La Grange Public Library
Telecommuting

Purpose
Instituting a “Telecommuting Agreement” allows employees to work their assigned hours in another location in order to balance family and work life and work in the most productive manner and environment for the benefit of the Library and the employee. Telecommuting Agreements may be given on a temporary or permanent basis and will be reviewed routinely.
Eligibility
Eligibility for a Telecommuting Agreement is based primarily on the responsibilities and autonomy of the actual job. Full- or part-time employees in good standing, with positive employee evaluations on file, may be considered. Some jobs more readily accommodate a Telecommuting Agreement, while others do not. Positions that might generally lend themselves to this situation (1) utilize discretionary authority and independent action; and (2) maintain a low percentage of time spent performing routine, manual or clerical work; and (3) do not require use of fixed library assets, equipment or material that cannot leave the premises.
Some departments can more readily accommodate telecommuting, while others cannot. The Department Head will review guidelines and expectations with the staff member when he/she requests the opportunity to work off premises. Then the Department Head will decide whether to recommend telecommuting for this employee to the Director. The recommendation will be based in part on business need of the job, overall impact to the department or Library, and the individual’s evaluations.  The quantity, quality, and timeliness of employee work must be enhanced or maintained. A Telecommuting Agreement must not cause or contribute to the need for additional staff or for existing staff to work additional hours.
In approving a Telecommuting Agreement, the Director will determine that the proposed work schedule does not adversely affect the services provided to Library’s patrons, an employee’s department, or other departments within the Library.
Requirements
Staff whose work may reasonably be completed from home or another location may request to work off premises. A schedule for progress checks and review of work will be planned before the staff member begins the new schedule. A list of responsibilities to be worked on at home, which includes goals for completion, along with the adapted schedule will be placed in the employee’s personnel file.
Employees working off premises are expected to be accessible to their supervisor and coworkers at all times of their scheduled shift. The employee and his/her supervisor will determine which methods of communication are acceptable and how consistent progress reporting will be done. Adequate supervisory contact and/or employee accountability must be maintained.
If at any time the Director or a Department Head deems that the Telecommuting Agreement is no longer beneficial to the Library, the employee will be given the opportunity to return to a traditional work schedule. If terms cannot be agreed upon, the Library-employee relationship will be terminated.

Telecommuting Agreement

Employee Name: _____________________________	Date: _________________
Position: _____________________				Department: ___________

This is an agreement between the La Grange Public Library and ___________ _____________ (Employee Name) employed as _________________ (Job Title) and shall cover the period from ______________ through _______________.

This agreement establishes the terms and conditions of telecommuting.  The employee requests to participate in the telecommuting program and to follow the applicable guidelines and policies.  The Library agrees to the employee’s participation.

Duration:  This agreement will be valid and cover the stated period unless canceled by either party.

Work Hours: Work hours and location are specified as part of this agreement.

Pay and Attendance: The official work location is the La Grange Public Library. All pay, leave and travel entitlement will be based on the employee’s official work location.  The employee’s time and attendance will be recorded as if performing official duties at the official work location.  

Leave:  The employee agrees to follow established procedures for requesting and obtaining approval of leave including vacation and sick leave in accordance with established procedures.

Overtime: An employee working overtime is required to obtain supervisor’s approval in advance. Any overtime hours worked will be compensated in accordance with applicable federal and state laws as per the Library policy.  The employee agrees that failing to obtain proper approval for overtime work may result in removal from the telecommuting program and/or other appropriate action.

Equipment:  The supervisor and the employee must agree upon the equipment to be used in telecommuting.  The Library is not required to provide equipment for the home office.  Equipment provided by the employee will be maintained by the employee at no cost to the Library.

Cost:  The Library will not be responsible for operating costs, home maintenance, or any other incidental costs associated with the use of the employee’s residence. The employee will receive reimbursement for all prior-authorized expenses incurred while conducting official business for the Library. 

Liability: The Library will not be liable for damages to the employee’s property resulting from participation in the telecommuting program. The employee agrees to hold the Library harmless against any and all claims, excluding workers’ compensation claims.

[bookmark: _GoBack]Verification of Safety:  In signing this agreement, the employee verifies that the telecommuting location provides workspace that is free of safety and fire hazards.

Workers’ Compensation:  The employee is covered by workers’ compensation if injured in the course of performing official duties at the telecommuting location. In such cases, the employee is required to report the incident immediately to the supervisor.

Work Assignments:  The employee will be in regular communication with the supervisor to receive assignments and to review completed work.  The employee will complete all assigned work according to procedures mutually agreed upon with the supervisor.

Evaluation:  The evaluation of the employee’s job performance will be based on established standards.  The employee’s performance must remain satisfactory to remain a telecommuter.

Records:  All records, papers and correspondence produced by the employee remain the property of the Library and must be safeguarded from unauthorized disclosure or damage.  All records, papers and correspondence must be returned to the official work location.

Curtailment of the Agreement:  The employee may stop participating in this program at any time.  The Library reserves the right to remove the employee from the program or to terminate the program at any time.

The employee agrees to work at the official work location or telecommuting location, and not from another unapproved site without the prior written consent of the Supervisor.  Failure to comply with this provision may result in the termination of the agreement and/or other appropriate disciplinary action.

Scheduling: The Library reserves the right to make temporary modifications to the employee’s schedule in order to meet the Library needs for the efficient operation of the Library.  The employee will be required to attend department meetings, staff meetings, any such mandatory meetings and training as may be required by the Library even if these meetings or trainings are scheduled during the employee’s normal telecommuting hours.
Telecommuting Work Plan:  
Attach on a separate page a description of the employee’s duties; a description of how telecommuting will assist the employee in meeting the goals and needs of the department; an explanation of how work output will be reviewed and monitored; and an explanation of how supervision will be provided.


Work Hours and Location:  The following are the working hours and locations which are agreed to as part of the Telecommuting Agreement:

Official Work Location: ___________________        	Tel#: ________________ 

Telecommuting Location: _________________	        	Tel#: __________________	
								

Employee Name: _________________________________
	
General Work Hours:

	
Day
	From
	  To
	Location

Office                Telecommute
	Total Hours Worked
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Lunch Break

	
	               
	
	

	Tuesday

Lunch Break

	
	
	
	

	Wednesday

Lunch Break

	
	
	
	

	Thursday

Lunch Break

	
	
	
	

	Friday

Lunch Break

	
	
	
	

	Saturday

Lunch Break

	
	
	
	

	
Sub - Total of Hours Worked

Grand Total of Hours Worked 
	










Employee Name: _________________________________

This Agreement is not a contract for or an offer of employment or continued employment.  The Library reserves the right to modify the terms, conditions or policies set forth herein at any time, or to cancel employee’s participation in the program, or to terminate the telecommuting program at any time.


We agree to abide by the terms and conditions of this agreement.



_________________________________________  	Date: _________________
(Employee Signature)

_________________________________________  	Date: _________________
(Supervisor Signature)

__________________________________________ 	Date: _________________
(Director Signature)

