


The Library’s Hybrid Work Submission Form –              Civil Service Employees and Academic Professionals
(last updated 4/10/2023; 11/19/2023, 4/15/2024)

Employee to complete this section and submit to their supervisor - 

Employee Name: __
Supervisor Name: __
Date submitted to Supervisor: __	
Specify which days/times employee will be off-site: __

For more information about the Remote/Hybrid Work Request Process – University Library Guidelines and Workflows.
___________________________________________________________________________________

Employees and their Supervisor to complete this section in preparation for the Supervisor’s discussion with the Unit Head/AUL/Director/Asst Dean -

If this request is approved, it will minimally have some impact on unit operations and services.
Describe the impact this request will have on the quality of services to students, faculty, staff, and the public. 

Describe the impact this request has on colleagues’ workload and/or workflow.

Describe the impact this request has on the unit’s ability to deliver timely services to patrons.

Please describe the unit’s plans/understanding of coverage related to hybrid workers if on-site presence is needed on a day this employee will typically work off-site.

Describe the communication protocols between yourself and others (supervisor, peers, etc).

[bookmark: _Hlk131165382]Check any of the following that apply to you:
___	Have a dedicated private office/cubicle in a library facility.
___	Have a dedicated workspace in a library facility.
___	Share an office in a library facility.

Supervisor to complete this section-

Please assess the employee’s response to the question about “Describe the impact this request has on colleagues’ workload and/or workflow.” 

Can all the on-site work responsibilities be done while they are on-site?  If not, please describe how the job responsibilities will be completed remotely.

[bookmark: _Hlk128565103][bookmark: _Hlk128564901][bookmark: _Hlk128565828]Does the employee’s job description include any on-site responsibilities? If yes, please describe how that work will be accomplished remotely.

How will you create an effective work environment, including participation in meetings and other unit activities?

Please describe how the unit will manage an effective work environment that accommodates the needs of on-site, hybrid, and remote employees without creating disparities between individuals?

Unit Head to complete this section-
[bookmark: _Hlk164060300]Please complete the “Unit Overview of Schedules” Spreadsheet to submit with your unit’s submissions.


The employee and supervisor should begin reviewing and discussing the answers for the University Remote and Hybrid Agreement form questions which are listed below for review.  Prepare the answers in this document so they can be cut/pasted into the online form if approved to move forward.

To complete the University agreement, employees will need to have the following information:
· Name or NetID of Authorized Department/Unit Administrator – (Directions will be provided by Library HR in step 4 of the process.)
· Name or NetID of Approving Supervisor – The employee’s direct supervisor. (Directions will be provided by Library HR in step 4 of the process.)
· [bookmark: _Hlk131165008]Start and End/Renewal/Reevaluation Dates of Remote or Hybrid Work Arrangement – (Reviews must be completed at least once a year either in May 15or December 15.)
· Remote Work Address – The address the employee will perform work (typically home address).
· Employees’ Work Phone Number
· Description of the workspace at the remote location – Should include details such as whether the space is open or private, if others will be present in the workspace, a description of the physical workspace, and any other information relevant to the agreement.
· Remote Work Category – Full remote or hybrid, in or out of state.
· Description of weekly schedule – Include details such as the number and days of the week the employee will work remotely.
· Regular remote work hours – The hours the employee will work each day when working remotely.
· List of university assets to be used at the remote work location, including the item ID number where applicable.
· List of university information systems to be accessed from the remote work location.
· List of non-university equipment to be used at the remote work location.
· Description of the work to be performed via remote work arrangement – Based on the employee’s official job description and should describe in detail what work is expected to be done while working remotely. Employees working a hybrid schedule should include details regarding work that can and will be performed from home and what work must be completed while working in the office. 
· Description of communication protocols established for the arrangement. – Should include both general communication methods (such as Skype, Zoom, etc.) and any specific expectations regarding communication, such as standing meetings the employee is expected to attend or availability during work hours to take phone calls, etc.




