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UTA Libraries Expectations for Remote Work Agreements   August 2025 

Purpose 

UTA Libraries has established an addendum to the University’s Remote Work Agreement 
(RWA) to ensure: 

• Clear expectations and consistency in applying remote work policies. 

• Standardized practices across supervisors and departments. 

• A balance between the benefits of hybrid work and effective onboarding for new 
employees. 

• Integration of performance management expectations for employees and 
supervisors. 

General Guidelines 

• Remote work schedules and locations must be documented and approved through 
UTA’s Remote Work Agreement (RWA) form. 

• RWA forms require annual approval from supervisors, directors, Associate 
University Librarians (AULs), and the Dean. 

• Agreements may be modified or withdrawn if circumstances change. 

Remote Work Hours 

• Employees must work at least 24 hours on campus and may work up to 16 hours 
remotely per week, at the discretion of their departmental director.  The number of 
remote hours allowed may be different based on the needs and functions of the 
department. 

• Remote Work Agreements will not be approved if both requested remote workdays 
are adjacent to a weekend (e.g., Monday and Friday, Monday and Tuesday, or 
Thursday and Friday). 

• For shortened work weeks (holidays or modified summer schedules), remote work 
is limited to one full day (8-10 hours) instead of 16 hours. 

• Remote work hours may be distributed across the work week in segments, rather 
than in full-day blocks, as long as they align with departmental needs and support 
overall productivity and collaboration. 

• Employees must coordinate schedule adjustments with supervisors. 
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New Employee Eligibility 

• New UTA Libraries employees may be required to wait up to 6 months before 
becoming eligible for remote work. 

o This probation period allows for onboarding, relationship-building, skill 
development, and readiness assessment. 

o Directors may approve remote work before the probation period ends if 
appropriate. 

• All RWA decisions must be made in consultation with the supervisor, director, and 
AUL or Dean. 

Expectations for Remote Employees 

To successfully work remotely, employees must: 

• Confirm with supervisor that duties and responsibilities allow for work to be 
completed remotely. 

• Attend in-person meetings and activities. Employees must be present for campus, 
departmental, and Libraries required meetings and events, even on remote 
workdays. If needed, they should consult with their supervisor to adjust their 
schedule. 

• Record their remote work hours on their Outlook calendar and ensure they are 
viewable by library colleagues. This visibility helps facilitate collaboration, referrals, 
and connections by making remote work arrangements clear and accessible - 
supporting, rather than hindering, our shared workflows. 

• Be accessible during remote work. This is defined as responding to Teams messages 
and emails in a timely manner and engaging in virtual meetings with cameras on. 

• Change Teams “set work location” to remote when working remotely. 

• Demonstrate productivity. Remote work output must be comparable to onsite work. 

• Meet deadlines. Employees must adhere to timelines and project requirements. 

• Consult supervisors for any RWA modifications to include switching remote 
workdays within the week. 
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• Ensure that their remote work does not exceed the 16-hour weekly cap. Remote 
work is not intended to “carry forward” into subsequent weeks. 

Expectations for Supervisors 

To effectively manage hybrid work, supervisors must: 

• Assess eligibility to determine if the position and department can support remote 
work. 

• Continually assess how remote work affects users, internal/external partners, 
service points, productivity and departmental effectiveness. 

• Adjust schedules to ensure departmental needs are met and modify remote work 
schedules when necessary. 

• Be present and engaged during the onboarding process until employees are familiar 
with their responsibilities, communication channels, and Libraries operations. 

• Ensure remote work delivers results equal to onsite work. If not, remote work 
agreement should be modified or revoked. 

• Manage exceptions responsibly. Requests for additional remote hours beyond the 
16-hour limit should remain rare and exceptional. Supervisors and employees must 
document each occurrence where remote work exceeds the 16-hour weekly limit. 

 


