
 

By PC Works Plus 

 

The Ultimate Small Business Guide To 
Setting Up A ‘Work From Home’ Or Remote 

Network Access System For Your Staff 

Critical Facts And Insider Secrets Every Business Owner 
Must Know Before Installing A 'Virtual Network' To 

Allow Employees To Work From Home, On The Road, 
Or From A Remote Office 

If you are the owner of a small or medium sized business that is thinking about 
implementing a “work from home” program for your employees – or if you want to 
install a virtual network to enable you and certain key employees and managers to work 
on the road or from a remote office – DON’T - until you read this eye-opening guide. 

This report will explain in plain, non-technical terms best practices for setting up 
remote access for you and your staff, as well important questions you should ask any 
computer consultant to avoid making the most commonly made, costly mistakes made 
when setting up the technology for a work from home program.  

You’ll Discover: 

 What “telecommuting” is and why so many small and medium sized businesses 
are rapidly implementing work from home programs. 
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 The single most important thing you MUST have in place before starting any 
work from home or remote office initiative. 

 How one company saved $11 million after implementing a work from home 
program – and how you implement the same money-saving strategies for your 
small business. 

 How one company slashed its turnover rate from 33% to nearly 0% – and 
increased productivity by 18% - all by implementing a “work from home” 
program. 

 What type of agreement you should have in place with your employee. 

 

 

What Is Telecommuting And  
How Is It Going To Help My Business? 

Telecommuting is a fancy word for allowing employees to work from home, in 
remote offices, or while on the road. While this is not a new concept, recent 
advancements in remote access technology and security have made it very affordable 
and easy for even micro business owners. 

Why would a business want to do this? Some businesses are being forced to because 
they’ve run out of office space or to accommodate “road warriors.” But many are doing 
it for these reasons… 

 Business owners (and key managers) working 60+ hours a week are using it as a 
way to continue working after hours and on weekends from the convenience of 
their home office.  
 

 Allowing employees to work from home means businesses can cut back on 
office space, lowering rent and utility bills – and according to a recent survey of 
small businesses, nearly 40% of small and medium businesses have (or plan to) 
cut down office space and allow employee to work remotely from home to save 
money. Not only is this lowering overhead, but it’s making for happier 
employees who no longer have to fill their gas tanks.  
 

 Telecommuting actually increases employee productivity, lowers stress levels, and 
improves retention. Contrary to what you may believe, employees who work 
from home tend to work more, not less. Because the computer is right there in 
their home, they will often put in extra hours during the evening and on 
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weekends when they normally wouldn’t be able to access the network. Plus, 
employees working on detailed programs, graphics, and projects tend to get 
more done when they don’t have to deal with office distractions. 
 

 Some companies are allowing their employees to work from home two or three 
days out of a week instead of giving them a raise – a bonus many will gladly take 
over more money. This also works well if you have limited office space because 
employees can rotate desk usage. 
 

 It allows you to keep great employees that need or want to relocate, need to stay 
home to take care of a sick family member, or who are sick, injured, pregnant, or 
otherwise unable to physically come into the office.  

Common Myths, Mistakes, and Misconceptions About 
Allowing Your Employees To Work From Home 

 One of the biggest fears many business owners have about allowing people to 
work from home is the loss of control they have over that person. They believe that 
without someone standing over them, employees will goof off during work hours and 
become LESS productive. 

 But the hard results prove very different… 

Telecommuting has grown at a steady 3% per year for more than 15 years.  
Currently, more than 23 million people are working from home at least one day a 
week.  The increase in teleworking programs is no accident – it really IS working. 

Admittedly, original telecommuting experiments were “do-gooder” projects 
focused on being earth friendly and generating business savings by reducing use of high 
priced big city office space.  However, when businesses started seeing how it drastically 
improved turnover and productivity, this “fad” became a hot trend. 

 Take the Los Angles Bank for example; they decided to test telecommuting to 
see if it would help their 33% turnover rate. Here were the results… 

The experiment worked and within a year the turnover rate was 
cut to nearly zero and to everyone’s surprise productivity went up 
18% saving the regional bank more than $3 million dollars per 
year. 
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Since then there have been numerous, well documented, program studies 
reflecting promising results.  For instance AT&T allowed employees to telecommute on 
a regular basis from home in a New Jersey office of 600 people.   

Over a 5 year period a region of AT&T saved more than $11 
million annually.  Half the savings came from real estate savings 
while the other came from a measured increase in incremental 
work hours from employees who were able to have a higher level of 
concentration with fewer interruptions.  

