REMOTE WORK POLICY DURING PANDEMIC

The Bay County Library System is committed to protecting the health and safety of its employees, in
full compliance with all federal, state and local laws, orders and guidelines, including PA 2020 238
signed in law by the governor on October 22, 2020, the MDHHS Gatherings and Face Order effective
November 18, 2020, the MIOSHA Emergency Rules issued October 14, 2020, and CDC guidelines.

This remote work policy is implemented in supplement to the Library’s Preparedness and Response
Plan, in compliance with MIOSHA Emergency Rule 5(8) prohibiting in-person work for employees to
the extent an employee’s work activities can feasibly be completely remotely. This policy will be
reviewed or rescinded when public health guidelines or business needs change.

All remote work must receive prior approval from the Managing Librarian or Library Director. Approval
for remote work will be based on the nature of the employee’s duties and needs of the library. Not all
positions are appropriate or feasible for remote work.

Guidelines for employees who work from home are set forth below.

To ensure that employee performance will not suffer during time working remotely, employees are
encouraged to:

e Choose a quiet and distraction-free working space

e Have an internet connection that’s adequate for their job

e Dedicate their full attention to their job duties during working hours

e Adhere to all meal and rest break and attendance schedules agreed upon with their
manager and in compliance with state law

Your assigned work schedule while working remotely will be determined by your Managing Librarian.

Employee working remotely must follow all library policies applicable to in-person work.



If needed, the library will provide a laptop for use during work from home.

Equipment that is provided to employees remains the property of the Library. The Library retains
control over the property and reserves the right to monitor Library property even when used at the
employee’s remote location. Employees must keep all Library property safe and avoid any misuse.
Equipment supplied by the Library is to be used for business purposes only. Employees must take proper
measures to secure library information, assets and systems.

Upon termination of employment, all Library property must be promptly returned to the Library.
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