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QUICK REFERENCE GUIDE  
FLEXIBLE WORK ARRANGEMENT REQUEST     
  

1 FILL OUT REQUIRED FORMS 

Employee discusses with supervisor request for alternate work location and/or 
flexible work schedule and ensures the AgriLife Flexible Work Arrangement 
Guidelines are met.  An alternate work location (AWL) request requires completing 
the AG-438: Alternate Work Location Schedule that will be attached to the request 
submitted in Workday. A flexible work schedule requires completing the AG-430: 
Flexible Work Schedule that will be attached to the request submitted in Workday.  

Note: An International Alternate Work Location (IAWL) request requires advance 
approval from department head prior to submitting the request in Workday, 
completion of the AG-724 International Alternate Work Locations Export Controls 
Certification and AG-438: Alternate Work Location Schedule. Both forms will be 
attached to the request submitted in Workday. Human Resources (HR) will route 
the AG-724 to Export Controls for review. IAWL requests for more than 60 days 
require review/approval by Texas A&M System Office. This review/approval is done 
outside of Workday. IAWL requests requiring System Office review may be subject 
to attorney fees for review of the request in relation to international employment 
and payroll laws. The department is responsible for paying attorney fees for the 
IAWL request regardless of the outcome.  

02 non-faculty employees are subject to Texas A&M University Standard 
Administrative Procedure 33.06.01.M0.03 International Alternate Work Locations.   

2 SUBMIT REQUEST IN WORKDAY 

The employee will submit the request for approval in Workday using the Request 
Flexible Work Arrangement business process and selecting the type of request. The 
start and end date should fall within the current fiscal year. The employee will 
provide a justification for their request. Example justifications include work-life 
balance or business necessity. The completed AG-430 or AG-438 (and AG-724 and 
documentation of department head approval, if an IAWL request) will be attached 
at the time of submission in Workday. The employee will receive related inbox tasks 
to complete before it routes to the Manager. If the employee is requesting both 
AWL and a flexible work schedule request, then the employee will need to submit a 
Request Flexible Work Arrangement business process for each type of request.  

3 ROUTING AND APPROVAL 

The request will be routed to the Manager, HR Partner, Department Head, 
Executive Approver and Chief Executive Approver for approval. If the request for 
AWL is in response to business necessity, the Manager should provide their 
business necessity justification in the Comments box in the Workday task, before 
submitting their approval. Examples of business necessity include access to specific 
equipment and/or customers at another location, space constraints at the 
department/unit, accommodations or to retain employees with specialized skills, 
etc.  
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https://agnettamu0.sharepoint.com/sites/AdminServices/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources%2FAWL%2Fagrilife%2Dflexible%2Dwork%2Darrangement%2Dguidelines%2D2%2Epdf&parent=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources%2FAWL
https://agnettamu0.sharepoint.com/sites/AdminServices/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources%2FAWL%2Fagrilife%2Dflexible%2Dwork%2Darrangement%2Dguidelines%2D2%2Epdf&parent=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources%2FAWL
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D438%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/ag-430.pdf
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/ag-430.pdf
https://agnettamu0.sharepoint.com/:b:/r/sites/AdminServices/Forms/ag-724.pdf?csf=1&web=1&e=IlFBaI
https://agnettamu0.sharepoint.com/:b:/r/sites/AdminServices/Forms/ag-724.pdf?csf=1&web=1&e=IlFBaI
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D438%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://rules-saps.tamu.edu/PDFs/33.06.01.M0.01.pdf
https://rules-saps.tamu.edu/PDFs/33.06.01.M0.01.pdf
https://it.tamus.edu/workdayservices/training/job_aid/request-flexible-work-arrangement/
https://it.tamus.edu/workdayservices/training/job_aid/request-flexible-work-arrangement/
https://it.tamus.edu/workdayservices/training/job_aid/request-flexible-work-arrangement/
https://agrilifeas.tamu.edu/hr/supervisor-toolkit/alternate-work-arrangements/
https://agrilifeas.tamu.edu/documents/agrilife-flexible-work-arrangement-guidelines-2.pdf/
https://agrilifeas.tamu.edu/documents/agrilife-flexible-work-arrangement-guidelines-2.pdf/
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D430%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D438%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D311%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D441%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D724%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://it.tamus.edu/workdayservices/training/job_aid/request-flexible-work-arrangement/
https://it.tamus.edu/workdayservices/training/job_aid/request-flexible-work-arrangement/
https://it.tamus.edu/workdayservices/training/job_aid/add-flexible-work-arrangement-for-worker/
https://it.tamus.edu/workdayservices/training/job_aid/add-flexible-work-arrangement-for-worker/
https://it.tamus.edu/workdayservices/training/job_aid/add-flexible-work-arrangement-for-worker/
https://it.tamus.edu/workdayservices/training/job_aid/add-flexible-work-arrangement-for-worker/
https://agnettamu0.sharepoint.com/sites/AdminServices/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources%2FHR%20Manager%20Assigned%20Unit%20List%20%2D%20External%20Distribution%2Epdf&parent=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources
https://agnettamu0.sharepoint.com/sites/AdminServices/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources%2FHR%20Manager%20Assigned%20Unit%20List%20%2D%20External%20Distribution%2Epdf&parent=%2Fsites%2FAdminServices%2FShared%20Documents%2FEmployee%20Resources
mailto:AgriLifeHR@ag.tamu.edu
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Human Resources (HR) will review the request in Workday and make 
recommendations to the Department Head and Executive Approver/Chief 
Executive Approver (agency leadership) for approval or denial. HR will follow up with 
the Manager and employee as needed for clarification.  

