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1. INTRODUCTION 
The Department supports all employees having some form of flexibility. The Flexible Work Policy – Corporate 
Workforce (the Flexible Work Policy) has shifted the pre-pandemic starting position of five days a week in a primary 
office location to a starting position of three days for full-time office-based employees. Some employees may choose 
to request flexible work arrangements beyond this. These guidelines will assist you to understand the application 
process and to submit a request for flexible work arrangements. Working some of your week from the office and 
some from another location can be referred to as hybrid working. For further information when considering your 
request, refer to:  

• Flexible Work Policy – Corporate Workforce (the Flexible Work Policy)  
• the HRWeb page on Flexible Work  
• the range of support documents that are available to assist you on the HRWeb page on Flexible Work.  
• flexible Work for the Teaching Service is available on the Policy and Advisory Library at: Flexible Work - Teaching 

Service  

2. FOSTERING A CULTURE OF WORKPLACE 
FLEXIBILITY 

Flexibility requires the right climate to flourish and everyone plays a role  in ensuring this.   

Employees must be reasonable in their requests and be willing to consider alternative solutions if their first option 
cannot be accommodated. Meanwhile, managers and delegates have responsibility of embedding flexible work at the 
Department. Managers are required to:  

• embrace and model flexibility in the workplace 
• consider all requests for flexible work arrangements with an open mind; refusing requests only where there is 

reasonable business grounds to do so  
• work with employees to negotiate on an alternative arrangement where the initial request cannot be supported  
• consider different ways of working to achieve business outcomes.  

Workplaces can create a climate for flexibility by building a supportive culture. Some factors that can contribute to a 
supportive culture are outlined below.  

A STRATEGIC APPROACH 

At the highest level, supporting flexible work contributes to the Department’s vision of being an inclusive organisation 
with a high performing, empowered, valued and supported workforce. Flexible work needs to be viewed from both 
short and long-term perspectives. In the short term, supporting a culture  of flexibility can help to attract talented 
employees, improve employee morale, and improve employee  health and wellbeing.  In the long-term, supporting 
flexibility can help to retain employees, improve productivity and establish the Department as an employer of choice.   

Program areas and Divisions should include strategies and initiatives to encourage and support flexible work 
arrangements as part of the annual planning cycle, in particular as part of each unit’s workforce planning.  

Divisions or units may want to take a team approach to planning flexible work arrangements as part of the annual 
planning cycle, or hold a regular team discussion about flexible work during the planning period. This may help 
employees to understand their own individual needs in the context of the team and the organisation. It may also 
provide an opportunity for the line manager to take a coordinated approach to flexible work across the team. 

Scenario – team planning for flexible work:  

As part of a team’s annual planning day, the team’s Director has a discussion about flexible work arrangements. 
Three full-time staff members indicate they would like to request flexible work arrangements in the near future—
two would like to work part-time for the next 12 months and another would like to compressed their hours and 
work a nine-day fortnight. While the Director of the team must consider each request separately, they realise that 
the reduction in salary costs of two full-time employees moving to part-time mean the Branch may be able to 
engage an additional fixed-term employee for the next 12 months. The Director works with the team members to 
ensure that at least one team member will be available during working hours on each day, and uses regular 
discussions to monitor the employees’ workloads and priorities. One employee tells their friend about their line 
manager’s supportive approach to their request to work part-time for 12 months. The friend is impressed and 
remarks that they would consider working at the Department in future. 

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Corporate-Workplaces.docx
https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
https://www2.education.vic.gov.au/pal/flexible-work/overview
https://www2.education.vic.gov.au/pal/flexible-work/overview
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Managers looking for tips on planning for flexible work and having conversations with your team can refer to the 
Flexible Work Team Planning and Discussion Guide.  

ATTITUDES TO FLEXIBLE WORK 

As with all change, leadership and management attitudes will influence the success of flexible work in each area. 
Negative attitudes (whether overt or covert) are barriers to success and may lead to discriminatory practices. 
Managers should identify their concerns about flexible work arrangements and test them to see if they are sound and 
based on genuine workplace requirements or are outdated assumptions. Requests for flexible work arrangements 
can only be refused on reasonable business grounds. Where a particular request cannot be accommodated, it is 
important for managers and employees to work together to identify a solution that could work and ensure that all 
employees can have some form of flexibility. 

