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University Policy 101.22

• University Policy 101.22: Flexible Work and Telework Arrangements for SHRA 
and EHRA Non-Faculty Employees

• Revised May 15, 2022

• Applicability

• All SHRA and EHRA non-faculty employees, full-time and part-time permanent, 
probationary, temporary and time-limited employees.

• Flexible Work Arrangements are made and approved at the sole discretion of 
the University and must be in compliance with applicable policies prior to being 
communicated as being approved to the employee and implemented



Types of Flexible Work Arrangements

• Flexible schedule
• Allow a supervisor to adjust an employee’s work schedule to accommodate a business need 

or respond to unusual personal circumstances of an employee, provided that the employee 
continues to work the total weekly hours required congruent with their employment status.

• Telework
• A supervisor, with appropriate Vice Chancellor approval, directs or permits an employee to 

perform some of their job duties away from their primary workplace, so long as they meet 
the same performance expectations and any other approved and agreed upon terms.

• Remote work
• An employee works off campus 100% of the time. An employee engaging in Remote Work 

may have a primary work station that is within commutable distance (no more than 100 
miles) from campus. 



General Requirements

• Only Certain Position Are Eligible
• The University will offer options of flexible schedules, telework and remote work to employees 

whose job duties allow for this flexibility with appropriate approvals from supervisors and, 
where required, divisional vice chancellors.

• When Do You Need to Use the Telework Form
• All agreements for teleworking or remote work that will be in place for longer than 30 days 

must be documented using the telework/remote work agreement form and reviewed annually. 
• Arrangements of less than 30 days are available for emergency situations.

• Required Training for Employees and Supervisors
• Online training is required for all employees and supervisors prior to the approval of a 

telework/remote work agreement. 
• Business Officers are responsible for working with the Deans/Vice Chancellors to assist with 

training, managing, and implementing the process for flexible work arrangements for their 
units.



The Approval Process

1) Employee: The employee will be responsible for completing and submitting the Flexible Work 
form to their supervisor. Signature of the employee on the form indicates that they 
understand and agree to the conditions outlined on the form.

2) Supervisor: The supervisor is responsible for reviewing, endorsing, and routing the form to the 
Divisional Vice Chancellor for approval. 

3) Divisional Vice Chancellor: The Vice Chancellor will review and approve all requests from their 
division except for out-of-commutable distance and out-of-state arrangements.

4) Associate Vice Chancellor for Human Resources: AVC-HR or designated representative  will be 
responsible for reviewing all Flexible Work Arrangement forms to ensure compliance with the 
Policy and all related state and federal requirements. 



The Renewal Process

1) Existing telework/remote agreements must be reviewed by the 
manager/supervisor at the beginning of each academic year (by Sept.1)

2) Employees should only use the renewal form if there are no changes 
required to the existing telework/remote work arrangement

3) The renewal form will remain effective for up to 12 months (between 
Sept. 1 – Aug. 31, annually). 

4) The renewal end date will be August 31 or before regardless of the start 
date to align with the academic year.



Duration & Termination of 
Telework/Flexible Work Arrangements

• The maximum term of all Telework/Remote Work Agreements is one year.

• Telework/Remote Work Agreements may be renewed for successive one-year 
terms if approved by the supervisor and divisional Vice Chancellor.

• University may terminate a Telework/Remote Work Agreement at any time 
based on the needs of the University, including for positions initially established 
with Telework or Remote Work arrangements. 

• Should the University terminate an employee’s Telework/Remote Work 
Agreement, the University will provide the employee with at least ten (10) 
business days’ notice to enable the employee to prepare for the return to the 
campus workplace.



Telework/Remote Work 
Arrangement Form







Telework/Remote Work 
Arrangement Renewal Form



Telework/Remote Work Arrangement Renewal Form



Common Mistakes To Avoid

❖ The employee has not completed the required Contributing as a Virtual Team 
Member training

❖ The manager/supervisor has not completed the required training Establishing 
Effective Virtual Teams

❖ Agreement was not forwarded to the Divisional Vice Chancellor

❖ Agreement end date exceeds one year or August 31 

❖ Agreements must have an end date of on or before August 31 to align with the academic 
year regardless of the start date

❖ Employee remote work location physical address is incomplete



Teleworking Out-of-State 

• If a potential need arises for an employee to work for the University from a 
worksite outside of North Carolina for more than one month, the employee 
must complete an Out-of-State Work Arrangement Request Form at least 60 
calendar days prior to the proposed start date of the arrangement. 

• Employees considering a Teleworking or Remote Work arrangement outside 
the State of North Carolina must review the out-of-state employee guidance.

• Any arrangement which is out of state or beyond 100 miles from campus must 
be approved by the AVC-HR and reported to the University Tax Office prior to 
starting. There is a separate form to be completed for out-of-state 
arrangements.



