Employee Exchange Program Workflow

Identifying Employee Participants

Employee HR reaches out to HR enters employee
|dentified by Manager to coordinate into ‘pool’ of eligible
Payroll participation employees

Initiating Employee Exchange

HR selects the only
employee volunteer

HR selects the
employee with the
least bargaining unit

HR Specialist identifies HR contacts matches
applicable matches to volunteer for the
from eligible “pool” exchange HR Specialist sends

acknowledgement

letter to employee

seniority

HR selects the
employee with the
most bargaining
unit seniority




