CHS Alternative Work Schedules Request Process

Employee requests meeting
with supervisor and/or AM
to discuss potential AWS &
review CHS-AWS Proposal
Form. Meeting scheduled
within 2 weeks of request.

Employee determines
eligibility requirements
met & completes the

electronic CHS-AWS
Proposal &
Documentation Form.

Employee enters request into
Workforce and emails CHS-
AWS Proposal &
Documentation form to
supervisor.

Within 4 weeks supervisor
and/or AM make and
communicate decision to
employee and if yes, to CHS
Ops Manager.
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Within 2 weeks CHS Ops
Manager makes and

YES —>| communicates decision with

rationale to employee,
supervisor and AM.
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YES

Implement AWS

Review on regular basis and
adjust AWS as necessary

Supervisor and/or AM will
complete "AWS
Denial/Rescission" form &
provide a copy to
Employee.

Within 2 weeks Employee
submits appeal to CHS
Director or Deputy Director

YES

Within 4 weeks CHS Director or
Deputy Director makes final
decision and communicates to
employee, supervisor and AM

!

!



