
 
 

1 
 

 
REMOTE WORK POLICY 

 
Beth Israel Lahey Health (BILH) is adopting this policy in order to enable remote work arrangements for 
employees in positions where they can perform the essential functions of their roles outside of the physical 
office, either on a full-time or hybrid (part-time) basis.  This policy outlines the procedures for 
implementing a remote work arrangement and the expectations for employees who are working remotely.  
This policy will supersede the “Telecommuting for Disaster Response” policy adopted by BILH at the outset 
of the Coronavirus pandemic and any other telecommuting or remote work policy. 
 
Eligibility for Remote Work 
Positions eligible for remote work will be determined on a department-by-department basis and solely based 
upon the organizational needs.  Each department will take into account the following factors in determining 
whether there are positions within the department that are suitable for remote work:  the ability to perform 
the essential functions of the job off-site; the requirement for direct, face-to-face interaction with patients 
and/or other staff; the  nature of the work and whether it requires in-person team collaboration; the ability to 
measure work output while working remotely; space constraints; and availability of the tools necessary for 
employees to perform work remotely, among other operational considerations.   
 
Department leaders will communicate the decision about eligibility for remote work to those positions 
that are determined eligible.  As a general rule, where positions are approved for a hybrid remote 
working arrangement, it will be expected that employees will work onsite a minimum of 60% of the time.  
Employees in positions that are approved for a remote work arrangement (whether full-time or hybrid) 
must complete an Employee Remote Work Agreement and return that Agreement to his/her manager 
prior to beginning the remote work schedule. 

 
All remote work arrangements under this Policy will be evaluated on an ongoing basis to ensure that the 
schedule, work assignments, and work conditions are meeting the operating needs of the department and 
BILH, at BILH’s discretion.   
 
Hours of Work/Timekeeping/Pay 
Employees with approved remote work arrangements are expected to work during the employee’s regular 
scheduled hours of work, or as directed by their supervisor; to be available via phone and email during 
those hours, according to response-time standards established by the department; and to minimize any 
personal or other business during working hours.  Non-exempt (hourly) employees must document all 
hours worked from the beginning to the conclusion of their work day in accordance with BILH’s timekeeping 
practices and should take appropriate meal and other breaks.  If the usual timekeeping process cannot be 
used, alternate arrangements for timekeeping and certifying time worked must be made with the supervisor.  
Overtime work for a non-exempt employee must be pre-approved by the employee’s supervisor.  All hours 
worked will be paid according to applicable law.  Failure to record time worked or working overtime without 
approval may result in disciplinary action, up to and including termination of employment.    
 
A remote work employee must obtain approval before taking leave or paid time off in accordance with BILH’s 
paid time off and leave policies.  Employees who are assigned to work remotely and are not able to work, for 
example, due to illness, family illness, or other factors, will be required to use paid time off and may be 
eligible for a temporary leave of absence.  Exempt staff should follow local time-keeping policies. 
 
Employees with an approved remote work arrangement may be required to attend regular or periodic 
meetings on site at BILH at the discretion of his/her/their manager outside of the employee’s normal onsite 
work arrangement, if any.  
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Remote Work Site/Safety 
The employee is responsible for ensuring that the remote worksite has a private, dedicated work 
space and is maintained by the employee in a safe manner, free from hazards.  The remote work 
employee is responsible for immediately informing his/her supervisor of any injury that occurs during the 
employee’s defined work hours at the remote worksite.  The remote work employee cannot hold business 
visits or meetings with professional employees, customers, or the public at the remote worksite.  BILH has 
the right to visit the remote worksite to ensure that it meets organizational safety standards.  Such visits 
will be scheduled with at least 24 hours’ advance notice. 
 
An employee with an approved remote work arrangement that permits remote work more than 2 days 
per week will not be assigned an individual work space in a BILH facility and instead will have access to 
shared workspace, if needed. 
 
Remote Access, Data Security, Confidentiality, and Privacy 
Departments should work with Information Technology to arrange for remote access and other work 
related technologies, such as conference lines, video conferencing services, and helpdesk services to 
support any approved remote work arrangements.   
 
Employees are expected to comply with all BILH policies and procedures relating to data security, 
confidentiality, and privacy (including HIPAA).  BILH records, files and documents should be protected from 
unauthorized disclosure or damage at the remote worksite.  Before working remotely, employees must 
comply with all BILH policies and procedures for remote access, including encryption requirements.  
Employees should contact the BILH’s information technology department for information relating to these 
requirements and for set up instructions.  Employees must also work with management to ensure 
appropriate data security, confidentiality, and privacy while working remotely.   
 
The security of BILH property in a remote worksite or being transported between home and office is as 
important as it is at BILH’s worksite.  Employees working remotely are expected to take reasonable 
precautions to protect equipment from theft, damage, or misuse.  Any BILH material taken home should be 
kept in a separate designated remote work area and not made accessible to others.  In no case should the 
remote work employee take propriety or confidential materials home except with the advance approval of 
his/her manager. 
 
Equipment and Materials 
BILH may provide, at its discretion, equipment and materials needed by employees working remotely to 
effectively perform their duties. Equipment purchased by BILH should be maintained in good working 
condition by the employee and will remain the property of BILH at all times.  BILH-owned equipment and 
software may only be used for BILH business purposes.  Remote work employees are responsible for 
protecting BILH-owned equipment from theft, damage and unauthorized use.  Employees must immediately 
report damage to or theft of equipment to management. Remote work employees must return all BILH 
equipment in good working order and immediately upon the request of BILH. Remote work employees may 
not duplicate BILH-owned software.  Equipment must only be used by authorized employees.  
 
BILH may permit the use of employee-owned equipment if used with proper security and access tools. When 
remote work employees are authorized to use their own equipment, BILH will not assume responsibility for 
the cost of equipment, repair, service, theft or loss. The cost for maintenance of BILH equipment will be 
covered by BILH, if approved by department management in advance.  
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Work Performance and Compliance with BILH Policies 
All remote work employees are expected to continue to maintain all performance standards, including 
quality, productivity and customer service standards.  If a manager concludes that an employee working 
remotely is not maintaining performance standards or is not performing as agreed in the Remote Work 
Agreement, the employee will be subject to performance management and discipline, up to and including 
temporary or permanent suspension of the remote work arrangement and/or termination of employment. 
 
Remote work employees are required to comply with all BILH policies and guidelines while working remotely, 
as if he/she/they were at a BILH facility.  Failure to follow policy and procedures may result in termination of 
the remote work arrangement and/or disciplinary action, up to and including termination of employment.   
 
Employment with BILH remains at-will and nothing in this policy or its supporting documents, including the 
Remote Work Agreement, constitutes a contract of employment or promise of continued employment.  
 
 
 