Understand different perspectives and be able to discuss them 

Each request for flexible work is different. It is important to be able to discuss the impact that work arrangements can 
have on the organisation and on business outcomes. Discussions should also include impacts on individuals – 
morale, family and lifestyle needs and financial security.  

Cultures supporting flexibility 

A workplace culture that supports flexibility: 

• is innovative in rethinking the ways work can be done 
• takes a proactive approach to flexibility for all employees 
• has positive role models for flexible work and work-life balance across all  levels of seniority 
• reward and recognition for supporters of flexibility  
• celebrates positive stories of flexibility 
• is an enjoyable work environment for everyone. 

3. FLEXIBLE WORK PROCESS FOR EMPLOYEES 
STEP 1. PREPARATION 
• Learn about the process for requesting and implementing flexible work arrangements by reading the Flexible 

Work Policy – Corporate Workplaces and the HRWeb page on Flexible Work  
• complete the optional Flexible Work Self Assessment to better understand your own circumstances, your 

objectives when requesting flexible work arrangements, the available options and to understand more about the 
impact of what you might request on your work and the team. 

• Refer to the workplace adjustment guidelines and the PSAC statement on reasonable adjustments should this be 
relevant  

• Refer to the VPS Enterprise Agreement (sections 8-10) and Nurses Agreement (section 9) 
• have a preliminary discussion to let your manager know you are considering requesting flexible work 

arrangments.  

STEP 2. DISCUSS WITH YOUR MANAGER 
Make a time with your manager to discuss your proposal. Before you meet, prepare by: 

• planning what you would like to say to support your proposal and make some notes, if helpful 
• refreshing your understanding of the criteria that the delegate will apply when assessing your proposal 
• reflecting on any potential issues and consider solutions you could raise in discussion 
• you do not need to provide a reason for your flexible work request, however if you would like any special 

circumstances to be considered as part of your request you should outline what these are in the discussion. 
Special circumstances are set out in the VPS EBA section 10. 

• if your request is to reduce your hours to part time, discuss this change with your manage/delegate Reductions in 
time fraction are permanent unless agreed with your manager and delegate that it is for a fixed period. 

• you can have a support person attend the meeting should you wish. 
When you meet with your manager: 

• present your case with a focus on mutual gains for you and the team 
• use objective criteria to support your proposal by referring to the policy and guiding principles 

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Team-Planning-and-Discussion-Guide-for-Managers.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/Documents/Disability-Reasonable-Adj-in-Workplace.docx
https://edugate.eduweb.vic.gov.au/sites/i/Shared%20Documents/Coronavirus/Hybrid%20working/PSAC-workplace-adjustments-for-VPS-employees-with-disability.docx
https://www.education.vic.gov.au/hrweb/Documents/VPS-Enterprise-Agt-2020.docx
https://www.education.vic.gov.au/hrweb/Documents/Nurses-Department-of-Education-and-Training-Agreement-2020.docx
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• be open minded. If your manager proposes an alternative arrangement, consider whether this will meet your 
needs and objectives.  

STEP 3 . COMPLETE AND SUBMIT YOUR REQUEST 
• Consider the outcomes of the discussion with your manager and any changes you might need to make to your 

original flexible work plan.  
• Submit your request for Change of hours, work schedule or flexible work arrangement request to your delegate 

via eduPay Employee Self Service. For more information, see Delegations on HRWeb. If your request relates to 
using leave entitlements in a planned way to create flexibility, submit the necessary leave request.  

STEP 4. CONSIDER THE DECISION 
• Your delegate must provide a decision in writing, within 21 days of receiving your request. Your manager or 

delegate may also want to meet with you to discuss the decision. 
• In most cases, because the flexible arrangement has been discussed between manager and employee, and 

details of how the arrangement will work are clearly understood, approval of requests will be straight forward. 
Staff will receive details of the approval when the delegate approves it in the system. 

