entered into between University of the Pacific (“University”) 
and _______________________________ (“Employee”) and specifies the conditions applicable to an arrangement 
for Employee to perform work at an alternate worksite on an agreed-upon basis.

 
Terms of Agreement
1.   Employee is currently employed by the University as an at-will employee in the position of ________________________ 

and is assigned to work at the University’s _________________ campus (“on-site work location”). Employee’s supervisor is 
__________________________________ (“Supervisor”).

2.   The University agrees, based on the recommendation and approval of the undersigned Employee Supervisor/Chair, Unit 
Head/Dean, and Division leadership that Employee’s position may be suitable for telecommuting, subject to continued 
monitoring by the Employee’s Supervisor/Chair, for the term of this Agreement. 

3.   This Agreement is effective from _____________________ through ______________________ if applicable. Renewal or 
extension of this Agreement requires a new Agreement, subject to recommendation and approvals as above.

4.   Employee agrees to keep core hours of work during which Employee agrees to remain accessible. These hours will be 
designated by Employee’s Supervisor. Employee will telecommute at the designated telecommuting worksite as agreed  
upon by Employee and Employee’s Supervisor in writing from time to time. If business travel, holidays, vacation days  
or sick days overlap with planned telecommuting days during a given workweek, additional telecommuting days are not 
added to that workweek.

5.   Employee’s designated telecommuting at-home worksite is the following (address): 

6.   Employee’s designated worksite phone number and/or cell phone number is the following: 

7.   Employee shall perform those of Employee’s job duties at the designated telecommuting worksite as determined in the sole 
discretion of Employee’s Supervisor. Employee agrees to communicate with Employee’s Supervisor in good faith throughout 
the term of this Agreement as to those tasks that may be performed while telecommuting and those that must be performed 
at Employee’s on-site work location or on another University campus as well as Employee’s productivity while telecommuting.  
Initial duties and deliverables are to be detailed in Exhibit B.  

8.   Employee must be on Campus to attend meetings, events or activities, as may be scheduled from time to time, unless 
Employee’s Supervisor determines that a particular meeting, event or activity is the type in which Employee could participate 
by telephone or video conference or is the type in which Employee is not required to participate. However, all such 
determinations are in the sole discretion of Employee’s Supervisor. Employee shall bear all costs of travel to Campus for 
business purposes as such remains the designated work location.  

9.   The University reserves the right to modify this Agreement as a result of business necessity.  The suitability of this Agreement 
for Employee and Employee’s position is always subject to ongoing supervisorial approval at all times.

10.  Telecommuting shall not change the standards of performance applied to Employee’s performance of Employee’s job duties. 
Employee is responsible for maintaining the same professional, effective communications and efficient workflow among co-
workers and third parties as Employee would have were the activities to be conducted on campus. Employee agrees to keep 
Employee’s Supervisor informed about any declines in productivity as a result of this telecommuting arrangement.



PAGE 4 OF 7

11. Employee acknowledges and agrees that, if employee is a non-exempt employee, employee shall record all hours worked 
in accordance with the University’s policies and shall not work overtime unless prior written approval is obtained from 
Employee’s Supervisor. 

12.  Employee has executed, and agrees to abide by, the following standard employee agreements: (1) University IT Appropriate 
Use Policy Agreement; (2) University Remote Access Agreement (3) Data Access Agreement (4) FERPA Policy Agreement  
(5) Confidentiality Acknowledgement Agreement; (6) Other:_______________________________________________

13.  Employee and Employer are to provide equipment for Employee’s use at the designated telecommuting worksite as described 
in Exhibit A. 

14.  Employee shall remain solely responsible for the care and maintenance of any equipment provided by Employee that is 
incidental or necessary to Employee’s ability to conduct employment duties from the at-home worksite. 

15.  Employee understands that all equipment, records, and materials provided by the University shall remain the property 
of the University. Employee agrees to use University-owned equipment, records, and materials for purposes of University 
business only, and to protect them from unauthorized or accidental access, use, modification, destruction, or disclosure. 
Employee agrees to report to Employee’s Supervisor instances of loss, damage, or unauthorized access at the earliest reasonable 
opportunity. Employee may be required to bring University-owned equipment to Campus for normal maintenance and 
repairs.

