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Telework Agreement Process 
(Supervisors) 

This guide will cover how to approve an employee’s Telework Agreement request as well as how to check 
the status of an on-going and completed Telework Agreement(s). If you have any questions regarding the 
Telework Agreement policy or procedures, please contact: Telework@wildlife.ca.gov. 

 

Although we recommend an employee to initiate and submit their own telework agreement 
request, we have given supervisors the ability to initiate and submit a telework agreement request 

on behalf of their employee. The employee will still be required to electronically sign their own 

telework agreement request once the request is approved. 

 

Note: Recommended Browsers are Mozilla Firefox and Google Chrome. 
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Part A: How to Access Telework Agreement Pages 

1.  Click on the Workflows heading and then click Telework Agreement. 
 

 

Part B: Managing Your Direct Reports Telework Agreement Requests 

You can manage each employee’s telework request by: 
 

1. Click Manage Employee Telework Agreement. 
 

 
2. Your Direct Reports and Indirect Reports will be listed, along with the status of each employee’s 

telework agreement request. 
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3. Telework Status Definitions: 
 

Status Definition 

Initiate New Telework Agreement A request can be initiated for the Employee. 

Initiated A request has been initiated for the Employee but not 
submitted. 

Submitted A request has been submitted for the Employee and 
requires a Supervisor review and approval. 

Supervisor Approved A request has been approved by the Supervisor and 
requires a Telework Coordinator review and approval. 

TWC Approved A request has been approved by the Telework 
Coordinator and requires electronic signatures from the 

Employee and/or the Supervisor in DocuSign. 

Completed The request has been completed and electronically 

signed. 

 

Part C: Reviewing and Approving Your Employee’s Telework Agreement Request 

1. From Step B.2 above, click the Submitted button – This will open your employee’s request and 

you can review their agreement. 
 

 
2. Review the entire Employee Telework Form tab to ensure the form is correct and complete. 
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3. Once reviewed, click the Supervisor tab at the top of the page. 
 

 

4. If you approve the request, then click Yes to the question and click Approve. 
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5. If changes need to be made to the request, click No to the question, enter a comment as to 
what corrections need to be made and click Returned for Corrections. 

 

 
NOTE: Once Returned for Corrections, the Telework Agreement status will change to Draft, and the 

Employee will be able to make the necessary changes. 
 

6. If you are denying the request, click No to the question, enter a comment as to why you are denying 

the request and click Denied. (Supervisors MUST first consult with Labor Relations prior to 

denying the request.) 
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Part D: Electronically Signing a Telework Agreement  

You will receive an email from HRMS Service Account via DocuSign once your employee has 

electronically signed the STD 200 Telework Agreement form. To electronically sign the 

supervisor approval portion of the Telework Agreement Form, complete the following steps: 
 

1. Click Review Document link in the DocuSign email. 
 

 

2. Click Continue and follow the DocuSign instructions to initial and sign the Telework Agreement Form. 
 

 

3. Once the initials and signature has been collected, click Finish. 
 

   

 
4. Upon completion, both you and your employee will receive an email with the completed document. 
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Part E: Accessing a Completed Telework Agreement via HRMS 

You will be able to access your employee’s completed STD 200 Telework Agreement form at 

any time through your Direct Reports in HRMS. 
 

1. From Home, click the Workflows tab and then click Telework Agreement. From here select 

Manage Employee Telework Agreement. 
 

 
 

2. Under Direct Reports section, click on selected Employee Name. 
 

 
3. Under the Documents section, click on STD 200 Telework Agreement Form link to access the PDF 

copy of the completed telework agreement.  
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Part F: Initiating a Telework Agreement Request for Your Employee 

1. Click Initiate New Telework Agreement next to your selected employee. 
 

 

2. Click 01. New Telework Agreement. 
 

 
3. Verify section B. Employee Information.  
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4. Verify section C. General Provisions 
 

 

Important: If any information in Step 3 or Step 4 is incorrect, cancel this request and request 

corrections to the Human Resources Management System. 
 

