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PROCEDURE 10.2 – Flexible Work Arrangements


	
Number
	
Procedure

	Related Industry Award

	10.2 (A)
	 Eligibility to Request Flexible Work
	Social, Community and Disability Housing Services Industry Award 2010 and National Employment Standards

	10.2 (B)
	Types of flexible working arrangements 
	

	10.2 (C)
	Application Process
	

	10.2 D)
	Assessment and Decision-Making
	

	10.2(E)
	Work Health and Safety Requirements
	

	10.2 (F)
	Reviewing this Policy Employee Responsibilities
	

	10.2(G)
	 Review and Monitoring
	

	10.2 (H)
	Ending a Flexible Work Arrangement
	



Procedures

10.2 (A) 		Eligibility to request flexible work

Rational

Better Together recognises that employees may require flexibility in their working arrangements due to personal, family, health or other circumstances. Supporting flexible work arrangements can contribute to employee wellbeing, retention and productivity.
Flexible work arrangements must be balanced with the organisation’s responsibility to maintain safe, effective and consistent service delivery, meet participant needs and comply with work health and safety obligations.
This procedure ensures that flexible work requests are managed in a fair, consistent and transparent manner.

Detailed Procedure

Better Together will:
· provide eligible employees with the opportunity to request flexible working arrangements in accordance with legislative requirements
· ensure that requests for flexible work arrangements are made using the Flexible Work Application Form
· require employees to provide sufficient information to support their request, including:
· details of the proposed arrangement 
· reasons for the request 
· proposed working hours and/or location 
· proposed commencement date 
· assess all requests on a case-by-case basis, considering:
· the employee’s circumstances 
· the impact on service delivery and participants 
· team capacity and operational requirements 
· communication and supervision requirements 
· work health and safety considerations 
· consult with the employee to discuss the request and explore reasonable alternatives where required
· provide a written outcome to the employee within a reasonable timeframe
· where a request is approved:
· document the agreed arrangement 
· outline any conditions of the arrangement 
· establish a review date (typically within 12 months or earlier if required) 
· where a request is not approved:
· provide clear reasons for the decision 
· consider alternative arrangements where appropriate 
· ensure that employees working under flexible arrangements:
· perform their duties to the required standard 
· remain available and contactable during agreed working hours 
· comply with all organisational policies and procedures 
· require employees working from home or another remote location to:
· complete a Work From Home Safety Checklist 
· maintain a safe and suitable work environment 
· notify the organisation of any risks or changes to their work environment 
· monitor and review flexible work arrangements regularly to ensure they remain effective, safe and appropriate

· modify, suspend or terminate flexible work arrangements where:
· operational requirements change 
· performance concerns arise 
· safety risks are identified 
· ensure that any changes to flexible work arrangements are communicated clearly and documented
10.2(B) 	Types of Flexible Work Arrangements

Rationale
Flexible work arrangements can take a variety of forms depending on the needs of the employee and the operational requirements of Better Together. Clearly identifying the types of arrangements available supports consistent understanding and decision-making.

Detailed Procedure
Better Together will:
• consider a range of flexible work arrangements, including but not limited to:
· changes to hours of work 
· changes to start and finish times 
· part-time arrangements 
· job sharing 
· compressed work weeks 
· working from home arrangements 
• assess each arrangement based on its suitability to the role, service delivery requirements and organisational capacity
• ensure that flexible work arrangements are not automatically granted and are subject to approval based on operational needs
• ensure that any approved arrangement supports the effective delivery of services and does not negatively impact service users or team functioning

10.2(C)	 Application Process

Rationale
A clear and consistent application process ensures that all flexible work requests are documented, assessed fairly and considered in a transparent manner.

Detailed Procedure
Better Together will:
• require employees to submit a Flexible Work Application Form when requesting a flexible work arrangement
• ensure applications include:
· details of the requested arrangement 
· reasons for the request 
· proposed working hours and/or location 
· proposed commencement date 
• support employees to complete the application where required
• return incomplete applications to the employee for further information
• maintain records of all flexible work applications in accordance with organisational record-keeping requirements

10.2(D) 	Assessment and Decision-Making

Rationale
Flexible work requests must be assessed in a fair, consistent and transparent manner, balancing employee needs with organisational responsibilities, including service delivery and safety.

Detailed Procedure
Better Together will:
• assess all requests on a case-by-case basis
• consider:
· the employee’s individual circumstances 
· service delivery requirements and participant needs 
· team capacity and operational impact 
· communication and supervision requirements 
· work health and safety considerations 
• consult with the employee to discuss the request and explore alternative arrangements where necessary
• make decisions that are reasonable, evidence-based and aligned with organisational capacity
• provide a written outcome to the employee within a reasonable timeframe
• where a request is declined:
· provide clear reasons 
· consider alternative options where appropriate 

10.2(E) 	Work Health and Safety Requirements

Rationale
Better Together has a duty to ensure the health and safety of employees, including when work is performed outside the primary workplace. Flexible work arrangements must not compromise safety.

