
TELECOMMUTING REQUEST FORM 

 

 12/2023 

For what purposes are you requesting to telework? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

Desired Start Date:  __________________ Desired End Date:  __________________ 

 

How many hours a week are you requesting to telework? _____________________________ 

 

What is your anticipated daily schedule of telework?  

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

How often and by what means will you maintain contact with your supervisor? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

What tasks, responsibilities or job duties do you expect to complete while teleworking? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

 



TELECOMMUTING REQUEST FORM 

 

 12/2023 

 

What tasks, responsibilities or job duties will be unable to complete while teleworking? 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

How will you track your work results and productivity? ________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

I acknowledge I have read, understand and agree with Section 4.9 Telecommuting of the Lake 

Bluff Public Library’s Personnel Policy. I understand that the Library may also cancel or 

suspend telecommuting privileges at any time and for any reason. 

___________________________________________________________________________  
Employee Printed Name   Employee Signature    Date 

 
 
___________________________________________________________________________  
Supervisor Signature         Date 
 
 
 
 
 
Library Director Authorization 

 Approved 

 Approved with conditions: __________________________ 

 Denied; explanation will be provided via email  

 
_________________________________________________ 
Library Director Signature    Date 
 













 

Lake Bluff Public Library  

Personnel Policy - 4.9 Telecommuting 
 
4.9 Telecommuting 

The Lake Bluff Public Library recognizes that employees may request a flexible, accessible and 
supportive work environment that provide the opportunity to work from home or another off-site 
location for all or some of their regularly scheduled work hours. Although not all positions can be 
performed satisfactorily from other locations, the Library sees telecommuting as an option that can be 
mutually beneficial option for both the organization and employee. 
 
Eligibility and Requirements 
Eligible candidates for telecommuting arrangements should: 

 Have worked at the Library for minimum of six months; 

 Possess good time-management and organizational skills, be self-motivated, self-reliant, and 
disciplined as assessed by the Library; and 

 Be responsible for work that has clearly defined tasks, measurable activity and does not require 
the individual's presence in the workplace.  

 
In order to telecommute, the following basic requirements must typically be met: 

 Employees must be able to carry out the same duties, assignments, and other work obligations 
at their home office as they do when working on the Library's premises. 

 Employees must be reachable by phone, email, or any of the Library’s communication channels 
when telecommuting. 

 Employees must develop a telecommuting schedule and are required to work a percentage of 
their weekly budgeted hours in the Library building; the in-building and work from home 
schedules must be reviewed and approved by the Library Director in writing. 

 Employees must be available to attend Library meetings and participate in other required 
workplace activities virtually during telecommuting. 

 Employees must arrange for child/elder care during their work hours. 

 Employees who telecommute may be required to attend these meetings and other activities in 
person in the building.  

 
An employee’s duties, obligations, responsibilities, conditions of employment and compensation remain 
unchanged when teleworking. The employee will be expected to follow Library policies and guidelines 
while teleworking. 
 
Telecommuting Requests 
Telecommuting arrangements are approved by on a case-by-case basis. Approval of telework requests 
will be based on one or more of the following: library needs, employee needs, in-person work priorities, 
library-owned and employee-owned resources to support telework, social distancing requirements, an 
employee’s ability to demonstrate sufficient productivity while teleworking, or other factors specific to a 
particular request. 
 
Not all positions can be performed from off-site locations. For example, part time positions budgeted for 
less than 20 hours per week who are tasked with providing direct face-to-face customer service with 
patrons in the building are not generally suitable for telecommuting arrangements.  
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Employees interested in telecommuting arrangements should, first, discuss the matter with their 
manager. After discussion, the manager may approve the request to be submitted to the Library 
Director if telecommuting meets the needs of the individual employee, while also meeting the needs of 
the department. Next, the employee will complete the Telecommuting Request Form with their 
manager and submit it to the Library Director. The request form will be reviewed by the Library Director. 
Follow-up discussions with the employee and their manager may be required before approval. 
 
Once approved, the telecommuting arrangement will specify the number of hours to be worked 
telecommuting and the specific time in which this will occur (e.g., every Tuesday, the first Monday of the 
month, etc.). As needed, the Library Director has the authority to support flexibility in an employee’s 
approved telecommuting schedule at their sole discretion. 
 
The Library Director has the authority to deny the approval of telecommuting requests based on the 
needs of the Library. The Library Director may also cancel or suspend employee telecommuting 
privileges at any time and for any reason. 
 
Telecommuting Provisions 
The Library will provide the following equipment for telecommuting: 

 Laptop and power cord 

 Mouse and headphones 

 Laptop bag 

 External hard drive and adapter 

 Software programs installed on computer equipment to complete required task 
 
The Library will not provide the following for telecommuting: 

 Office furniture, such as chairs and desks 

 Phone equipment 

 Wi-Fi or Internet  

 Lighting 

 File cabinets 
 
Requests for additional telecommuting equipment or office furnishings should be submitted to the 
Library Director. Additional requests or exceptions will be reviewed on a case by case basis and 
discussed with the individual employee as budget allows. The purchase of additional telecommuting 
equipment shall be at the sole discretion of the Library Director.  
 
In January 2019, the Illinois Wage Payment and Collection Act was amended to require all employees to 
pay staff for expenses incurred while staff are required to work from home. As such, Lake Bluff Public 
Library will reimburse employees for reasonable, pre-approved business expenses incurred while 
conducting library business at their home office. 
 
Safety and Security 
Employees are responsible for equipping and maintaining their home offices so that they can accomplish 
their work in a safe and efficient manner.  
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Library-owned equipment provided for telework shall be used solely by the employee for Library 
purposes only and kept in a secure location. Employees shall maintain regular password maintenance, 
follow virus prevention techniques and take other appropriate measures to insure Library-owned 
equipment and data does not become infected.  
 
Consistent with the organization’s expectations of information security for employees working at the 
office, telecommuting employees will be expected to ensure the protection of proprietary information 
accessible from their home office. In addition, the employee will be responsible for maintaining the 
security of and working order of the equipment provided by the Library.  
 
Documents and other records created using employee-owned equipment shall remain Library property 
and are subject to Freedom of Information Act (FOIA) requests and records retention laws. Employees 
shall protect the confidentiality of Library records at all times.  
 
Any loss, damage, or unauthorized access of Library-owned equipment shall be reported to the 
employee’s immediate supervisor at the earliest reasonable opportunity. The Library is not responsible 
for damage or repairs to employee-owned equipment. 
 
Injuries sustained by a remote work employee while at their home or other remote work location, and 
in conjunction with work duties being performed for the Library, are normally covered by the Library’s 
workers’ compensation insurance coverage.  Remote work employees are required to notify 
Administration of any injuries and complete an accident/illness/injury report in a timely manner.  A 
remote work employee is liable for any injuries sustained by visitors to the remote work employee’s 
work site. 
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