• If your request is denied, delegates and managers are required to advise you of the reasons for refusal, including 
the reasonable business grounds. If your request has been declined, read the decision carefully to make sure you 
understand the reasoning. Managers/delegatesmust work with you to negotiate another type of flexibility if what 
you have requested cannot be accommodated.  

• If you are unhappy with the decision or do not understand the reasons provided, seek clarification from the 
delegate. 

• If necessary, seek further advice from your Corporate People Services Consultant about how you may be able to 
modify your application to ensure that it meets your needs and those of your manager, delegate and organisation.  

• If you have tried the steps above and you feel that you have reasonable grounds to seek a review of the decision, 
consider your options under the Department’s grievance processes. For more information see Grievances. 

STEP 5. IMPLEMENT THE ARRANGEMENT 
• If your request is approved, make sure you have notified Corporate People Services of any changes in hours or 

work days by completing the Change hours, work schedule or flexible work arrangement request form in eduPay 
Employee Self Service.  

• If working remotely please ensure that the employee has read and complies with the Working Remotely 
Guidelines. 

• Start working flexibly. Set yourself up for success by reading and using the Flexible Work Arrangements –Tips for 
Employees and Managers on HRWeb. 

4. FLEXIBLE WORK PROCESS FOR MANAGERS – 
MANAGING REQUESTS   

With flexibility as the default position, managers must work with their employees and team to come up with solutions 
that work for everyone. The following approach to managing requests for flexible work arrangements will help to 
embed flexible work at the Department and build confidence that decision making is transparent and impartial.  

It also ensures compliance with the requirements of the National Employment Standard under the Fair Work Act 2009 
(Cth) and the Equal Opportunity Act 2010 (Vic). 

STEP 1. SET UP SYSTEMS AND PROCESSES FOR YOUR TEAM 
• provide information to your team about flexible work policy and processes 
• consider holding team discussions about flexible work (see the Flexible Work Team Planning and Discussion 

Guide) 
• advise team members of the resources available to assist them with considering their flexible work needs, 

including the Flexible Work Self Assessment. 
• build support for flexible work into your workforce planning processes 
• ensure you are able to implement the Department’s systems and processes for:  

o accepting requests 
o providing written responses within 21 days, or notifying employees where this is not possible 
o recording discussionsand reasons for decisions 
o directing staff the the workplace adjustment guidelines for workplace adjustments. 

https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
https://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
http://www.education.vic.gov.au/hrweb/Pages/contactus.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/grievPSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Working-Remotely-Guidelines.docx
https://www.education.vic.gov.au/hrweb/Documents/Working-Remotely-Guidelines.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Arrangements-Tips.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Arrangements-Tips.docx
https://www.legislation.gov.au/Details/C2017C00323
http://www.legislation.vic.gov.au/domino/Web_Notes/LDMS/LTObject_Store/ltobjst9.nsf/DDE300B846EED9C7CA257616000A3571/875B6C33CB8D96BFCA257EB300218423/$FILE/10-16aa020%20authorised.pdf
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Team-Planning-and-Discussion-Guide-for-Managers.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Team-Planning-and-Discussion-Guide-for-Managers.docx
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STEP 2. RECEIVING A REQUEST 
• Remind employees that all requests covered by the Flexible Work Policy should be in writing via eduPay, and 

encourage employees to use the Flexible Work Self Assessment 
• Once a request is received, review it carefully and use the Flexible Work Evaluation Guide 
• Set up a meeting with the employee to discuss the request at a time that you will both feel comfortable and won’t 

be rushed.  

STEP 3: PREPARATION 
Prior to meeting, prepare yourself by: 
• knowing your responsibilities under Department policy and legislation. Requests can only be refused on 

reasonable business grounds, so ensure you are familiar with these.  
• making sure you understand the details of the employee’s requests. Prepare any questions you have if the 

proposal is not clear. Staff do not have to provide a reason for their request.  
• make sure that you understand the guiding principles of flexible work set out in the Whole of Government policy: 

o We start from a position of flexibility 
o We focus on outcomes 
o We lead by example 
o We put health, safety and wellbeing first 
o We embed flexibility through the employment lifecycle 
o We come up with solutions that work for everyone 
o We maintain privacy  
o We embed a culture of growth and development 
o We champion equity. 