Detailed Procedure
Better Together will:
• require employees working from home or another remote location to complete a Work From Home Safety Checklist
• ensure the work environment is safe and suitable for the duties being performed
• require employees to:
· maintain a safe work environment 
· report any hazards or risks 
· notify the organisation of any changes to their work environment 
• review work health and safety risks associated with flexible work arrangements
• take appropriate action where safety risks are identified

10.2(F) 	Employee Responsibilities

Rationale
Employees working under flexible arrangements remain accountable for their performance, conduct and adherence to organisational expectations.

Detailed Procedure
Employees must:
• perform their duties to the same standard as non-flexible arrangements
• remain available and contactable during agreed working hours
• maintain appropriate communication with their manager and team
• ensure that flexible work arrangements do not negatively impact their performance or responsibilities
• comply with all organisational policies and procedures
• report any issues affecting their ability to meet work expectations

10.2(G)	 Review and Monitoring 

Rationale
Flexible work arrangements must be regularly reviewed to ensure they remain effective, appropriate and aligned with organisational needs.

Detailed Procedure
Better Together will:
• establish a review date for all flexible work arrangements
• review arrangements at least annually or earlier where required
• assess:
· effectiveness of the arrangement 
· impact on service delivery 
· employee performance 
· any safety concerns 
• modify, suspend or terminate arrangements where:
· operational requirements change 
· performance concerns arise 
· safety risks are identified 
• provide reasonable notice of any changes where possible

10.2 (H) 	Ending a Flexible Work Arrangement

Rationale
Flexible work arrangements are not permanent unless otherwise agreed and may need to be adjusted or ceased to meet organisational or employee needs.

Detailed Procedure
Better Together will:
• allow flexible work arrangements to end:
· at the agreed review date 
· by mutual agreement 
· at the request of the employee 
· by the organisation on reasonable grounds 
• ensure that any changes are communicated clearly and documented
• support the employee to transition back to standard working arrangements where applicable



Appendix 1 

Appendix 1 – Flexible Working Application Form
This document must be approved, and signed off, before commencing any change of current employment arrangement.
	Employee name:


	Flexibility option request:
Work from home / job share / compressed work week / other: ________________

	Reason for request: (including eligibility status)


	For working from home, which address will you be working from?  (You can only "Work from Home" from this address)


	What days/ hours will change?


	Proposed commencement date of new arrangement: (must give no less than 4 weeks’ notice)


	For working from home, have you completed the Working from Home Inspection Checklist?  
	YES 
N/A 

	For working from home, do you give permission for the employer (or their representative) to attend the above address for the purposes of undertaking a risk assessment, if required to do so?
	YES 
N/A 

	Do you agree that, whilst the agreement may be cancelled at any time, it will expire on the expiry date, and a new agreement needs to be established for the arrangement to continue?
	YES 

	Agreement: 
I note that the original terms and conditions of my employment are unchanged, and I agree to abide by the policies and procedures of Better Together in performing my duties in this new arrangement.  I will continue to monitor and reduce any hazards, to report any variations to the above information, and advise the Company of any changes which might constitute a risk to my Workplace, Health & Safety.

	Signed by Employee & dated:
	

	Signed by Manager & dated:
	

	Agreed commencement date:
	

	Agreement expiry date: (12 months after commencement)
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  Number    Procedure    Related  Industry  Award  

1 0 . 2   (A)    Eligibility to Request Flexible Work  Social, Community and  Disability Housing  Services Industry Award  2010   and National  Employment Standards  

1 0 . 2   (B)  Types of flexible working arrangements   

1 0 . 2   (C)  Application Process  

1 0 . 2   D)  Assessment and Decision - Making  

10. 2 (E)  Work Health and Safety Requirements  

1 0 . 2   ( F )  Reviewing this Policy   Employee Responsibilities  

10.2(G)    Review and Monitoring  

10.2 (H)  Ending a Flexible Work Arrangement  

  Procedures     1 0 . 2   (A)    Eligibility to request flexible work     Rational     Better Together recognises that employees may require flexibility in their working  arrangements due to personal, family, health or other circumstances. Supporting flexible  work arrangements can contribute to employee wellbeing, retention and productivity.   Flexible work arrangements must be balanced with the organisation’s responsibility to  maintain safe, effective and consistent service delivery, meet participant needs and comply  with work health and safety obligations.   This procedure ensures that flexible work requests are managed in a fair, consistent and  transparent manner.     Detailed Procedure     Better Together will:   •   provide eligible employees with the opportunity to request flexible working  arrangements in accordance with legislative requirements   •   ensure that requests for flexible work arrangements are made using the Flexible Work  Application Form   •   require employees to provide sufficient information to support their request, including:      details of the proposed arrangement       reasons for the request       proposed working hours and/or location       proposed commencement date   

