UWSP Telecommuting Request and Agreement Workflow

Employee is EmP|0Yee
interested in short- Submits
term or long-term

telecommuting

| ; Renew annually through Direct Supervisor
Te ecom'mutmg this process, otherwise 1 Approves or denies
Request via eForm P ’ telecommuting agreement
FINISH .
based on agreement details

4

Employee
Speaks with Direct Supervisor
Approved request? . .
Direct Supervisor

direct supervisor
about request Reviews telecommuting
¢ *If the telecommuting request is agdr.eerT?ent ?cnd er(;sur('els
denied, the employee can reach out to coordination of any details to
support success of

Direct Supervisor Human Resources to informally )
appeal. If denied and the employee is telecommuting arrangement

Considers request Midlevel Supervisor . ne em

based on position (if applicable) requesting due to a disability, they

needs and current Approved request? may request an accommodation. f

performance levels Employee

of employee Submits
telecommuting

‘ agreement in

MyUW/HRS

3

Yes

Direct Supervisor Dean/Director Leve
Speaks with their (if different)
supervisor to notify Approved request?

them that a request
will be submitted 4
ief Human Resource
Division Executive Officer
Approved request? Approved request?

UW System Telecommuting Policy

UWSP Telecommuting Guidelines
and Resources
Chancellor .
Risk Management

Less than 90 Days? Approves or denies request A d ;
(if => 90 days) pproved request?

Telecommuting agreement
resubmitted and reviewed
annually using this process

03/2024

Human Resources



https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/telecommuting/
https://www.wisconsin.edu/uw-policies/uw-system-administrative-policies/telecommuting/
https://www.uwsp.edu/hr/Pages/Telecommuting.aspx
https://www.uwsp.edu/hr/Pages/Telecommuting.aspx
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