• being clear in your mind about what you might approve and any associated limitations 
• refer to the workplace adjustment guidelines and the PSAC statement on reasonable adjustments should the 

request relate to a workplace adjustment 
• be familiar with Occupation Health and Safety requirements relating to the request and be prepared to discuss 

these with the employee 
• anticipating any issues in preparing your response. Use objective criteria from the policy and guidelines to 

promote a fair result. Look for solutions that involve a mutual gain. 
• considering alternative options that could work for the team and achieve the employee’s objectives 
• refreshing your skills if you think negotiation may be required. Refer to tips for 'Handling difficult conversations' 

on HRWeb under Respectful Workplaces, if necessary.  

STEP 4. CONDUCT A MEETING 
• At the meeting, actively listen to the employee and demonstrate that you are taking in the employee’s point of 

view. 
• Explore the details of the proposal.  
• If the full request does not meet reasonable business grounds, provide feedback/ suggest alternative 

arrangements where possible. Direct the employee to the relevant People Services Consultant for further 
information if required.  

• Discuss the health and safety requirements, including the need to complete the OHS risk assessment. 
• Provide a timeline for your response noting that a response must be provided in writing within 21 days of 

receiving the formal request in eduPay.  

STEP 5: MAKE A DECISION 
• Be clear about what you are approving and any limitations/requirements associated with approval. 
• Ensure your decision is consistent with the Flexible Work Policy – Corporate Workforce 
• The Flexible Work Evaluation Guide has been prepared to assist you 
• Where a request is denied, this may only be on reasonable business grounds, and not for any other reason 
• Each case must be considered on its own merits.  A request should not be denied because of concerns of 

potential flow-on effects such as triggering a number of requests. The Department supports working flexibly.  

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Request-Evaluation.docx
https://www.education.vic.gov.au/hrweb/Documents/Disability-Reasonable-Adj-in-Workplace.docx
https://edugate.eduweb.vic.gov.au/sites/i/Shared%20Documents/Coronavirus/Hybrid%20working/PSAC-workplace-adjustments-for-VPS-employees-with-disability.docx
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/workingalone.aspx
https://www.education.vic.gov.au/hrweb/Documents/Handling-Difficult-Conversations-Tip-Sheet.docx
https://www.education.vic.gov.au/hrweb/divequity/Pages/respect.aspx
https://www.education.vic.gov.au/hrweb/Documents/OHS/ergonomicriskassess.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Request-Evaluation.docx
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STEP 6. COMMUNICATE THE DECISION IN WRITING  
• Approve or deny the request in eduPay within 21 days of receiving the request. 
• If circumstances prevent this, seek written agreement from the employee for an extension of time.  
• If not approved, a written explanation must be provided to the employee which must include the reasonable 

business grounds for the decision and a discussion with the employee is required about other possible flexibility 
that could be approved.The employee could then submit a new flexible work arrangement request in eduPay for 
approval. 

STEP 7. IMPLEMENT THE AGREED ARRANGEMENT 
• Note the flexible work discussion/s 
• Confirm the arrangement with any team leaders who need to be involved in implementation. 
• Clarify the trial period and review frequency (minimum 6 monthly) 
• Ensure OHS requirements have been met 
• Complete the required form/s – see Appendix 1. 

The importance of documentation 

Documenting a flexible work arrangement ensures that both the employee and the employer understand the 
scope of the agreement, how it will be implemented, and the approach to trialling and reviewing the 
arrangements. It provides stability if the line manager or delegate changes roles and provides clarity in the event 
of a grievance. Documentation is important in relation to legal compliance and demonstrates the DET Value of 
accountability. Aside from the forms submitted through eduPay, its important to have notes from the discussion/s 
between the manager and employee about the arrangements, particularly the agreement reached. This could be 
an email with the notes from the discussion and may include the original flexibility requested, any alternatives 
discussed and the final position. It should also include discussion about the health and safety requirements and 
OHS risk assessment relevant to the flexible work arrangement. 

