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Supervisor 
confirms that the 
position and the 

employee is 
eligible for some 
level of remote 

work.

Employee submits a Telework 
Request and Agreement form 

(sections A-C) to their 
supervisor.

Employee and supervisor 
discuss the remote work 
schedule and completes 

sections D-F of the Telework 
Request and Agreement. 

Employee and supervisor 
review resources for effective 
remote work arrangements. 

Remote work request is now 
reviewed by the next level 

supervisor to confirm 
eligibility.

Does the 
employee have 
concerns about 

working on 
campus due to a 

disability or 
medically related 

reason?

The employee works 
on campus.

The employee contacts the 
Leaves & Accommodations 

Coordinator in HRS at 
hrs-leaves@uni.edu.

Final 
determination 
indicates the 

position and the 
employee are 

eligible for some 
level of remote 

work?

Yes

No

All telework requests will go through at 
least two levels of review to determine 
remote work eligibility.

YesNo

Yes

No

Supervisor Resources

Employee Resources

Telework Resources

Human Resource Services  /  027 Gilchrist Hall  /  Cedar Falls, IA 50614-0034  /  P 319-273-2422  /  Fax 319-273-2927  /  hrs.uni.edu

Telework Request 
and Agreement

mailto:hrs-leaves@uni.edu
https://hrs.uni.edu/policies/telework#supervisors
https://hrs.uni.edu/policies/telework#employees
https://hrs.uni.edu/policies/telework
https://hrs.uni.edu/
https://hrs.uni.edu/sites/default/files/documents/uni_telework_agreement.pdf
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