

HR-133
Coastal Protection & Restoration Authority
Situational Teleworking Agreement

My employee has requested personal leave from the office.  However, there is a business need for specific tasks to be performed during this time.  They have agreed to perform these tasks from home in the timeframe set forth below to ensure there is no disruption to agency operations while the employee is out of the office.
	To be completed by the supervisor:

	Employee Name:
	[bookmark: Text1]     
	Personnel Number:
	[bookmark: Text2]     

	Division:
	Choose One:
	Job Title:
	[bookmark: Text3]     

	Leave Type Requested:
LA or LB
	  Choose One: 
	Leave Balances:
	Annual:      
	Sick:      

	Total ZTEL hours authorized:
	[bookmark: _GoBack]   
	Date(s) Authorized:      

	Business need for telework:
	     

	Supervisor Signature:
	Date:

	Division Chief Signature:
	Date:

	*Executive Division may receive authorization from designated section heads.  
	

	To be completed by the employee:

	Alternative  Worksite Address:
Street Address, City, State, Zip Code, Parish
	     
	Is this your home address?
☐  Yes                  ☐ No

	I agree to abide by the terms and conditions as set forth in this CPRA Telework Agreement Form  and all requirements of the CPRA Telework Procedures.

	Employee Signature:  
	Date:



Telework Terms and Conditions

Telework hours are  regular work hours and may not be used for personal activities.  Just as with regular work hours, teleworkers are  expected to follow the CPRA Time and Attendance Procedures as it relates to requesting time  off. 

All teleworkers shall code time worked as “ZTEL” through LEO and include comments specifying the type of ZTEL (Situational).  The ZTEL entry on your timesheet may not exceed the duration of time authorized as teleworking on this form.

The telework hours for an individual employee shall not exceed 120 hours in a calendar year or more than 24 hours in a pay period. 
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