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NEW ROCHELLE PUBLIC LIBRARY
REMOTE WORK POLICY

To further the mission and operations of New Rochelle Public Library (NRPL), the NRPL
Board of Trustees adopts this policy to govern the performance of employees working
remotely.

For avoidance of doubt: this policy only applies to those employees not subject to a
Collective Bargaining Agreement (CBA) (i.e., non-union employees). Employees
represented by a union should check the current CBA, particularly if such employees
need to request using remote work as a disability accommodation.

1. TYPES OF REMOTE WORK

There are several situations where NRPL employees may work from a location other
than 1 Library Plaza, New Rochelle, New York or 794 North Avenue, New Rochelle,
New York. The below sections address the policy and procedure applicable to each
scenario.

1.1 Remote work during a weather, facilities, or other emergency may be permitted
by the Library Director but will not be required without notice for employees who
do not routinely work remotely.

1.2  From time to time, the Library Director may announce a system of routine remote
work, applicable to all or most non-union employees. This system may be
changed without notice but, while in effect, will be known as “routine remote
work” until ended or amended through a notice to all employees.

1.3  Attimes, an employee may be able to perform their job reliably and satisfactorily
under a remote work arrangement that applies only to them. Such an “ad hoc”
arrangement will be confirmed in writing by the Library Director, and the Library
Director may end or amend it any time. Such ad hoc arrangements shall not be
used to substitute for disability accommodation under the Americans with
Disabilities Act (ADA).



1.4

Employees who need to work remotely due to a disability must request
accommodation in writing from the Library Director (through the Disability
Accommodation Policy) and must not rely on routine remote work or ad
hoc arrangements. NRPL is committed to granting reasonable accommodations
and encourages employees to ask for and request re-evaluation of
accommodations to ensure accessibility and a supportive work environment.

2. RULES OF REMOTE WORK

Unless specifically altered by an ad hoc or disability accommodation arrangement, the
following applies to all remote work:

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

Employees are not eligible for remote work during their six month hiring probation
period except, if allowed as a disability accommodation, or if hired with the
understanding of working remotely.

Except for those working from home during an emergency, employees are
responsible for ensuring a professionally appropriate environment for their
remote work. If failure to ensure such causes any performance or

communications concerns, such failure will be subject to corrective action.

If an employee is injured during remote work, the injury should be reported
immediately, because such injury may be covered by workers’ compensation
insurance if NRPL promptly files a claim.

Except when notice is provided that requires remote work due to an emergency,
remote work is not required; any employee may choose to only work on site at 1
Library Plaza.

If remote work is identified by a supervisor as impeding performance, the option
to work remotely may be restricted or eliminated, except if allowed as a disability
accommodation.

Travel for work is not considered “remote work” and is covered by NRPL’s rules
for employee travel.

Remote work is not a substitute for sick leave or personal time. Employees
must use accrued hours to take time off work if they are sick, need to take a
family member to the doctor, or for other eligible uses.

All computer equipment and office supplies used during remote work shall be
supplied by NRPL; personal property should not be used to store work-related
data or information. NRPL shall not supply furniture (desk, chair, lighting, etc.) for
use at a remote work location except as part of a budgeted capital initiative
approved by the NRPL Board of Trustees.



NRPL adopts this Remote Work Policy to provide options and flexibility. If you feel there
is an approach or consideration that can make this policy better, please alert the Library
Director.

Adopted by the New Rochelle Board of Trustees on October 9, 2025