Work locations outside of the State of Texas, but within the United States, require 
extra review during the HR review process to determine applicable steps needed 
with respect to payroll and other employment laws applicable to the requested 
state. 

For foreign national employees requesting an alternate work location in another 
city in Texas, another state, or an international work location, HR will reach out to 
the respective Immigration Office regarding visa status and AWL request. The 
respective Immigration Office may or may not approve AWL requests for certain 
visa types. Certain visa types may require filing an amendment at additional 
cost/fees to comply with USCIS visa requirements, prior to AWL approval in 
Workday. 

Employee and Manager will receive an email notification when the Flexible Work 
Arrangement is approved. AG-441: Alternate Work Location – Safety Checklist 
needs to be completed and included in the personnel file. The AG-311: Property 
Used Away from Assigned Location is to be kept on file by the Accountable Property 
Officer (APO) or Alternate Accountable Officer (AAPO). Training will be assigned to 
the employee and Manager. Additional recommended training courses are 
available via the AgriLife Flexible Work Arrangements webpage. 

A flexible work arrangement may not extend beyond one fiscal year without 
evaluation and reapproval. Workday will send a notification to the employee and 
manager to end the expiring flexible work arrangement and submit a new request if 
it will continue.  

* IMPORTANT INFORMATION  

New Hires 

New hires with an alternate work location require an exception to the current 
AgriLife Flexible Work Arrangement Guidelines. An exception to the guidelines will 
require justification of business necessity from the manager. The unit contact will 
reach out to HR to request an exception. HR will provide the unit contact with an 
exception request form and the form AG-438: Alternate Work Location Schedule to 
complete and return back to HR for review and approval. Advanced approval must 
be obtained prior to extending an offer. The approved request will be submitted 
after the Hire process is complete in Workday.  

Reasonable Accommodation  

Employees and Managers should not use this process to request a reasonable 
accommodation under the Americans with Disabilities Act Amendments Act. 
Reasonable accommodations must be initiated through HR and follow the rules 
and/or standard administrative procedures. HR will initiate the Add Flexible Work 
Arrangement for Worker process for the approved reasonable accommodation in 
Workday. Contact your unit contact to request reasonable accommodation. 

 

https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D441%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D311%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D311%2Epdf&parent=%2Fsites%2FAdminServices%2FForms
https://agnettamu0.sharepoint.com/sites/AdminServices/SitePages/Alternate-Work-Arrangements.aspx
https://agnettamu0.sharepoint.com/sites/AdminServices/Shared%20Documents/Employee%20Resources/AWL/agrilife-flexible-work-arrangement-guidelines-2.pdf?web=1
https://agnettamu0.sharepoint.com/sites/AdminServices/Forms/Forms/AllItems.aspx?id=%2Fsites%2FAdminServices%2FForms%2Fag%2D438%2Epdf&parent=%2Fsites%2FAdminServices%2FForms

