
Begin 
Process

Supervisor reviews form for 
approval. If approved, 

Supervisor submits the form to 
Next Level Leader (if 

applicable) or responsible Vice 
President/Designee for 

approval.

No

Next Level Leader (if applicable) will 
review A.W.A. form for approval and 

send to the responsible Vice President 
for approval. 

Or 
Responsible Vice President will review 

A.W.A. form for approval. 

For Telecommuting/Remote Work, 
VP or Designee will submit form to 

awahr@uh.edu  for AVC/AVP Human 
Resources approval. 

AVC/AVP Human Resources will 
review A.W.A. form for approval and 
send decision and/or approval form 

to Supervisor. 

PROCESS COMPLETE

Yes

Yes

Supervisor will meet 
with employee to 

discuss reason for 
denial.  

Supervisor will send 
signed denied form 

to hrsc@uh.edu.

Employee 
completes the 
required A.W.A. 
training for their 

role. Then, 
completes A.W.A. 
Justification Form 

and submits to 
Supervisor for 

approval.  

Supervisor returns approved A.W.A. 
form, with all required signatures to 

employee to submit in P.A.S.S.  

Employee completes A.W.A. 
Request in P.A.S.S. and attaches 

form in the ATTACHMENTS section. 
Submits completed request in 

P.A.S.S. for final Supervisor 
approval.   

Alternative Work Arrangements (A.W.A.) Telecommuting/Remote Approval Work Flow

No

Supervisor reviews A.W.A. request in 
P.A.S.S. and approves. Employee may 
begin A.W.A. on approved start date.  


