(SCHOOL DISTRICT NAME)
Temporary Telecommuting Arrangement for Classified Staff

Employee Name: _______________________					Date:  ___________

Due to the current COVID-19 (coronavirus) outbreak, this agreement approves the employee to work from home temporarily for all or portions of their job.  The principal/supervisor and employee will agree to the amount and type of work that can be accomplished by telecommuting based on the position and current needs.  
At a minimum, the principal/supervisor and employee should meet weekly to discuss telecommuting work.  This meeting can occur virtually and does not need to be in person.
The principal/supervisor can require that the employee work on location at any time during this temporary arrangement.
Regular leave policies and procedures will be followed if employee is unable to work. 
[bookmark: _GoBack]These arrangements are expected to be short term, (SCHOOL DISTRICT) will continue to monitor guidance from health officials and the need for remote work arrangements. Employees should not assume any specified period of time for telework, and Auburn-Washburn may require employees to return to regular, in-office work at any time.
Employees should be proactive with their principal/supervisor in preparing for these circumstances to ensure they have the resources necessary to work remotely. 
At no time should the employee exceed their normal weekly work hours without prior written authorization from their principal/supervisor.  
________________________________________	_______________________________________
Principal/Supervisor Signature		Date		Employee Signature			Date
