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TELEWORK AGREEMENT 

Instructions: 

The terms of this agreement must be read in conjunction with the Gemini Tech Services’ 
Telework Policy and the Gemini Tech Services’ Employee Handbook.  Signatures certify that 
supervisors and employees will abide by this agreement, Company telework policy and any 
supplemental terms established by the employee’s project.   

1. Work schedules and hours are subject to project management procedures and Contract 
Officer/Contract Officer Representative approval and/or collective bargaining agreement 
requirements.  A copy of the employee’s approved schedule should be kept on file along 
with this telework agreement.   

2. Prior to any telework discussion, supervisors must evaluate then determine an employee’s 
readiness for telework.  Especially in situations when the employee is intended to 
regularly telework on a recurring basis.  However, supervisors should be constantly 
evaluating all employees and their ability to occasionally telework.    

3. Prior to signing this telework agreement, the supervisor and employee will discuss 
a. Office Procedures (reporting for work, measuring and reviewing work, time and 

attendance, maintaining office communications).  Ensure that the work schedule 
is understood specifying telework days, location and hours. Acknowledge the 
requirement for updating time sheets (daily) via normal GTS Time Keeping 
methods. 

b. Safety, technology and equipment requirements as well as the employee’s 
responsibility for telework equipment.   

c. Performance expectations to include required methods of communication specific 
to telework (e.g. Skype, phone).  The obligation to check in no less than once per 
day with both employee supervisor and GTS Corporate to verify daily telework 
status. Employees that fail to report (check in) while teleworking, will be assumed 
to be absent and their timecard may be updated to reflect their absence. All 
circumstances requiring on-site attendance.   

d. Relevant policy attestations including Gemini property and data security, 
equipment insurance, public records disclosure, overtime for eligible employees, 
and tax implications.   

4. Prior to performing any telework operations, the following form and related fields will 
need to be completed and submitted to GTS Corporate for review.  
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TELEWORK AGREEMENT 
Employee Name:  
Job Title:   
Project:  
Regular Work Location (Street, City, State, 
ZIP): 

 
 
 

Telework Worksite Address (Street, City, 
State, ZIP): 

 
 
 
 

Telework Worksite Phone:   
 

Telework Worksite Email:  
 

 
TELEWORK DATES (insert dates telework is scheduled to start and end): 

START:  END:  
 

TELEWORK ARRANGEMENT TYPE (mark type with an ‘x’ below): 
REGULAR/RECURRING  SITUATIONAL  

 
PROJECTED TELEWORK RELATED TASKS (list in bullet form below): 

 
 
 
 
 
 
 
 

 
EMPLOYEE SUPERVISOR 

 
 
 
 

 

Signature Signature 
Name:  
 

Name:  

Date:  
 

Date:  

 


