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Flexible Work Policy
• Flexible Work Policy - effective Monday August 18, 2025
• Articulates the terms and conditions governing Flexible 

Work.
• Flexible Work Arrangements:

• Subject to the provisions of applicable Collective 
Agreements.

• Subject to operational needs and the nature of the 
eligible employees’ work.

• Must prioritize service, teaching, research and 
student experience. 

• Not intended to support the provision of childcare 
or dependent care.

• Not a substitute for workplace accommodation.

Eligible Employees 
• Employees who have 

completed their 
probationary period

• Employee groups: 
Executive, Managerial 
and Professional, 
Unifor Local 2458 
(Clerical Full -Time) 
and CUPE Local 1393 
(excepting 
Maintenance). 



Flexible Work Request Process At a Glance

Review the Flexible Work 
Policy and other documents 
found on the Flexible Work 

website 

Review the FWA 
Departmental framework 
shared by your supervisor

Complete the PDF fillable 
forms: Flexible Work Request 

Form and Health & Safety 
Checklist (if requesting 

remote work).

Submit the completed form(s) 
by the deadline provided by 

your supervisor using the 
Document Record 

functionality of UWinsite 
People.

Supervisor reviews requests 
submitted by employees and 
approves/reject requests in 

UWinsite People.

Approved requests 
commence August 18, 2025

Links: Flexible Work Request Form , Health & Safety Checklist



Instructions for Submitting a Flexible Work Arrangement via UWinsite 
People 

1. In your browser, go 
to uwindsor.ca/uwinsite/people. 
Complete your single sign-on in UWinsite 
People using your full 
UWinID@uwindsor.ca as your username 
and your UWin Account password.

2. Under Me, select Personal Information.

3. Select Document Records.

4. Select +Add.

5. In Document Details, select 
the Document Type. -  select UW Flexible 
Work Request as illustrated in the image 

https://uwindsor.ca/uwinsite/people


6. Follow the instructions within the 
document to fill in the required details, 
and drag the completed Flexible Work 
Request Form and Health & Safety 
Checklist (if requesting Remote Work) into 
the box or click to add attachment. Select 
add file. Please do not use the “Add link” .

7. Select Submit.



After you select Submit, you will see the message below indicating that the form has been routed to your 
supervisor for approval. By submitting a Flexible Work request, employees acknowledge, accept, and agree to 
abide by all terms of the Flexible Work Policy.

You will receive a notification from UWinsite People once the request has been approved by your 
supervisor
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