Log into Workday and navigate to your Workday home page. Click on the Announcement labeled
ALTERNATIVE WORK ARRANGEMENTS.

for making the request.
I would like to try an alternatve work arrangement for my work. OR

| have been conductng my work successfully using an alternatve work arrangement and
would like to request a contnuaton of this arrangement.

3. Enter the TYPE of arrangement you are requestng:
FLEXIBLE schedules

Compressed Work Week
Flexible arrival and departure tmes
Split shif
Other
FULLY REMOTE schedules
Fully remote schedule within Maine
Fully remote schedule outside of Maine
REGULAR HYBRID schedules
Alternatng Week les



MANAGER CHAIN of APPROVAL FOR ALTERNATIVE WORK ARRANGEMENTS

Log into Workday and review your Inbox for a task labeled, Request
Alternatve Work Arrangement and then atask Review the job descrip-
ton for your employee requestng an alternatve wgfk arrangement.

Actions Archive

Overall Process  Request Aite

n review all of the details of the requests including comments before
adding additonal approvers. Some employees will have more layers of

Sepld Back to the epployee and include comments and reasons for turning down the request.

The fnal step of t#e approval process lies with the HR Executve (Tama Spoerri) who may also send back ,
r¢quest additghal approvers, or deny the request as well. / {

Il commeAts are visible to all partcipants in the process from the employee to the HR Executve role.




ENDING AN ALTERNATIVE WORK ARRANGEMENT

The employee may request an end to their alternatve work arrangement (type End My
Alternatve Work Arrangement in the search bar) OR a manager may do the same (type
End Alternatve Work Arrangement in the search bar and enter the name of the employ-
ee).



