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FWA Request Location 

Select Self-Service Banner 

 

Select EMPLOYEE tab 

 

Click on Human Resources Forms and Flexible Work Arrangement Agreement 

 

 

Note: Flexible Work Arrangement Approval is for Supervisors and Approving Executives.  
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Make FWA Request 

This loads the table for your Flexible Work Arrangement Forms. To make a request, you will click the NEW 

REQUEST button.  

 

 

FWA Policy 

Please note the information at the top of the FWA request form. The information should accurately reflect your 

name, position, and department, as well as, your immediate supervisor and Executive Approver. If you believe 

the information is incorrect, please contact your supervisor and/or Human Resources to review.  

Please take time to review the FWA policy conveniently accessed via the link provided in the FWA request 

form. The ATU Board of Trustees approved an updated policy for the University in August 2022, and it went 

into effect October 2022. 
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As your FWA request moves through the review and approval process, it will appear in the table (see below). 

Once you save and send the request for review, it will appear under PENDING FORMS. Your immediate 

supervisor will receive the request initially. They will review the request and information you provided and may 

approve or deny your request. If they deny your request, you will have the opportunity to appeal and submit it to 

the Executive Approver. If your immediate supervisor makes a recommendation for approval of your FWA 

request, then the form moves forward to the Executive Approver. Once the Executive Approver makes their 

decision, it will appear under FINALIZED. Their decision is final.  

 

 

FWA Request Form 

Employees may request a FWA by submitting a FWA Request to their immediate supervisor. The employee 

must identify the nature of the FWA requested and: (a) how job responsibilities fit with the requested FWA; (b) 

any potential impacts of the requested FWA and how those could be addressed; and (c) any implications for 

their unit, for students or others served by the position. Employees who are unsure whether their position is 

eligible for a FWA are encouraged to discuss their proposed arrangement with their supervisor before 

submitting a FWA request. 

The following are examples of how to complete FWA requests for an Adjusted Schedule, a Hybrid Schedule, 

and a Remote Work Schedule. These are meant to be examples only. There are several available combinations 

not shown, and it is not meant to be restrictive in any way. Any questions regarding whether the type of request 

is appropriate should be discussed with your supervisor and management team.  
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Example of an Adjusted Schedule Request: 
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Example of a Hybrid Schedule Request: 
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Example of a Remote Work Schedule Request: 
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FWA Form Calculations and Validations 

While working on your FWA Request, you may stop and save the form to come back to work on it later. You 

may do this as many times as needed. To do so, you will click SAVE located at the bottom left of your screen.  

Also, when clicking SAVE, this will calculate the hours/minutes for the information you have entered in the 

start and end time fields as well as the total time (at bottom right of grid). 

 

Clicking SAVE will run some validation checks on the entries you have made in the request grid. For example, 

you may have mistakenly entered the incorrect end time on the screen – see below: 

 

Note, that I have mistakenly selected 4:00 AM for my end times on Monday and Friday. When I clicked SAVE, 

it calculated my hours for the day at 2 hours, but also highlighted the rows to bring them to my attention. I 

corrected the errors and then clicked SAVE and the values updated based on my changes.  
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Another example shows where I mistakenly entered 8:00 PM instead of 5:00 PM for my end time on Friday. 

When I clicked SAVE, it calculated 12 hours for my day but also showed my total hours at 44 for the week. I 

corrected the error and then clicked SAVE and the values updated based on my changes.  

 

It is very important to be sure to review the start and end times, as well as, the total hours for the week on your 

FWA request form. The Fair Labor Standards Act (FLSA) requires employers to keep accurate records of the 

time a non-exempt employee spends working each week to ensure that the employee is compensated at time and 

a half for any time over forty (40) hours in a week that he or she is permitted or required to work by their 

employer. Under this policy, an immediate supervisor is not permitted to grant a FWA that will require 

overtime except with the approval of the appropriate Approving Executive in conformity with ATU Policy 302, 

OVERTIME AND COMPENSATORY TIME. 

Remember to carefully review each row: 

 

And to review the total time at the bottom right of the grid: 

 

You must click SAVE for these values to calculate and/or update with any changes you may make.  
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How to Send Your FWA Request for Review 

Once you have completed your schedule request, documented the three (3) areas required by policy, and made 

any necessary updates, you are ready to submit the FWA request to your immediate supervisor for review. To 

do so, you will click SAVE & REVIEW located at the bottom left of your screen.  

 

Once clicked, then you will receive the below notification. If you need to make any edits, then click EDIT. If 

you are ready to submit to your supervisor, then click COMPLETE. 

 

When COMPLETE is clicked, you will receive an email to confirm the submission. Your supervisor will also 

be notified that you have submitted a request that requires their review.  

Supervisors will review FWA requests, consider potential operational impacts, the specific job responsibilities, 

any relevant employee specific facts of which they are aware, and ATU’s mission, vision, goals and objectives. 

 

Oops, I made an error!  

If you realize that you made an error on the submission of your FWA request, you may view your pending 

requests and cancel it as long as your supervisor has not approved or denied it yet. You will then need to make a 

new request. Remember they will show here in the table: 
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In the grid, a row will exist for your pending FWA request. You can click the VIEW button next to 

your pending FWA request. This opens a screen to your request and the option to cancel will appear at the 

bottom left of your screen. Click CANCEL REQUEST. 

 

Once cancelled, you may follow the steps to make a new FWA request with the corrected information.  

 

Appeals Option 

If the employee’s supervisor is not the Approving Executive and the supervisor declines the FWA Request, that 

supervisor’s decision may be appealed to the Approving Executive, whose decision is final.  

Your immediate supervisor will receive the FWA request initially. They will review the request and information 

you provided and may approve or deny your request. If they deny your request, you will have the opportunity to 

appeal and submit it to the Executive Approver.  

You will be notified via email of your supervisor’s denial and will see the FWA request in the table below. If 

you wish to appeal to the Executive Approver, you will click on APPEAL. This will submit the request to the 

Executive Approver for review. Their decision will be final.  

 

 


