Requests to Work Remotely for all employees (including GAs)

Submit Request to Provost via Academic Personnel (Noe & Teresa)

Must include Name of Individual; location they will be working from; reason for seeking approval, the proposed
duration for working out of state (with explanation for why the specific time frame is requested); and a
description of work expected to be performed while working remotely

4
How Long Is the Faculty Member
Expected to Work Remotely?

> 6 months but

Indefinitely

<1 vyear

Is the reason for working at the specific IF PROVOST DENIES
location outside of the state a business
necessity? Request is returned without action

Faculty will need to return to the

A 4

YES, UH business
(e.g., conference,
sabbatical, study
abroad, visiting
faculty opportunities,
etc.) must be
performed at the
specific location
outside of Hawaii

Hawai‘i or department will need to
find someone else to perform the
functions

NO, UH business
DOES NOT have to be
performed at the
specific location
outside of the State
but it is preferred for
other reasons
(e.g., personal,
convenience, etc.)
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Is this an emergency situation?
Have there been failed attempts to find
someone to perform the function locally?

IF PROVOST APPROVES

Submit LSR to OGC as an FYI (for FALL 2021 semester ONLY, future requests will

require OGC review for risk assessment)

If working outside of the country, request will be forwarded to Export Controls

and Cybersecurity for additional reviews

Departments will be required to resolve out of state concerns for future Revised 09/03/2021
semesters (ongoing need will require securing outside lawyers/tax consultants

and procurement of other services to ensure compliance with applicable laws)




