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Establishing an Alternative Work Assignment due to COVID-19 

 
This purpose of this document is to provide considerations and recommendations to establish an 
alternative work assignment due to COVD-19.   
 
Overview: 
With reduced in-person campus operations and the ramping up to return to campus for critical research-
related work, employees have both remained on campus performing work, other employees have moved 
their work location to perform work remotely, and employees have prepared to return to campus to 
resume lab and non-lab research work. 
 
For employees whose duties can be performed remotely and for employees working onsite currently, 
employees may have concerns to return to the campus as a result of a medical condition or because they 
are in a high-risk category in accordance with the CDC’s guidelines. 
 
To address these concerns, an alternative work assignment is recommended to support these employees. 
 
The following AWAs are recommended if an employee has expressed that they are at high risk in 
accordance with the CDC guidelines and cannot perform their work remotely. 

● Change in work schedule: 
○ The standard work schedule may be adjusted for each day of the work week (e.g., 8:30-

5:00pm to 7:30 - 4:00pm 
○ The standard work week may be adjusted during the work week 

(e.g., work 8:00am-6:45pm during four work days instead of five work days) 
● Change in work location 

○ The employee work location may be moved to a work area with less interaction with 
other employees 

○ The employee’s work location is moved from an office work cubicle to an work office 
● If an AWA is approved, please complete an AWA in Workday reflecting that the AWA is being 

offered to provide an alternative work arrangement 
● An AWA form will be required to ensure that all employees are being offered AWAs on an 

equitable basis and as an immediate reasonable accommodation. 
○ To request an AWA in Workday, select the icon “Requests” > Create request >AWA 

 
If the employee can work remotely, AWAs may offered as follows: 

● Change in work schedule: 
○ The standard work schedule may be adjusted for each day of the work week (e.g., 8:30-

5:00pm to 7:30 - 4:00pm 
○ The standard work week may be adjusted during the work week 

(e.g., work 8:00am-6:45pm during four work days instead of five work days) 
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● If an AWA is approved, please complete an AWA in Workday reflecting that the AWA is being 
offered to provide an alternative work arrangement 

● An AWA form will be required to ensure that all employees are being offered AWAs on an 
equitable basis and as an immediate reasonable accommodation. 

○ To request an AWA in Workday, select the icon “Requests” > Create request >AWA 
 
If all possible options are explored for an AWA and one cannot be approved, these employees can seek 
additional leave options offered by the leave administration team in UHR-Benefits Operations. 
 
The CDC and OSHA offer additional guidance and resources to support employees at higher risk either 
working on campus or expected to return to work.  To access additional guidance and resources, please 
visit:  https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/what-you-can-do.html 
 
Employees who wish to seek additional leave options as an accommodation can submit their leave request 
directly to leave_admin@brown.edu. 
 
 


