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UNIVERSITY OF RICHMOND 
Policy Manual 
  

 

PURPOSE: 

The purpose of this policy is to establish the framework for hiring or reassigning University of Richmond 
employees to perform work outside the Commonwealth of Virginia, and to ensure the University’s 
compliance with state and local tax law, workers compensation and similar insurance requirements, and other 
relevant laws.  

SCOPE: 

This policy applies to faculty, staff and student employees of the University of Richmond and its affiliates 
(collectively, the University) who work and reside outside of the Commonwealth of Virginia, but in the 
United States. It is University policy not to hire employees based outside of the United States, and this policy 
does not apply to employees residing and working outside of the United States. 

This policy does not apply to University employees residing in Virginia whose job responsibilities require out 
of state business travel for short periods of time, nor does it apply to faculty who are on sabbatical outside 
Virginia.   

This policy does not apply to students residing and working out of state as part of the UR Summer Fellowship 
program. 
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POLICY STATEMENT: 

HRM-4004.1 – Policy 

The University’s mission necessitates that most of its faculty and staff perform their work in Richmond or in 
the Commonwealth of Virginia.  Occasionally, however, the University may have a compelling business need 
that can be met only by hiring or reassigning an employee to reside and perform their work outside of 
Virginia.  The University reserves the right to determine whether, based on a compelling University business 
need, it will permit an individual residing outside of Virginia to become or continue to be employed by the 
University. 

Employees are subject to the laws of the state in which they reside, and these taxes, labor and employment 
laws, and workers compensation provisions vary from state to state.  University employees who reside outside 
Virginia may also trigger additional legal, regulatory and compliance obligations beyond those relating to 
employment.  Therefore, the hiring or reassignment of employees who reside outside of Virginia must serve 
an important University business purpose and not be merely an accommodation to the employee. 

Review and approval of requests for employment of individuals residing outside of Virginia will be evaluated 
on the basis of several factors, including business and operational necessity and the availability of qualified 
Virginia residents to fill the role.  Each request must be approved by the relevant Vice-President or Dean; the 
Chief Human Resources Officer in consultation with the Senior Associate Vice President, Finance and 
Controller and the Vice President and General Counsel will make the final determination.  

At this time, non-exempt employees are not permitted to work outside of Virginia, with the exception of post-
baccalaureate and post-doctoral researchers.  As of the Effective Date, no individual who resides outside of 
Virginia may be hired or begin employment until approval is received.   

  

HRM-4004.2 — Travel Reimbursements 

Employees with approved out-of-state work arrangements may be required to report to campus (or 
occasionally, an alternate off-campus location) to attend meetings, trainings, or similar events of a defined 
duration, or to receive additional performance support or guidance.  When an employee with such an 
arrangement is asked by their department or unit to report to campus, the following will apply: 

  
• For employees whose primary work location (usually their residence) is located outside a 150-mile 

radius of campus, the University may cover or reimburse the employee, in accordance with applicable 
University policies, for reasonable costs associated with travel to and from campus.  
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• For employees whose primary work location (usually their residence) is located within a 150-mile radius 
of campus, those individuals are responsible for the costs associated with their travel to and from 
campus. 

 

HRM-4004.3 — Reimbursement of Employee Expenses  

Employees with approved out-of-state work arrangements are expected to maintain an appropriate office 
environment suitable for the conduct of University business.  Employees may be reimbursed for the ordinary 
and necessary business expenditures incurred within the employee’s scope of employment and directly related 
to services performed for the University.   

 

RELATED POLICIES: 

HRM – 1002: Flexible Work Arrangement Policy 

POLICY CONTACTS: 

Chief Human Resources Officer 
Senior Associate Vice-President for Finance & Controller 
 
  

https://policy.richmond.edu/documents/policy-pdfs/Public/HR/flexible_work_arrangement_policy.pdf
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APPENDIX 

OPERATIONAL PROCEDURES: 

NEW POSITIONS AND NEW HIRES: 

Before posting a position that may be eligible to be permanently based outside of Virginia, the hiring manager 
shall do the following:  

1. The manager must seek approval from the relevant division head or dean to post the position as 
eligible for full time remote work.  

2. The manager must then submit a request to Human Resources to permit full time remote work 
for the position. The request must explain the reasons and justify the business necessity for a 
fully remote position. 

3. The request will then be reviewed by Chief Human Resources Officer, the University Controller, 
Risk Management, and Office of University Counsel.   

4. If approved, Human Resources will provide the manager with a list of pre-approved states in 
which recruiting for the remote work position may take place.  

5. Manager may then post the position.  

Once the position is posted and the manager has complied with previous steps:  

1. If the hiring manager wishes to hire an employee located in a state that is not listed on the pre-
approved list of states: 

a. A Talent Acquisition Specialist will discuss with the candidate whether they are willing 
to relocate.  

b. If the candidate is unwilling to relocate, manager shall submit a request to Human 
Resources, seeking permission to hire an employee in that state.  This request will then 
be reviewed by Chief Human Resources Officer, the University Controller, Risk 
Management, and Office of University Counsel.   

2. No offer shall be made to an out-of-state candidate until the manager has received approval to 
hire in that state (either as a pre-approval or through step 1(b) above).   
 
If an employee is approved to work in a state that is not on the pre-approved list, the employee’s 
start date will be delayed until the University completes all necessary steps to be in compliance 
with that state’s laws and regulations.  Note that for states not already on the approved list or 
states on the approved list but where the University has not yet registered to accommodate 
employees, it may take 8-12 weeks for the University’s application to be reviewed and approved.  

If a hiring manager posts a position without approval for an out-of-state employee, but later wishes to hire an 
out-of-state applicant, the hiring manager must seek approval in accordance with the steps laid out above.   

CURRENT IN-STATE EMPLOYEES THAT WISH TO MOVE OUT OF STATE:  

1. Employee must submit a request to their manager as soon as possible, but no later than ninety 
(90) calendar days prior to the anticipated start date of out-of-state employment. 

2. If the position is already fully remote, the manager may skip to step 5.  
3. If the position is not already fully remote, the manager must seek approval from the relevant 

division head to allow the position to be performed remotely.  
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4. The manager must then submit a request to Human Resources to permit full time remote work 
for the position. The request must explain the reasons and business necessity for continuing to 
employ an individual on a fully remote basis, residing outside of Virginia. 

a. This request will then be reviewed by the University Controller, Risk Management, and 
Office of University Counsel.   

5. Manager should refer to Human Resources’ list of pre-approved states for remote work.  If the 
employee wishes to relocate to one of those states, the manager can approve the move.  

6. If the employee is relocating to a state that is not on the pre-approved list, manager shall submit a 
request to Human Resources, seeking permission to allow the employee to work in that state.   

a. This request will then be reviewed by Chief Human Resources Officer, the University 
Controller, Risk Management, and Office of University Counsel.   

7. If an employee is approved to work in a state that is not on the pre-approved list, the date that the 
employee is permitted to work in that state will be delayed until the University completes all 
necessary steps to be in compliance with that state’s laws and regulations.   

Employees residing and working out-of-state at the time this policy is implemented should contact their 
supervisor and Human Resources to ensure compliance.  

Employees residing out-of-state must certify that they are living and working in a state outside of Virginia and 
submit all appropriate state tax withholding forms to Human Resources. It is the responsibility of the 
employee and the managing department to promptly notify Human Resources of any changes to an 
employee’s residence.   

The Procedures section of this policy may be amended with approval by the Chief Human Resources Officer, 
University Controller, Risk Management, and Office of University Counsel.  
 