5. Click Start Agreement to initiate the Telework Agreement request. 
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Part G: Submitting a Telework Agreement for your Employee 

To submit a New, telework agreement for your employee, complete the step below and then 

refer to the Telework Agreement Job Aid for Employees for instructions on Submitting a 

Telework Request: 
 

1.  Click Initiated next to your selected employee. 

 

 
 

Part H: Modifying a Telework Agreement Request for Your Employee 

Once a New Telework Agreement has been completed, you may submit a Modification request 

for your employee at any time. Modifying a telework agreement follows the same process 

above with the following exception: 
 

1. Click 02. Modify Telework Agreement. 
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2. In Section H. Modify Telework Agreement, check the “There are modifications.” box, enter the 

Modification Effective Date and click Start Agreement. (IF you are backdating your effective date more than 30 
days, you must provide a justification. If a justification is not provided, you will not be able to submit the agreement 
for review.) 

 
 

Part I: Terminating a Telework Agreement Request for Your Employee 

Once a New or Modified Telework Agreement has been completed, you may submit a 

Termination request for your employee at any time. Terminating a telework agreement 

follows the same process above with the following exception: 

1. Click 03. Terminate Telework Agreement 
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2. In Section I. Terminate Telework Agreement, enter the Termination Effective Date, check the “The 
Telework Agreement will be terminated.” box and click the “Start Agreement” button.  

 

 
If changes need to be made to the Terminate telework agreement, the Termination Effective Date and check box 
could either be entered during the Termination Agreement initiation time or updated in the Employee Form Tab. 

 
 

3. Once the form has been submitted, the form will go to Supervisor Approval. If the reason for Termination is due 
to Labor Relations or Performance Management Issue, then a supervisor should select the first check box. This 
will prompt a second question; please answer accordingly. If the answer is “Yes”, a comment is not required for 
submission. If the answer is “No”, please check with Labor Relations or Performance Management before 
proceeding with this termination. (See note) If the reason for termination is other than LR/Performance Issue, a 
comment is required before submitting. 
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Note: A Terminate Telework Agreement only needs a supervisor signature in DocuSign and once this is completed the 
employee will receive a copy of the DocuSign. 

Click the LR/PMU hyperlinks for resources that can help guide you through LR/PMU related issues. 

 

Part J: Cancelling a Telework Agreement Request for Your Employee 

To cancel a Telework Agreement for your employee, you may select “Manage Employee 

Telework Agreement” option. A telework agreement can be cancelled up until the 

Supervisor has approved. Once the TWC has approved the telework agreement it 

cannot be cancelled. 
 

1. Click Manage Employee Telework Agreement 
 

 
 
 

https://intranet.wildlife.ca.gov/portal/HumanResources/LaborRelations/tabid/209/Default.aspx
https://intranet.wildlife.ca.gov/portal/HumanResources/SupervisoryToolkit/PerformanceManagement/tabid/2820/Default.aspx
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2. Click on the Cancel Request button. 
 
 

 
3. Fill out the required information and provide the reason to cancel the request and click Confirm. 

 

 

Part K: Initiating an Annual Review for Your Employee 

Once your employee’s Telework Agreement has not been changed/modified for more than 365 

days, your employee will receive an email prompting them to submit an annual review. (You 

should also be receiving these notifications.) If your employee is unable to initiate the process for 

whatever reason, as their supervisor, you have the capability to initiate the process for them in 

HRMS. This is a duplicative process as Part F, apart from: 
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1. Click 04. Perform Annual Review. 
 

 
 

2. In Section J. Perform Annual Review, the Annual Telework Agreement Review date will automatically pre-

populate the current date. You will need to select one of the two options that apply to your employee and 
click Start Agreement. 

 

 
 
 

3. Once you click on Start Agreement, it will take you to the next screen. You will be able to review your 
staff’s current telework agreement on file. (None of the fields are editable. – This is for review purposes 

only!) The option you selected on the previous screen will pre-populate for you. Click Submit. (A DocuSign 
will be sent to your staff’s email for their electronic signature. Once they sign in DocuSign, an email will be 

sent to you next requesting for your electronic signature in DocuSign. ) 

• If the first option is selected (indicating a Modification is needed), once your employee’s annual 

review is completed in HRMS & DocuSign, your employee will receive another email prompting 

them to submit a MODIFICATION to their current telework agreement. (This is the same exact 
process as Part F – Modifying a Telework Agreement.) 
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