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Employees in good standing and whose job duBes are suitable for an alternate work locaBon 
(AWL) arrangement can perform assigned duBes through a parBal AWL arrangement. PosiBons 
eligible for an alternate work locaBon are computer-based, not dependent on conBnual physical 
presence or face-to-face customer/student interacBons, and largely self-directed. AWL in the 
College of EducaBon and Human Development (CEHD) is designed to allow our staff a beRer 
work-life balance. These expectaBons, best pracBces, and arrangements are centered around 
staff directly reporBng to CEHD. Centralized staff assigned to the College of EducaBon, such as 
Technology Services – EducaBon, HROE, Division of Finance and Business Services, and Facility 
Services shall consult directly with their supervisor on this opportunity. 

The expectaBons and best pracBces for CEHD staff are presented below. Please first read 
through the University’s AWL guidelines to understand the foundaBonal rules, responsibiliBes, 
and expectaBons of every Texas A&M employee, in addiBon to the following:  

Implementa)on Expecta)ons:  
• AWL opportuniBes are not automaBc and must be approved at all supervisory levels 

through Workday. It is best pracBce that staff communicate with their supervisor in 
advance of submiang an AWL request in Workday. 

o Annual evaluaBons must show at least a score of ‘meeBng expectaBons’ in all 
areas to be considered for this opportunity.   

• Supervisors are required to verify that employees have completed AWL training and all 
required Train Traq trainings are maintained up to date.  

• Supervisors must also complete all required training prior to approving the request in 
Workday.  

• AWL opportuniBes must not affect your on-campus office hours. 
o i.e., Units must stagger their AWL workdays so that potenBal walk-in service 

opportuniBes do not go unmet during anyBme of the work week. 
o Monday and Friday AWL requests will be evaluated carefully based on the impact 

to job duty workflows and business needs of the unit. 
• Lines of communicaBon must remain open. During work hours, communicaBon by 

phone, text and instant communicaBon (Microsof Teams). Our IT support staff will assist  
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you with transferring your phone line to your work computer and seang up/training on 
Microsof Teams.   
• CEHD expectaBons for phone and instant messaging communicaBons are that responses 

should occur within 15 minutes of your stakeholder's iniBal communicaBon, should your 
calendar show you are free and not schedule in a business-related meeBng. 

o Sharing your calendar with supervisor (and team) is required to ensure criBcal 
conversaBons are not delayed. Sharing levels can be discussed with your 
supervisor.  

• Whatever day you choose must remain consistent. AWL parBcipants cannot adjust the 
day should there be a holiday or other events that come up. 

• If there are personal changes to a parBcipant's work week, they must take regular Bme 
off requested through Workday rather than adjust their stated AWL day. 

• AWL days are not enBtlements, do not accrue, nor are they to be made up if not taken 
on the regularly agreed upon day.  

o Should there be a retreat, presentaBon, or other event that requires your 
presence, staff will not be able to uBlize AWL during those Bmes. 

o Peak Bmes in offices and campus needs, such as the week preceding and the first 
week of each semester, are not eligible for AWL opportuniBes.  

o The Dean of the College of EducaBon and Human Development reserves the 
opBon to terminate or pause AWL at any Bme. 

Best Prac)ces: 
• The CEHD leadership encourages each person approved for AWL to include a line in your 

email signature so that colleagues can familiarize themselves with your preferred 
communicaBon method, opportuniBes to connect, and days parBcipants will not be 
available to meet in person. 

• Microsof Teams is the official communicaBon plahorm for CEHD staff. This also allows 
immediate video communicaBon or calling if needed.  

• Contact our IT professionals to set up a 20–30-minute training appointment on Microsof 
Teams and phone transfer.  

• Unit collaboraBon is crucial to the success of this privilege. 
o Monthly planning of AWL days should be incorporated into each unit, discussing 

peak busy Bmes when AWL cannot be used and other discussion surrounding 
this opportunity and maintaining high quality of service and workflow. 

o Monthly one-on-one meeBngs between staff and supervisors should also allow 
criBcal conversaBons to occur, if needed. 
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• Supervisors should consider including these recommendaBons and expectaBons in hiring 
and interview discussion to ensure clarity on this opportunity. 

The university also provides some Bps and best pracBces available here. 
 
Family Care AWL: 
The College of EducaBon and Human Development is a people and family centered unit.  Family 
care AWL is designed for staff who may need to be physically present in a family care situaBon.  
These situaBons must not detract from a staff member being able to carry out 100% of their 
workflow and communicaBon responsibiliBes during regular work hours. Should a family care 
situaBon require an employee to dedicate Bme to offer direct care or meet an obligaBon to 
another (e.g. medical appointment), then Bme off (sick leave or annual leave) must be 
requested through Workday. 
 
A staff member may request up to five Family Care AWL days per year.  These Family Care AWL 
days must be planned two-weeks in advance in consultaBon with your supervisor.  Documented 
approvals will be recorded and kept on file. 
 
Examples of Mistrea)ng AWL:  

• Not responding to instant communicaBons or calls without response within the 15-
minute allotment. 

• Consistent delays in task deadlines. 
• Working on non-posiBon-related acBviBes during regular business hours, running 

businesses, errands, shopping, travel or any other acBviBes that would otherwise result 
in an employee being required to take annual, sick, or Family Care AWL. 

• AdjusBng AWL days without two weeks' noBce to your unit supervisor. 

An AWL arrangement may be terminated by the manager/supervisor or the employee at any 
Bme. Reasons for terminaBon may include circumstances where the arrangement is no longer 
conducive to the business needs of the organizaBon, the employee’s performance and 
responsiveness to business needs diminishes, or the employee no longer wants to work from 
the approved AWL locaBon. 