2


 


1


 


 


The Library’s Hybrid Work Submission Form


 


–


 


             


Civil Service Employees and Academic Professionals


 


(last updated 4/10/2023; 


11/


19/


2023


,


 


4/


15


/2024


)


 


 


Employee to complete this section and submit to their supervisor 


-


 


 


 


Employee Name:


 


__


 


Supervisor Name:


 


__


 


Date submitted to Supervisor:


 


__


 


 


Specify which 


days/times


 


employee will be off


-


site:


 


__


 


 


For more information about the 


Remote/Hybrid Work Request Process 


–


 


University Library 


Guidelines and Workflows


.


 


___________________________________________________________________________________


 


 


Employees and their Supervisor to complete this section in preparation for the 


Supervisor’s discussion with the Unit


 


Head/


AUL/Director/Asst Dean 


-


 


 


If this request is approved, it will minimally 


have 


some impact 


on unit operations and services.


 


Describe the impact this request will have on the quality of services to students, faculty, staff, and the 


public. 


 


 


Describe the impact this request has on colleagues’ workload and/or workflow.


 


 


Describe the impact this request has on the unit’s ability to deliver timely services to patrons.


 


 


Please describe the unit’s plans/understanding of coverage related to hybrid workers if on


-


site 


presence is needed on a day this employee will typically work off


-


site


.


 


 


Describe the communication protocols between yourself and others (supervisor, peers, etc).


 


 


Check any of the following that apply to you:


 


___


 


Have a dedicated private office/


cubicle


 


in a library facility


.


 


___


 


Have a dedicated workspace in a library facility


.


 


___


 


Share an office in a library 


facility


.


 


 


Supervisor to complete this section


-


 


 


Please a


ss


ess the employee’s response to the question about “Describe the impact this request has on 


colleagues’ workload and/or workflow.” 


 


 


Can 


all


 


the on


-


site work responsibilit


ies


 


be done while they are o


n


-


site


? 


 


I


f not, please describe how the job 


responsibilities will be completed remotely.


 


 


Does the employee’s job description include any on


-


site responsibilities? If yes, please describe how that work 


will be accomplished remotely.


 




  1     The Library’s Hybrid Work Submission Form   –                 Civil Service Employees and Academic Professionals   (last updated 4/10/2023;  11/ 19/ 2023 ,   4/ 15 /2024 )     Employee to complete this section and submit to their supervisor  -       Employee Name:   __   Supervisor Name:   __   Date submitted to Supervisor:   __     Specify which  days/times   employee will be off - site:   __     For more information about the  Remote/Hybrid Work Request Process  –   University Library  Guidelines and Workflows .   ___________________________________________________________________________________     Employees and their Supervisor to complete this section in preparation for the  Supervisor’s discussion with the Unit   Head/ AUL/Director/Asst Dean  -     If this request is approved, it will minimally  have  some impact  on unit operations and services.   Describe the impact this request will have on the quality of services to students, faculty, staff, and the  public.      Describe the impact this request has on colleagues’ workload and/or workflow.     Describe the impact this request has on the unit’s ability to deliver timely services to patrons.     Please describe the unit’s plans/understanding of coverage related to hybrid workers if on - site  presence is needed on a day this employee will typically work off - site .     Describe the communication protocols between yourself and others (supervisor, peers, etc).     Check any of the following that apply to you:   ___   Have a dedicated private office/ cubicle   in a library facility .   ___   Have a dedicated workspace in a library facility .   ___   Share an office in a library  facility .     Supervisor to complete this section -     Please a ss ess the employee’s response to the question about “Describe the impact this request has on  colleagues’ workload and/or workflow.”      Can  all   the on - site work responsibilit ies   be done while they are o n - site ?    I f not, please describe how the job  responsibilities will be completed remotely.     Does the employee’s job description include any on - site responsibilities? If yes, please describe how that work  will be accomplished remotely.  

