


Space 

• Office suites with public facing reception will be physically staffed during

University business hours by 2+ employees.
• Virtual services will be clearly posted online, in email signatures and on

office doors.
• Individual schedules will vary but should be set such that work hours

(8hrs/day) largely overlap with core hours (i.e. 7 a.m.-3:30 p.m. or 10

a.m.-6:30 p.m.).
• Individuals are encouraged to specify their flexible work location/sched-

ule and contact information on Google calendar and in email signatures.

Work modality decisions will be made at the department/unit level. A variety 

of options will be available to employees and supervisors with the goals of 

ensuring consistency, equity, adaptability and flexibility. Decisions should be 

made based on the "typical" work week. 
• Office based (>80% of time in UMN office)
• Hybrid
• Remote (<20% of time in UMN

office)

Per the UMN flexible workplace 

arrangements outlined to the right, 

CBS further delineates: 

Flexspace and Fixed would be 

the "rule". 

Flextime & Flexspace and Flex

time arrangements that signifi

cantly deviate from core hours 

would be the "exception." 

Decisions regarding office 

closings should continue to fol

low University policy and CBS 

guidelines. 

l 
(I) 
(,) 
cu 
Q. 

Cl) 

j
Fixed 

• work in-person 

• fixed schedule

Fixed ---- Time --- Flexible 

• Over the coming academic year, in consultation with departments and units, 

the College will explore spaces to establish touch-down workstations for 

those working hybrid or remote modalities.

• Collegiate communications will encourage employees to go paperless and 

reiterate training and expectations for safe data practices and appropriate 

document destruction.





• Technology inventory will be included as part of the flexible work ar
rangement approval between supervisor and employee. Inventory prac
tices will be designed and coordinated with CBS-RL T.

• Employees are responsible for establishing, paying for, and maintaining an ad
equate remote workspace that minimizes interruptions and distractions that
would affect work performance.

• Employee expenses for remote work (UMN purchasing guidelines)
• Seating (stools, chairs, etc.)
• Desk
• Additional workstation items as preferred (i.e. headphones)

• The employee is responsible for Internet and phone connection when working
remotely. (Work. With Flexibility. Preliminary Guidelines)

• Employees who regularly answer phone calls are encouraged to con
sider switching to the University's remote telecommunications option,
Clearspan. This option will maintain your University phone number.

Documentation and approval

• Supervisors should work with their employees to evaluate the nature of work,
discuss preferences and limitations of flexible work arrangements, and review
stakeholder needs and expectations.

• It is expected that flexible work productivity levels will match on-campus
expectations.

• Flexible work arrangements should be documented and approved by the
supervisor and signed by the employee.

• Documentation should specify the flexible time and/or space agreement,
expectations related to performance and communication, any changes
needed to workstation technology, and a timeline to review the flexible
work arrangement.

• Departments/units are encouraged to use the templates provided by the
Office of Human Resources or a department-specific form.

• Non-exempt/Hourly flexible work template
• Exempt/Salaried flexible work template
• Teams - flexible work tracking template

• Job descriptions will be reviewed annually and updated to include flexible  

work language.  
• Requests to hire will include a review of flexible work options and options

will be explicitly stated in the job description.