Understanding The Intersection 
Between 

Teleworking and Medical Leaves



Teleworking and the FMLA

• Flexible Work Arrangements are not a substitute for sick leave or FMLA leave.
• In cases in which an employee requests permission to Telework or Remote 

Work temporarily due to a medical emergency, a completed and approved 
Telework/Remote Work Agreement is required even if the arrangement does 
not exceed 30 days.

• Applies to a continuous leave of absence. 
• A medical certification form or a fitness for duty statement completed by the 

employee’s treating physician must be submitted in order to determine if the 
employee is able to Telework/Remote Work and what, if any, restrictions or 
accommodations are necessary.



Teleworking and the FMLA
Important Reminders!

❑ Teleworking employees must report their need for FMLA leave to their 
supervisor as soon as they become of their need for leave

❑ Complete the required FMLA forms and provide supporting documentation as 
requested by the Benefits Office

❑ Employees are strictly prohibited by University policy from performing any 
University work while on approved intermittent or continuous FMLA leave

❑ Employees on intermittent FMLA must enter their FMLA leave time in Kronos
❑ If employee is on continuous FMLA, the supervisor is responsible for entering 

the time in Kronos
❑ Employees must submit a return-to-work form from the provider before 

coming back from FMLA leave



Teleworking As A 
Reasonable Accommodation

• Teleworking may be approved on a temporary or as-needed basis as 
a reasonable accommodation to address a variety work-related 
barriers

• Examples of work-related barriers can include: 
• Difficulty commuting to and from work due to disability-related reasons
• Environmental issues (e.g., construction activities, exposure to 

chemicals/irritants, temperature sensitivity, problematic lighting, etc.)
• Lack of privacy to manage personal/medical needs, like using the restroom, 

taking medication, or receiving treatment



Teleworking As A 
Reasonable Accommodation

• Employees must communicate their need for an ADA accommodation to 
their supervisor as soon as they become aware of such need

• Employee is responsible for completing the required ADA forms and 
submitting supporting documentation as requested by Human Resources

• A telework arrangement will only be approved as a reasonable 
accommodation if the employee is able to perform all of the essential 
functions of the job while teleworking

• Employee must agree to abide by the terms of the ADA approval letter 
and University Policy 101.22



Teleworking and Workers’ Compensation

• Employees working under a flexible work arrangement, including at an 
alternate work site, are covered by the University’s workers’ 
compensation policy for any job-related injuries that occur in the course 
and scope of employment during approved work hours

• In cases where the home and alternate work location are the same, 
workers’ compensation will not apply to non-job-related injuries that 
might occur at the off-site alternate work location

• Employees must immediately report any job-related injury occurring at 
an alternate work location to their supervisor and submit the Employee 
Incident Report form

• Failure to comply with workplace safety standards may impact workers 
compensation eligibility



Important Links & Resources

❑ University Policy 101.22, Flexible Work Arrangements for SHRA and EHRA Non-Faculty Employees

❑ Docusign: Telework/Remote Work Agreement/Request Form -

❑ Required Supervisor Training: Establishing Effective Virtual Teams (30 min)

❑ Required Employee Training: Contributing as a Virtual Team Member (18 min)

❑ Flexible Work Arrangements - FAQs

❑ Telework and Remote Work Self-Certification Checklist

❑ Telework Guidance for Supervisors

❑ PIM-16 Normal and Variable Work Schedule for SHRA Employees Subject to the FLSA

❑ University Policy 701, Campus Operation Status, Including Adverse Weather and Emergency Events

❑ UNC Charlotte Standard for Teleworking and Remote Work (OneIT)

❑ Out-of-State Employee Guidance
❑ Out-of-State Work Approval Form

https://legal.charlotte.edu/policies/up-101.22
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=d01df69a-503b-40b1-8120-a747ffb40e64&env=na3&acct=2e487ef3-3b0c-472a-952d-e2c867e0db2d&v=2
https://unccharlotte.percipio.com/courses/9f297990-9e05-11e7-b36b-e758691dfee8/videos/d1f57900-9e05-11e7-981c-e6485196e111
https://unccharlotte.percipio.com/courses/a823d5f0-802b-11e8-8305-21229c9dd428/videos/c1d79400-802b-11e8-8305-21229c9dd428
https://spaces.charlotte.edu/display/FAQ/Flexible+Work+Arrangements
https://legal.charlotte.edu/sites/legal.charlotte.edu/files/media/2022-05-15_Telework-Remote%20Work-Self-Certification%20Checklist-FINAL%20EFFECTIVE.pdf
https://hr.charlotte.edu/sites/hr.charlotte.edu/files/media/2022-05-15_Telework%20Guidance-Supplemental%20to%20UP-101.22-FINAL%20EFFECTIVE.pdf
http://hr.uncc.edu/pims/normal-and-variable-schedules-spa-staff-employees-subject-wage-and-hour-provisions-fair-labor
http://legal.uncc.edu/policies/up-701
http://itservices.uncc.edu/iso/standard-teleworking
https://finance.charlotte.edu/resources/controllers-office/out-state-employees
https://finance.charlotte.edu/resources/tax-office/out-state-work-approval-form


Questions?


