Directions for Applying for an Alternative Work Arrangement
1. Review the King County guidelines for Alternative Work Arrangement (AWA).  These guidelines may be found on the King County Website:  http://www.kingcounty.gov/employees/HumanResources/forms.aspx
2. Make an appointment with your supervisor/manager to discuss your plan for requesting an alternative work arrangement.  At that meeting, outline the reasons you are requesting an AWA, including benefits to both employer and yourself as employee. (According to the “Alternative Work Arrangements Procedure” policy of Public Health Seattle-King County, effective August 15, 2009, “Employees may request an AWA in Workforce after a discussion between the employee and supervisor.”)

3. Following the meeting, apply for the AWA through Workforce. 
4. Check Workforce [daily??] to determine whether your AWA has been approved or denied.  
5. If your supervisor/manager approves the AWA through Workforce, begin AWA as planned.
6. If your supervisor/manager denies approval of the AWA, he/she will complete the “AWA Denial/Rescission” form, documenting the business need for the denial.  You will be given a copy of this form.  (If it is denied and you have not been given a copy of the denial/rescission form, ask for it from your  or.) You may appeal this decision within 10 business days.  (Article 13.4.2 of the WSNA contract states:  Additionally, the employee is entitled to have the decision on the request reviewed at one step on the organization chart above the supervisor, provided a request for such review is made in writing within 10 business days of receipt of the initial decision.  
7. Write a letter to your supervisor/manager explaining the reasoning for your request of an AWA.  Include the following considerations:

a. Benefits to the site/employer (e.g. productivity, uninterrupted work on detailed projects, improved customer service, retention of highly qualified professional staff)
b. Benefit to you, the employee (e.g. job satisfaction, work/life balance, amount of time saved commuting in off hours, ability to focus on detailed work without interruption)
c. Characteristics of your job that make it a good candidate for an AWS (e.g. Requires independent work; Requires quiet and minimal interruptions for some percentage of tasks; Results in a specific, measurable work product;  Can be monitored by the output, not solely by the time spent doing the job; Customers/clientele better served during “off hours”)
d. Characteristics of you as an employee that make you a good candidate for an AWS (e.g.. have demonstrated high productivity; have demonstrated high capacity for working independently; are self-motivated; are extremely knowledgeable about all aspects of your position; are highly organized; have excellent communication skills)

e. What your expectations are around mutual management of the AWS (e.g. open communication regarding customer service and performance; creative problem-solving regarding challenges that might arise; cooperation with well defined work requirements)
f. List and enclose any supporting documents (e.g. productivity reports, performance reviews, research data, etc.)

8. Sign and send the letter within 10 days of the denial, and copy your union rep on the letter so she is aware that you have appealed the denial.
9. Maintain a copy of the letter and attachments for your records 

10. The next person in the chain of command on the organizational chart will review the letter of appeal.  If he/she upholds the denial, he/she will add comments to the AWA Denial/Rescission form.  
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