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ALTERNATE WORK SCHEDULE (AWS) APPLICATION
 
ADMINISTRATORS
 
 
An alternative work schedule is intended to help the College meet its operational requirements; recruit and retain excellent employees; provide more flexible work arrangements for eligible employees; and assist in the community effort to reduce outdoor air pollution and traffic congestion attributable to automobile travel.  
 
Alternative work schedules are a privilege, which may be granted in accordance with the parameters outlined in College Procedure 32305CP, Working Hours for Staff Employees.  Given the potential impact on customer service and operational needs, it is unlikely that a Staff member approved for an alternative work schedule would also be approved for telework per 32500CP.  Determinations will be made by the administrative unit head and appropriate vice president, senior vice president, or chief of staff.  
 
Administrators are eligible to participate in July and August.
Section I - To be completed by the Employee
 REQUESTED WORK SCHEDULE 
Administrators may choose an Alternate Work Schedule between the months of July and August.  Please indicate your preference (choose one): 
July
August
July - August
Administrators may choose from the following work schedules (choose one):
Four ten-hour days          
(Schedule A)         
Four nine-hour days and one four-hour day          
(Schedule B)
Eight nine-hour days and one eight-hour day for a two-week pay period. 
(Schedule C)
Effective begin and end dates of Alternate Work Schedule: The effective begin date for AWS must occur at the beginning of a pay period.
 
The Agreement will be subject to review and renewal no less frequently than annually, twelve months from the date the arrangement began or was last renewed.  
 
Whenever there is a change in supervision, the unit will review and determine whether to continue all alternate work schedules.
 
PRINT FORM AND FOLLOW REMAINING DIRECTIONS TO BEGIN APPROVAL PROCESS
 
 Section II  - To be completed by the Immediate Supervisor, 
Unit Head, and Vice President, Senior Vice President, or Chief of Staff
 In approving this request for an Alternate Work Schedule, I have considered whether:
 
·         Service delivery to internal and external customers will be maintained;
·         Operational requirements will be met;
·         Adequate coverage for offices or operations will be maintained during 
         normal periods of public service;
·         Satisfactory performance of the employee is evidenced by the most 
         recent performance evaluation;
·         There will be a positive impact on the environment;
·         Increased employee engagement will be supported through improved 
         work/life balance;
·         There will be any budgetary impact of such a request. 
 
 
 
(Approved in accordance with the considerations noted above) 
(Approved in accordance with the considerations noted above) 
(Approved in accordance with the considerations noted above) 
 
For review and approval, please forward to the 
Office of Human Resources (HRSTM), Suite 130, attention: Chief Human Resources Officer
 
(Approved in accordance with 32305CP)
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