16.  Employee shall promptly notify Employee’s Supervisor when unable to perform work from the telecommuting worksite 
due to failure of hardware, software, communications connectivity, or any other disruptive cause.  Employee recognizes that 
Employee may be assigned other work and/or be required to work on campus in such circumstances.

17.  The University retains sole and absolute discretion to modify or terminate this Agreement at any time.  Employee understands 
and agrees that that the University may terminate this Agreement at any time in its sole and absolute discretion by providing 
Employee with five (5) calendar days’ notice. Employee agrees that Employee will not claim any loss, harm or damage 
resulting from any modification or termination of this Agreement by the University.

18.  Employee agrees to return all University-owned equipment, records, and materials to the University within three (3) business 
days of termination of this Agreement. 

19.  Employee understands that Employee is responsible for tax consequences, if any, of this arrangement, and for conformance to 
any local zoning regulations.

20.  Employee agrees to maintain a safe and secure work environment, including one that is ergonomically appropriate. Employee 
agrees to allow the University to assess safety and security at the designated telecommuting worksite, upon reasonable notice. 
Employee agrees to immediately report work-related injuries to Employee’s Supervisor and the Campus Human Resources 
Department. In the case of severe injury or when immediate notification is impossible, Employee or Employee’s designee shall 
give such notification as soon as practical. The University, or its designated agent, shall have the right to inspect the at-home 
workspace immediately upon learning of an accident or injury.

21.  Employee agrees to indemnify and hold the University harmless for injury to others at the designated telecommuting worksite. 

22.  University policies on intellectual property and copyrights are not affected by telecommuting.  

23.  Emergencies and Exceptional Situations: In the event the University (via the Cabinet) declares an Exceptional Situation for 
all or part of a Pacific campus, for example in the event of a natural or man-made disaster or epidemic, the University may 
require telecommuting for all or a part of those affected for the duration of the situation, regardless of normal eligibility 
requirements of the Telecommuting Policy, unless prohibited by law. Under these circumstances, the University agrees to 
reimburse the employee for any direct out of pocket expense resulting from a mandate to telecommute.  

23.  Employee agrees that Employee’s personal vehicle will not be used for University business unless explicitly authorized in 
writing by Employee’s Supervisor.  Commuting between Employee’s on-site work location and any telecommuting worksite 
shall not be considered compensable travel time nor will mileage be reimbursed.   The University is not liable for injuries 
sustained by employees while commuting to or from the on-site work location.  

24.  A copy of this Agreement shall be maintained in Employee’s personnel file to be kept in the University’s  
Human Resources Department.
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25.  Employee understands and agrees that this work assignment is subject to the terms of this Agreement, the policies of the 
University of the Pacific, and any applicable local, state and federal laws.

26.  This Agreement represents the basis for any telecommuting arrangements between the Parties. The Parties are expected to 
refine any telecommuting arrangements and communicate those expectations in writing. Any amendments to this Agreement 
shall not be valid unless made in writing and signed by all signatories hereto. 

27.  Employee has read and understands this Pacific Staff Telecommuting Policy and Agreement and agrees to the duties, 
responsibilities, and conditions expressed above, and acknowledges receipt of the University’s assets identified in this 
Agreement.   

 

 

Employee Signature Date

University Approvals

 

Supervisor/Manager Signature Date

 

Unit Head/Dean Signature Date

 

Division Head Signature Date
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EXHIBIT A: FINANCIAL RESPONSIBILITY DISTRIBUTION
*For technology considerations, consult with Pacific Technology or your Technology Service Provider 

**Any disability related requirements or accommodations needs should be discussed only with Human Resources. 
Contact your campus HR department for assistance. 

Item

Pacific Employee

Supplied Cost to Pacific Supplied Cost to Employee
Hardware

ISP and Phone Service

Software

Furniture

Supplies
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EXHIBIT B:  
INITIAL AGREED UPON ASSIGNMENTS, TASKS, GOALS AND DELIVERABLES
Instructions to the supervisor/manager: Please indicate below what assignments, tasks, goals and deliverables 
are expected to be performed at the telecommuting worksite, and what assessment techniques will be used to 
measure performance success.  Also, indicate what assignments or tasks are NOT appropriate to be performed at the 
telecommuting worksite and/or must be performed on campus. This exhibit can and should be modified, by written 
and attached addendum, from time to time as necessitated by changing circumstance. The telecommuting employee 
must be promptly notified of any changes.

Employee Signature Date

Supervisor/Manager Signature Date
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