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Franklin County Board of Commissioner Agency

Telework Authorization Form

Please refer to the Telework Policy COVID-19 for more information about teleworking.  Completed forms should be sent to the Department of Human Resources for approval via email  to sue,hamilton@franklincountyohio.gov or via fax to 614.525.6273.
#1. Name of Teleworking Employee:  

#2. List of operational needs that must be met:

#3. The reason teleworking assists in meeting operational needs listed above:

#4.  The employee’s proposed teleworking schedule and the projected duration for the teleworking arrangement:

#5.  Description of the work to be performed during the teleworking arrangement:

#6.  The alternative work location where the teleworking assignment will occur (ie.
        employee’s home address)

_____________________________________________________
________________________

Signature of Supervisor/Department Head completing this form
Date


Approving Director (or Designee):

_____  Telework Authorization Approved

_____
Telework Authorization Denied

Reason for Denial:  ______________________________________________________________

_____________________________________________________
________________________

Approving Director Signature





Date

_____________________________________________________   _______________________

HR Director Signature





Date
Teleworking employee signature (to be signed AFTER all of the above is completed and signed):

I acknowledge that I will comply with all the criteria and guidelines contained in the Telework Policy, BOC Employee Handbook, as well as timekeeping and agency work rules.

______________________________________________________
     _____________________

Teleworking Employee Name (Printed)



     Date
______________________________________________________      _____________________

Signature of Teleworking Employee                                                             Phone # for alternative work location


