
Decision Tree for Requests for Remote Work 
Remote work decisions must be approved by the Dean or AVP  

of the department with approval from the Division VP 
 

 

 

 

After running the request through the 
chain of command and receiving 

approval, the request may be approved.  
Complete a Remote Work Agreement and 

ensure the employee submits Remote 
Work Logs regularly for proper oversight 

(recommended at least weekly). 
 

-END- 

 

Are there ways to modify the 
employees work or environment to 

accommodate their concerns? 
(Refer to blue box) 

 
 

Yes 

 

No 

Refer the employee to the Office 
of AA/EEO to discuss and request 

HR remedies that may be 
available.   

 
-END- 

After discussing 
options with the 

employee, was an 
amicable solution 

agreed upon? 
 

Yes 

 

No 

Implement the agreed 
upon changes. 

(gain approval as 
required through your 

chain of command) 
 

-END- 

Yes 

 

Are you comfortable that the 

employee can perform their job 

productively and satisfactorily 

working remotely? 

No 

Example modifications 

to the work 

environment might 

include flexible 

schedules, relocating 

the workstation to a 

more isolated area, 

reallocating work 

amongst staff to 

minimize interactions, 

or adding safety 

measures like plexiglass. 

Contact your HR 

Partner for any 

questions or 

guidance you may 

need. 
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