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Type ‘request hybrid remote work arrangement’ in Workday search bar and select the task. 
 

 
 

Start Date:   Enter the start date of the arrangement.  Date must be on or after current date. 
 
Proposed End Date:  Please enter the last day of the fiscal year (ex. 06/30/2026) in the field unless your employment or this 

agreement are scheduled to end earlier. 
 

Type:   Click the drop-down field to select your arrangement type. 
 

 

 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

If Hybrid is selected, additional details are needed:  
• Days per Week – enter the number of days you will be on-campus per week 
• Days of the Week – select the days you will be on-campus per week from the drop-down list 

 

If you are currently on an approved Remote Arrangement and are requesting to continue, select ‘Request Annual Agreement 
Renewal’. 
 

Click Submit. 

https://policies.risd.edu/operations/humanresources/employment/hybridandremoteworkpolicy/
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Once the task is submitted, you will be directed to complete a questionnaire. 
 
Click the ‘Complete Questionnaire’ task from the pop-up    or     Select the ‘Address Details’ task from your inbox 
 
 
 
 
 
 
 
 

 
Enter the address where you will be performing your hybrid/remote work on the questionnaire. The address must be in the 
following format: Street, City, State Abbreviation, Postal Code 
 
Example: 
2 College Street, Providence, RI 02903 
 

 
 

 
Once the Address Details task is submitted, you will receive a new task in your inbox.  
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Click the Review Hybrid and Remote Work Agreement task to review and acknowledge the Hybrid & Remote Work Agreement. 
 

 
 

Click the PDF link at the top of the task to review the Hybrid and Remote Work Agreement (see example agreement below) 
 

Click the I Agree check box to confirm you have read and understand then Submit 
 

 
 

 
 

The request will go to your primary supervisor and Human Resources for review/decision. 
 

• All Remote > Off Campus and Remote > Annual Agreement Renewal requests will also route to the Cabinet Member for 
review/decision. 
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The Hybrid and Remote Work Arrangement details can be viewed on the Employee Profile. 
 

• From the employee profile, select ‘Job’ on the side bar and ‘Hybrid and Remote Work Arrangements’ from the top 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Hybrid & Remote Work Agreement agreement can also be viewed on the Employee Profile. 
 

• From the employee profile, select ‘Personal’ on the side bar and select ‘Documents’ from the top 
o The document will display in the Generated Documents section 

 


