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I. INTRODUCTION 
 
The University of Denver thrives by bringing together diverse staff, faculty, and 
students to engage in learning, scholarship, co-curricular activities, athletics, 
creative work, and research. As a residential community with in-person learning 
and research, the University is committed to a vibrant campus experience. To that 
end, the University recognizes that the utilization of flexible work arrangements 
offers advantages for both the University and our employees where these 
arrangements are operationally appropriate. Providing flexible work options  may 
result in increased employee job satisfaction and retention, employee productivity, 
and improved recruitment results. Flexible work options also contribute to the 
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should not assume they may work from home without first obtaining their 
supervisor’s approval. Once the special circumstances cease, such flexible 
work assignments will cease absent a Flexible Work Plan and Flexible Work 
Agreement. 

 
F. The scope of this Policy does not include short-term work that occurs within one 

to two pay periods and is arranged between an employee and supervisor. 
Periodically there may be circumstances of offsite work for various reasons, 
including but not limited to relief of congestion on campus, budgetary 
constraints, or if the unit, due to business need, is transitioning an incumbent 
position to “fully remote.”  
 

G. This Policy does not apply to requests for family medical leave or reasonable 
accommodations as required by law, such as for disability, religion, or creed. 
Such requests are governed by other applicable University policies.  

 
 

III. PROCESS OVERVIEW 
 

A. Work Location Arrangements 
 
1. While the majority of duties for positions at the University are performed 

on campus, there are situations where it is in the best interests of the 
University for certain employees to have an officially designated work 
location off-campus. Work location arrangements may be generally 
defined as: 
 
a. On Campus: The employee's official and primary work location is 

designated to be on campus and an on-site presence is required on a 
regular basis.  
 

b. Remote: The employee's official and primary work location is off-site 
(not in a University owned or rented work space). The employee may 
work remotely on a regular basis but be required to come onto campus 
for meetings and other activities.  

 

c. Hybrid: The employee has a defined schedule in which work is carried 
out some days of the week or month in their official and primary work 
location on campus and some days in an official remote location.   

 
2. The above work arrangements do not preclude employees being allowed 

to occasionally shift their work location between remote or on-campus with 
manager's prior approval and based on University business needs.  
 

3. Each work location arrangement may support the use of the Flexible 
Schedule arrangements described below. 
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4. Employees must promptly notify their supervisor if they seek to change 
their off-
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Chancellor or Dean and may be made only under the following 
circumstances: (a) when a position description requires Remote Work, in 
which case the University will be responsible for providing computer 
equipment and covering the cost of other incidental expenses incurred as 
a direct result of working from home or otherwise required to be 
reimbursed under applicable law, or (ii) at the discretion of the unit with 
equity and/or key performance optimization considerations for such 
decisions. The University does not assume liability for loss, damage, or 
wear of employee-owned equipment.  

 
12. Unless a position’s job description requires the employee to work outside 

the Denver metro area, an employee who elects to reside outside the 
Denver metro area and is authorized to do so under an approved Flexible 
Work Plan, is responsible for expenses for any travel required for in-
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