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SCOPE
This policy applies to all permanent and fixed-term employees of [INSERT COMPANY NAME], including full-time or part-time employees. This policy also has limited application to casual employees, as detailed below. The policy must be read in conjunction with the Fair Work Act 2009 (Cth) (FW Act), the National Employment Standards (NES) and any relevant industrial instrument, including an award.
AIM
The purpose of this policy is to ensure that all [INSERT COMPANY NAME] employees are aware of their entitlements in relation to flexible working arrangements and the business’ obligation to consider such requests.
A flexible working arrangement is a modification to an employee’s usual work arrangement. Examples are changes in hours of work, changes in patterns of work and changes in work locations.
An employee may request a flexible working arrangement for a fixed or an indefinite period of time, but it should be clear and subject to regular review. 
POLICY
[INSERT COMPANY NAME] recognises that there are times when employees may need to request a change in their work arrangements in order to meet their parental or carer responsibilities, when undertaking study, to prepare for transition into retirement, to find a work/life balance to accommodate personal pursuits or hobbies or for some other reason. [INSERT COMPANY NAME] employees may request flexible work arrangements and are required to put these requests in writing to their Manager.
To comply with the FW Act, [INSERT COMPANY NAME] will consider this request and all relevant facts and circumstances in deciding whether or not to agree to the request. Such a request will not be refused unless it is reasonable to do so.
Circumstances that may be relevant to determining whether a request is reasonable include: 
· the nature of the employee's work and parental or carer responsibilities; 
· the nature and cost of the arrangements required for an employee to fulfil their family or carer responsibilities; 
· the financial circumstances of the employer;
· the effect of the arrangement on the workplace, including the financial impact on the business; 
· the consequences for the employer of having the arrangement;
· the consequences for the employee of not having the flexible working arrangement.
Other factors that might be relevant in a particular case include:
· when the arrangement is to commence; 
· how long the arrangement will last;
· information that has been provided by the employee about their situation; 
· the accrued entitlements of the employee, such as personal, carer's or annual leave; 
· whether any legal or other constraints affect the feasibility of the employer accommodating the responsibilities, such as work, health and safety laws or award penalty rates. 
In addition, under the NES, employees who have at least 12 months continuous service, who, among other scenarios as detailed in the FW Act, provide care to a child under school age, or care for a child under 18 with a disability, have the right to request flexible working arrangements. 
This right applies to all employees including permanent full-time and part-time employees, as well as casual employees (if they have worked for the same employer regularly and systematically for at least 12 months and there is reasonable expectation of this continuing), regardless of role or job function.
[INSERT COMPANY NAME] will discuss the request with the employee with the aim of genuinely trying to reach agreement with the employee. This may include proposing an arrangement that differs from the employee’s request, but that aligns with the business’s operational needs.
[INSERT COMPANY NAME] will provide a written response granting or refusing the request within 21 days of the request being made, and will only refuse such requests on reasonable business grounds. [INSERT COMPANY NAME] may offer an alternative flexible working arrangement, as discussed with the employee. If the request is refused, these reasons will be detailed in the written refusal.
Options for Flexible Work Practices
Flexible work options which may be considered by [INSERT COMPANY NAME] include:
· permanent, part-time work; 
· gradual return to work (for employees returning from parental leave), e.g. the employee returns part-time and then builds up to full-time work, flexible start and finish times for staff to accommodate childcare and school pick-up requirements;
· work from home;
· compressed hours – where the employee works additional daily hours to provide for a shorter working week or fortnight.
This is not an exhaustive list, and other options may be agreed.
Employees utilising flexible work practices will be treated no less favourably than any other employee.