You’re probably thinking, “But I don’t have 600 employees…how doest this 
apply to me?”  No matter how small your business or your real estate situation, you 
can save money.  It’ll just be a bit smaller than AT&T.  For instance:   

On average, small businesses report saving $85,000 to $93,000 per year 
in lower turnover, reduced operating costs (gas, utilities, office space) 
and increased productivity after implementing teleworking programs.  
(Source: International Teleworking Advocacy Group) 

 Of course, telecommuting might not be right for every employee on 
staff, but it is a great option (and reward) for key managers or employees who 
are self-motivated and measured by results rather than hours worked. 

The Single Most Important Thing You Must Have In Place 
Before Starting A Work From Home Program Or Setting Up 

Remote Access For Road Warriors 

Before you go “whole hog” with a telecommuting or remote access, we 
recommend conducting a small test where you (and possibly a few key 
managers) are set up to work from home.  

Once you are comfortable with the concept, you may start allowing a 
few key employees to work from home one day a week or a couple of days a 
month. Or, you can simply allow employees to use it while traveling or if they 
are forced to stay home to take care of a child, on a snow day, etc. 

 

 

 



 
 

  Page 5 of 11 

 

Interested in a free evaluation of your office to 
see if you are telecommuting ready? 

Call us today to get information you need 
specifically for your office environment. 

Call 814-742-9750 or email 
sales@pcworksplus.com 

 

 

 

Please review the attached sample Telecommuting 

Employee Agreement and a sample Employee 

Equipment Issue Agreement.  These will get you started 

to make sure that everyone is aware of the terms and 

conditions for working at home.   
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Sample Telecommuting Employee Agreement 

 

The following constitutes an agreement between [Your Business] and [Employee]. 

[Employee] agrees to participate in the telecommuting program and to adhere to the applicable 

guidelines and policies. [Your Business] concurs with the employee's participation and agrees to 

adhere to the applicable guidelines and policies. 

Terms and conditions.  The telecommuting agreement is subject to the following terms and 

conditions: 

Duration.  This agreement will be valid for a period of [specify term] beginning on [start date] and 

ending on [end date].  At the end of that time, both parties will participate in a review which can result 

in the continuation, termination or revision of the agreement. 

Work hours.  Employee's work hours and work location are specified in the Attachment at the end of 

this agreement. 

Pay and attendance.  All pay, leave and travel entitlement will be based on the employee's primary 

business location.  Employee's time and attendance will be recorded as performing official duties at 

the primary business location. 

Leave.  Employees must obtain approval before taking leave in accordance with established office 

procedures. By signing this form, employee agrees to follow established procedures for requesting and 

obtaining approval of leave. 

Overtime.  The employee will continue to work in pay status while working at the home office.  An 

employee who works overtime that has been ordered and approved in advance will be compensated in 

accordance with applicable law and rules.  The employee understands that [Your Business] will not 

accept the results of unapproved overtime work and will act vigorously to discourage it. 

By signing this agreement, the employee agrees that failing to obtain proper approval for overtime 

work may result in removal from the telecommuting program or other appropriate action. 

Inspection.  The telecommuting location will be inspected periodically to ensure that proper 

maintenance of [Your Business] equipment is performed, and that safety standards are met.  Notice 

must be given to the employee at least 24 hours in advance of the inspection, which must occur during 

normal working hours. 

Liability.  [Your Business] will not be liable for damages to the employees' property that result from 

participation in the telecommuting program. 

Reimbursement.  [Your Business] will not be responsible for operating costs, home maintenance, or 

any other incidental cost (e.g., utilities) whatsoever, associated with the use of the employee's 

residence. The employee does not relinquish any entitlement to reimbursement for authorized 



 
 

  Page 7 of 11 

 

expenses incurred while conducting business for [Your Business]. 

Workers' Compensation.  The employee is covered under the Workers' Compensation Law if 

injured in the course of performing official duties at the telecommuting location. 

Work assignments.  The employee will meet with [designate contact person] to receive assignments 

and to review completed work as necessary or appropriate.  The employee will complete all assigned 

work according to work procedures mutually agreed upon by the employee and [the contact person]  

according to guidelines and standards stated in the employee's performance plan. 

Employee evaluation.  The evaluation of the employee's job performance will be based on norms or 

other criteria derived from past performance and occupational standards consistent with these 

guidelines.  For those assignments without precedent or without standards, regular and required 

progress reporting by the employee will be used to rate job performance and establish standards.  The 

employee's most recent performance appraisal must indicate fully achieved standards. 

