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1. Overview 
The Department’s vision is to be an inclusive organisation with a high performing, empowered, valued and supported 
workforce. The Department’s Flexible Work Policy – Corporate Workforce reflects the whole of government Flexible 
Work Policy and reinforces the Department’s long-term commitment to flexible working.  

This policy supports hybrid ways of working and offers benefits for employees as well as the organisation. Adopting 
flexible approaches that are in line with the key principles of flexible work outlined below and compatible with 
business needs allow our people to balance work and personal commitments, while providing opportunities to 
maintain and progress their careers. 

Flexible work arrangements aim to give our employees a meaningful level of control over when, where and how work 
is accomplished. Subject to reasonable business needs, employees might be able to work remotely, change or 
compress their hours, use leave, change the days they work or use other options that work for the employee, 
managers and the team.  

Requests for flexibility to meet short-term needs such as attendance to an appointment or occasional work from 
home are not continuing arrangements and therefore are not within the scope of this policy. One-off requests should 
be managed in the context of the team’s daily program and with reference to other relevant policies and guidance.  

2. Purpose  
This policy outlines principles and guidelines for flexible work at the Department and refers employees, managers 
and delegates to relevant policies that apply to specific working arrangements. 

3. Scope 
This policy applies to Public Service employees of the Department of Education and Training, including employees 
covered by the Victorian Public Service Enterprise Agreement, the Nurses (Department of Education and Training) 
Agreement, and Executive Officers employed under the Standard Executive Contract, except where otherwise 
specified.  

Depending on the nature of the request, flexible work arrangements must be agreed between either a manager and 
employee, or between a manager, delegate and employee prior to formal approval and implementation. All requests 
and all forms of flexible work must be genuinely considered by managers and delegates. Requests should only be 
refused on reasonable business grounds.   

4. Principles 
Flexible work is the Victorian Government’s default position. The Department supports all employees having some 
form of flexibility and is committed to embedding flexible working into the design and structure of the workforce.  

Flexible work is available to employees by default, regardless of: 

• the reason the employee wants it 
• when the employee started their employment 
• the employee’s role.  

Not all types of flexibility will work for every role. If there’s a good reason a role can’t have a type of flexibility, 
managers and employees must look for a type of flexibility that will work. 

The starting point for full-time office-based employees has shifted from five days to three days per week in the office 
(pro rata for part-time employees). Employees can also request additional flexible work arrangements.  

The flexible work guiding principles are:  

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

For more information on the guiding principles, see the Whole of Victorian Government Flexible Work Policy. 

5. Types of flexible work arrangements 
There are a variety of short and long-term arrangements that come under the umbrella of flexible work. These 
arrangements have varying application and approval processes, ranging from formal arrangements requiring 
delegate approval to informal arrangements between a manager and employee. See Appendix A for further 
information on options. 

When considering a flexible work arrangement (including for a workplace adjustment), employees, managers and 
delegates must ensure that they have consulted all relevant policies and guidelines.   

Some flexible work arrangements may affect an employee’s salary or accrual of entitlements, for example by 
reducing hours worked, or by using salary to purchase leave. These arrangements need to be formally documented 
following the relevant process. A table is set out in the Manager and Employee Guidelines outlining which processes 
are required for the range of flexibility you can access. Employees should contact their Corporate People Services 
consultant for more information prior to modifying their work arrangements. It is important to ensure that employees 
with disability continue to be provided with reasonable adjustments and are well supported. Flexible work 
arrangements may be a reasonable adjustment. The VPSC released a statement on workplace adjustments.  

See: 
• Flexible Work Implementation Guide 
• Corporate People Services contact information 
• VPSC statement – Workplace adjustments 

Interstate and international work  

The guidance on working interstate or internationally is set out in Guidance Note 2 which sets out the Victorian 
Government position for Victorian Public Service office-based employees. The Victorian Government and the VPS 
prioritises jobs for Victorians and economic activity in Victoria. It is expected in fulfilling their commitment to serve the 
Victorian community, Department employees bring their experience and understanding of living in Victoria to their 
work.  

In some circumstances, employees may be supported to temporarily work from an interstate location for up to three 
months in a 12-month period. Reasons might include to care for a family member or friend, to access medical or 
other care for themselves or if they need a reasonable adjustment as per the Fair Work Act 2009 (Cth). All requests 
will be assessed on a case by case basis against the principles in the Guidance Note. Deputy Secretary approval is 
required.  

Employees will not be supported to work temporarily from an international location, except by the exceptions set out 
in the Guidance Note. Secretary approval is required.  

For more information, see Victorian Public Sector Commission Guidance Note 2 

6. Who can access flexible work arrangements?  
Flexible work is the Department’s default position and all employees can have some form of flexibility. Anyone can 
request flexible work arrangements to ensure they have a meaningful level of control over when, where and how they 
work.  

Managers and delegates must genuinely consider every request for flexible work arrangements and work with their 
employees to come up with solutions that work for the person and meet the needs of the business. A request should 
only be refused on reasonable business grounds. The employee must be notified in writing within 21 days of the 
request of the decision and if refused provided the reasons why. 

Where the requirements of a role don’t support the flexible arrangements an employee is seeking, proper 
consideration should be given to identifying where flexibility can be incorporated into their working arrangements. 
Flexible work arrangements shouldn’t negatively impact the achievement of team and organisational objectives. 
 
