


The Library’s Hybrid Work Submission Form – Faculty
(last updated 4/10/2023; 11/19/2023, 4/15/2024)

NOTE - Hybrid includes working 100% remote for periods of more than 2 weeks.  Working outside of the US requires additional approval from the System Office and must NOT exceed 59 running calendar days[footnoteRef:1]. [1:  If an employee is requesting to work outside of the US, they should speak with the Assistant Dean for Business and Human Resources to discuss the process for requesting approval.] 


Employee to complete this section and submit to their Unit Head - 

Employee Name: __
Unit Head Name: __
Date submitted to Unit Head: __

Specify which days/times employee will be off-site: __
What day is your regular research day: __

Proposed start date: __
Proposed end date: __
Hybrid work agreements must be reviewed at least once a year either in May or December.

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

Library Faculty Member and their Unit Head to complete this section in preparation for the discussion with the AUL/Director -

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.

[bookmark: _Hlk128565878][bookmark: _Hlk128566014]Unit Heads to complete this section-

[bookmark: _Hlk128565103][bookmark: _Hlk128564901][bookmark: _Hlk129551509][bookmark: _Hlk128565828]Describe any additional impacts (not mentioned above) this request will have on your unit services/workload/workflow? 

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?

Please complete the “Unit Overview of Schedules” Spreadsheet to submit with your unit’s submissions.
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If an employee is requesting to work outside of the US, they should speak with the Assistant Dean for Business and 


Human Resources to discuss the process for requesting approval.
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  If an employee is requesting to work outside of the US, they should speak with the Assistant Dean for Business and  Human Resources to discuss the process for requesting approval.  

