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Flexible Working Arrangements 

The Department of Family Medicine is amenable to flexible work arrangements for faculty and staff to 
assist employees with meeting their personal work performance goals and family needs. All requests for 
alternative work schedules and work spaces are considered on a case-by-case basis, to ensure coverage 
for department operations and to serve the department as a whole with no expense to quality. 

Occasional work-from-home days or schedule adjustments are generally easily accommodated with 
prior notice to the appropriate supervisor.  

More involved flexible work arrangements may include: 

 Regular flextime schedules (ten hour days, varied start/stop times)  

 Alternative workspaces (VPN from home) 

 Job sharing (two part-time people share one full time job) 
 
The Director of Finance and Administration, the Human Resources Manager, and the employee’s direct 
supervisor will evaluate each request based on staffing needs, the employee’s job duties, the 
employee’s work record and the employee’s ability to temporarily or permanently return to a standard 
work schedule/space if needed.  The group will determine whether the arrangement is practical and 
how to implement the solution.  All employees requesting to work remotely will be required to 
complete two Skillsoft training courses regarding telecommuting prior to having their flexible working 
arrangement request approved (Maximizing Productivity as a Remote Employee and Communication 
Strategies for the Remote Employee). 

All requests for employees to work remotely regularly and/or more than one day per week require the 
employee to sign a Flexplace Participation Agreement and are subject to approval by the Dean, the 
Provost and the Assistant Vice Chancellor of Human Resources. 

All employees working remotely will be required to adhere to the DFM’s performance and productivity 
standards and to maintain availability by telephone during the agreed-upon working hours. Employees 
working remotely may be required to furnish their own computer and internet access, and can expect 
limited technical support regarding VPN access issues.  

Nonexempt employees with flexible work arrangements are not permitted to work overtime without 
prior written approval and must keep accurate records of their time worked. Nonexempt employees 
who are unable to work remotely due to technical difficulties are not paid for their time and must use 
paid time off in order to be paid. 

All employees working remotely are required to ensure that appropriate security measures are taken 
with University data, using encryption as needed and following CU’s information security and HIPAA 
regulations.  All work should be performed via VPN and no information should be stored on the 
employee’s home computer. 

Remote employees acknowledge and understand that certain aspects of their employment, including 
computer files, documents prepared or used by the employee in the scope of their employment, and 
computers and phone lines used during work hours may be monitored without notice. 
 


