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REMOTE WORK POLICY
“Remote Work” or “Work From Home” is work performed by Rose Memorial Library employees in furtherance of that individual’s routine duties at places other than at RML’s business address (excluding presentations, programs or events). Generally, this Remote Work would be performed at the employee’s home. Remote Work may be provided as a reasonable accommodation in compliance with the ADA (Americans with Disabilities Act) and New York State Laws. This policy does not apply to those employees hired to work primarily from home.
Requests for remote work will be addressed on a case-by-case basis under the applicable laws and regulations. Should remote work be granted as a reasonable accommodation, the applicable provisions and requirements set out under the “Remote Work Program” below will apply.
Work remotely can be beneficial for employees for a number of reasons:
· It can help employees balance their work/home life if they have difficult commutes.
· It allows participation in pre- or post-work activities; and
· It can enable employees to work from home when it is a benefit to RML.
This program is most successful for those employees who are self-disciplined and have a home work environment free from distractions.
The Library Director must approve each employee’s remote work schedule to ensure continuity and coverage. Some positions will not be able to participate based on business needs and other criteria. Employees may request to work a hybrid schedule of some days at home and some days at the library.
The guidelines for the Remote Work Program include:
· A specific work schedule, including specific remote workdays and hours, must be requested by the employee and agreed upon in advance by the Library Director. Employees must be on site at RML as necessary to attend meetings, programs, events, training sessions, etc. unless remote attendance is pre-arranged in advance with RML’s permission.
· The employee’s request for a remote work schedule is the employee’s agreement to work that schedule if approved.
· Employees will be responsible for ensuring that all their job duties are performed, including checking their voicemail and email.
· If a full-time staff (35 hour work week) is approved to work from home, they may work from home a total of seven (7) hours within the work week. Any additional Work From Home hours must be pre-approved by the Library Director. 
· Taking Remote Work hours without prior approval may result in corrective action as detailed in the RML Employee Handbook.
· Employees must maintain a normal workload and complete their work as they would if working at the library.
Employees approved for remote work are expected to maintain regular working hours, remain available during core business hours, meet performance expectations, protect library information, and follow all library policies. The library will provide approved work equipment where applicable, while employees are responsible for maintaining a secure and productive work environment. Remote work arrangements may be modified or discontinued based on library needs or employee performance.
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