5. FURTHER INFORMATION AND RESOURCES 
There are a range of resources available to assist employees, managers and delegates navigate flexible work.  

• Flexible Work Policy – Corporate Workforce 
• Whole of Victorian Government Flexible Work Policy and guidance 
• Flexible Work - HRWeb 
• Flexible Work Frequently Asked Questions  
• Flexible Work Self Assessment 
• Flexible Work Evaluation Guide 
• Flexible Work Team Planning and Discussion Guide 
• Flexible Work Arrangements –Tips for Employees and Managers 
• Working Remotely Guidelines 
• Working Alone, in Isolation or from Home 
• Victorian Public Service Enterprise Agreement  
• Nurses (Department of Education and Training) Agreement   

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Policy-VPS.docx
https://vpsc.vic.gov.au/resources/flexible-work-policy-and-resources/
https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-FAQs.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Evaluation.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Team-Planning-and-Discussion-Guide-for-Managers.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Arrangements-Tips.docx
https://www.education.vic.gov.au/hrweb/Documents/Working-Remotely-Guidelines.docx
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/workingalone.aspx
https://www.education.vic.gov.au/hrweb/Documents/VPS-Enterprise-Agt-2020.docx
https://www.education.vic.gov.au/hrweb/Documents/Nurses-Department-of-Education-and-Training-Agreement-2020.docx
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Appendix 1: Flexible work options 
The table below identifies types of flexibility employees may be looking for and the respective options and approval 
processes. All require a discussion with your manager before proceeding with the arrangement. 

Type of flexibility 
requeted 

Possible options Approval Paperwork   

Flexible start and 
finish time 

Informal agreement 
with manager – ad 
hoc  (within the 
normal span of 
hours) 
 

Written agreement with 
manager (email) 

OR  
Flexitime sheet 

OR 
Leave request in 
eduPay 
(purchased 
leave, annual 
leave, long 
service leave, 
leave at half pay, 
leave without 
pay) 

 Formal arrangement 
if not ad hoc 

Change of hours, work 
schedule or flexible 
work arrangement  
request form (eduPay) 

  

 Shift swap (ad hoc) Written agreement with 
manager (email) 

  

Take regular full or 
partial day/s off 
across a 
fortnight/month, but 
continuing to work a 
72hr fortnight  
 

Compressed work 
week  
Spread work hours 
across fortnight - 9 
day fortnight, 4 day 
week, one day per 
month; half days 

Change of hours, work 
schedule or flexible 
work arrangement  
request form (eduPay) 

  

Reducing the 
number of hours 
worked (may 
include job share) 

Time fraction 
change (temporary) 

Written agreement with 
manager and delegate 
(email) that the 
reduction in time 
fraction is temporary, 
including the date the 
arrangement will 
cease. 

AND 
Change of hours, 
work schedule or 
flexible work 
arrangement  
request form 
(eduPay) 
 

 

 Using leave 
entitlements in a 
planned way 

Written agreement with 
manager (email) 
 

AND  
Leave request in 
eduPay (purchased 
leave, annual leave, 
long service leave, 
leave at half pay, 
leave without pay) 
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Working remotely  For the default 3 
days in the office 
and 2 days remotely 
– or any additional 
working remotely 
days per week from: 
• suburban hub  
• remote location 

Change of hours, work 
schedule or flexible 
work arrangement  
request form (eduPay) 
*Note: the form allows 
you to indicate which 
days you will be 
working from the office 
and request days 
working from another 
location. 

  

Working remotely • Interstate 
location 

• International 
location 

Approval from 
appropriate delegate 
Seek advice from HR 
Consultant on 
appropriate form. 

  

 
Additional annual 
leave within a year  
 

 
Purchased leave 

 
Purchased leave 
agreement 

AND 
Leave request in 
eduPay 
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