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To assist managers to evaluate employee proposals for flexible work arrangements.  
	Employee’s name 

	Date request lodged 

…………..


	Date for response (max 21 days after lodgement.  If circumstances prevent this, seek the agreement of the employee)
……………..

	Nature of the request 


	(e.g. Part-time, job-share , varied hours etc)



	Reason for the request    


	

	Assess the Proposal – planning stage 

	Impact of approval

	Consideration of Employee’s Circumstances


	What is the nature of the employee’s circumstances?  How will the proposed flexible work option assist the employee to achieve a work-life balance? 

	Consideration of Options
	Is there evidence that the applicant has considered a range of other flexible work options? Discuss the ‘self assessment’ with the applicant



	Duration 
	Has the applicant provided details of how long they will require the flexibility? 



	Proposal 
	What is the proposed schedule?

How might it affect: 1. Normal work responsibilities 2. Staff resource allocation 3. Management of applicant’s normal duties during flexible work arrangements 4. Other factors (client/colleague views/impact on unit operations (if any). 




	Flexibility to change 
	Does the person have the flexibility to address unanticipated work demands? 



	Position suitability 
	Is the nature of the role conducive to a flexible work arrangement? What are the issues and how will they be managed?



	Supervisory/

Management 

Responsibilities
	For positions with supervisory/management responsibilities, how will these be managed/maintained?



	Organisation needs 
	Consider the effect of the request on the unit:

· How will it affect productivity?

· How will it affect client needs?

· Is it in line with the strategic plan?

· How will it affect the workforce plan? 

· How will it affect the local workplace?

· Are there issues with the work area? If so, how can these be managed?

	Operational requirements 
	Identify and consider operational requirements such as:

· Cost implications 

· Views of clients 

· Staffing issues 

	Impact on co-workers 
	What are the views of (and impact on) other employees? How will this be managed? 

What are the concerns, objection or barriers? How can they be addressed?



	Impact of refusal

	Impact on Employee
	Consider what are the consequences for the employee of refusing the request for a flexible work option?



	Reasonable grounds   
	To be considered on a case by case basis. Consider the impact, but do not deny a request just because of potential flow on effects

Ask – are there reasonable business grounds for a refusal?



	Written Plan for the meeting

	Your plan for conducting a meeting with the person making the request 
	

	The meeting  

	Ensure you take adequate notes and keep in your records.  
	Note any proposed amendments to the proposal and how these alternatives will impact on your answers to the questions considered above


	Impact of approval on the unit  


	

	Talk to team leader or other relevant people 

 
	

	Decision-making 
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