Records.  The employee will apply approved safeguards to protect [Your Business] records from 

unauthorized disclosure or damage.  Work done at the telecommuting location is considered [Your 

Business] business.  All records, papers, computer files, and correspondence must be safeguarded for 

their return to the primary business location.   

Curtailment of the agreement.  [Specify whether the employee may continue working for your 

business if the employee no longer wishes to telecommute.  Also specify the circumstances under 

which the telecommuting agreement will be terminated by your business (e.g., if continued 

participation fails to satisfy business needs) and the consequences of that termination on the worker's 

continued employment.] 

Performance location.  The employee agrees to limit performance of assigned duties to the primary 

business location or to the approved home location.  Failure to comply with this provision may result 

in termination of the telecommuting agreement and/or other appropriate disciplinary action. 

 

Employee: ___________________________________ Date: _________________ 

 

[Officer of Your Company]: ______________________________ Date: _________________ 
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Attachment 

The following hours and locations are agreed to in support of the Telecommuting Agreement. 

 

Primary Business Location: _____________________________________________ 

 

Telecommuting Location: _______________________________________________ 

 

 

General Work Hours: 

 

Day  Hours   Location (home, office, other) 

 

Monday: ______ - ______ ___________________________ 

 

Tuesday: ______ - ______ ___________________________ 

 

Wednesday: ______ - ______ ___________________________ 

 

Thursday: ______ - ______ ___________________________ 

 

Friday:  ______ - ______ ___________________________ 

 

Saturday: ______ - ______ ___________________________ 

 

Sunday:  ______ - ______ ___________________________ 

 

Comments (Schedule flexibility, etc.): 
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____________________________________________________________________ 

 

____________________________________________________________________ 

 

____________________________________________________________________ 

 

____________________________________________________________________ 

 

____________________________________________________________________ 

Signatures: 

 

[Your Name]: ___________________________________  Date: _________ 

 

Employee: ______________________________________  Date: _________ 

 

Employee Information: 

 

Name: ______________________________________________________________ 

 

Address: ____________________________________________________________ 

 

City, State and Zip: ____________________________________________________ 
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EMPLOYEE EQUIPMENT ISSUE AGREEMENT 

 

This agreement is made this    day of       ,20__, between 

[YOUR COMPANY] (Employer) and      (Employee). 

 In order to effectively perform their assigned tasks, Employee may use [YOUR COMPANY’S] 

equipment, as outlined below, at the telecommuting location with the approval of [EMPLOYEE’S 

MANAGER].  Such equipment must be protected against damage and unauthorized use. [YOUR 

COMPANY’S] owned equipment will be serviced and maintained by [YOUR COMPANY].  Any 

equipment outside of the equipment outlined below and used by the employee will be at no cost to 

[YOUR COMPANY], and will be maintained by the employee.  

[YOUR COMPANY] agrees to provide the following described property to Employee, while 

Employee is in employment of [YOUR COMPANY].  In consideration of the use of this property at 

no cost of Employee, Employee assumes the risk of and shall be responsible for any loss or damage to 

the property specific to this agreement.  In the case of loss, Employee shall be liable for not more than 

the actual original purchase amount of the property.  In the case of damage, the Employee shall be not 

be liable for more than the cost of repair of the property or replacement with comparable materials.   

Employee agrees to return the issued property, all or in part, to Employer upon demand of 

Employee’s Manger or any officer of [YOUR COMPANY].  The time frame shall be immediate, if the 

property is immediately accessible to the Employee or the next day from the time of notification by 

the Manager. 

In case of loss, damage or failure to return product upon request, the Employee authorizes [YOUR 

COMPANY] to deduct an amount specific to the total loss and/or repair of the product from 

Employee’s paycheck.  Should there remain a balance due after deductions have been made; Employee 

agrees to pay [YOUR COMPANY] the balance due.  Should the Employee refuse to pay Employer 

for any balance due, Employer has the right to collect the balance through the Municipal Courts of the 

County [YOUR COUNTY].  The Courts ruling in favor of the Employer in any dispute of balance 

due, the Employee shall be responsible for all attorneys’ fees, collection fees and Court costs.   

DESCRIPTION OF PRODUCT ISSUED: 

Item   Serial Number  Qty  Extended Price 
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Employee: ___________________________________ Date: _________________ 

 

[Officer of Your Company]: ______________________________ Date: _________________ 

 

 