Flexible work arrangements for an employee must never result in: 

• more work for the employee – work can be different, but it shouldn’t increase 
• more work for other employees who do or don’t work flexibly 

https://vpsc.vic.gov.au/resources/flexible-work-policy-and-resources/
https://www.education.vic.gov.au/hrweb/Pages/contactus.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Pages/contactus.aspx
https://edugate.eduweb.vic.gov.au/sites/i/Shared%20Documents/Coronavirus/Hybrid%20working/PSAC-workplace-adjustments-for-VPS-employees-with-disability.docx
https://www.legislation.gov.au/Details/C2020C00393
https://vpsc.vic.gov.au/resources/flexible-work-policy-and-resources/vsb-guidance-note-2-interstate-and-international-remote-working-1/
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• reduced service delivery to the Victorian community. 

Flexible work must not undermine career progression, pay or development opportunities. 

7. Roles and responsibilities  
Employees are responsible for:  

• being aware of the whole of Victorian Government Flexible Work Policy and guidance, the Department’s 
Flexible Work Policy and related policies and processes  

• understanding the principles managers and employees must consider when establishing flexible work 
arrangements  

• working with managers to ensure flexible work arrangements operate effectively in the workplace 
• being open to genuine negotiation about the type of flexible work arrangements available and/or the details 

of the request 
• considering the impacts that flexible work arrangements may have on colleagues and service delivery, and 

working openly and transparently with managers to ensure flexibility works for everyone 
• complying with Occupational Health and Safety requirements 
• being prepared to review the arrangement periodically (at least once every six months) and working with 

managers to modify the arrangement or address any issues as they arise. 

See: 
• Whole of Victorian Government Flexible Work Policy and guidance 
• Flexible Work Implementation Guide 
• Working Alone, in Isolation or from Home 

 

Managers and delegates are responsible for:  

• understanding and applying the whole of Victorian Government Flexible Work Policy and guidance, the 
Department’s Flexible Work Policy and other related policies and processes 

• adopting a strategic approach to flexible work and ensuring that the achievement of business objectives 
supports flexible work planning 

• embedding flexibility as a default setting by modelling flexibility and building a climate supportive of flexibility 
and work-life balance. This includes communicating the business needs in which flexible work options have 
to operate 

• considering flexible work requests in a timely manner and with an open mind 
• transparent and fair decision making  
• documenting decisions 
• considering any impact on colleagues and stakeholders and working to address these openly and 

respectfully 
• ensuring clarity when communicating the business reasons for approving and not approving the request 
• ensuring the capacity to implement the decision 
• ensuring compliance with Occupational Health and Safety requirements 
• regular review of the arrangement with the employee (at least once every six months) 
• supporting employees to succeed when they work flexibly 
• maintaining employees’ privacy when discussing flexibility. 

See: 
• Whole of Victorian Government Flexible Work Policy and guidance 
• Flexible Work Implementation Guide 
• Working Alone, in Isolation or from Home 

 

Corporate People Services Consultants are responsible for: 

• providing advice to employees, managers and delegates about this policy and related documentation 
• maintaining appropriate confidentiality and privacy in relation to requests for advice about flexible work. 

The Workforce Diversity and Inclusion team is responsible for: 

• providing advice to business areas and Department leadership about promoting a flexible workplace culture.  
 

https://vpsc.vic.gov.au/resources/flexible-work-policy-and-resources/
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/workingalone.aspx
https://vpsc.vic.gov.au/resources/flexible-work-policy-and-resources/
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/safetyhw/Pages/workingalone.aspx
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8. When is a request reasonable?  
Flexible work arrangements shouldn’t:  

• lead to reduced service delivery to the Victorian community 
• negatively impact the achievement of team and organisational objectives 
• materially change the work that an employee does.  

 
Under Department policy, the VPS Agreement, the Nurses Agreement and the Fair Work Act, a delegate may only 
refuse a request for flexible work arrangements on reasonable business grounds. 

What is reasonable will differ from case to case and delegates must make an assessment based on all facts and 
information relating to the individual situation.   

While not exhaustive, the VPS and Nurses Agreements outline factors that may contribute to reasonable business 
grounds for declining a request. These include: 

• that the new working arrangements requested by the employee would be too costly for the employer 
• that there is no capacity, or it would be impractical to change the working arrangements of other employees 

or recruit new employees, to accommodate the new working arrangements requested by the employee 
• that the new working arrangements requested by the employee would be likely to result in a significant loss 

in efficiency or productivity 
• that the new working arrangements requested by the employee would be likely to have a significant negative 

impact on customer service. 

Both delegates and employees should be familiar with what constitutes reasonable business grounds. This will assist 
the employee to ensure that their request addresses reasonable business grounds set out in the Agreements, 
increasing their chances of making a successful application. For delegates, this will help to ensure that any decisions 
are fair and equitable and do not amount to discrimination. 

9. Flexible work requests 
Requesting a flexible work arrangement 

All types of flexibility must be agreed between the employee and their manager or delegate prior to approval and 
implementation. However, the formality of the agreement is dependent on the formality of the flexible work 
arrangement requested. 

All requests for flexible work arrangements should: 

• be discussed with the employee’s manager 
• be made in writing to the manager or relevant delegate 
• detail the arrangement the employee is seeking and if seeking to work from home or another location how 

the arrangement will satisfy health and safety requirements and technological needs. 
 
Employees are encouraged to submit their request for flexible working arrangements as far in advance as reasonably 
practicable. This also applies to changing an existing flexible working arrangement. 

For further information see the Flexible Work Implementation Guide and the delegations for approval 

All responses to requests for flexible work arrangements must:  

• be in writing 
• be provided no later than 21 days after receiving the request 
• note any modifications to the original request following discussions, including where an agreement to trial 

the arrangement has been reached  
• where the application is not approved, provide the reasonable business grounds for declining the request.  

Guidance on factors that managers and delegates should consider when making a decision is set out in the Flexible 
Work Implementation Guide.  

An employee, their manager and the responsible delegate should work productively together to facilitate flexible 
working arrangements where possible and consider options that may resolve any factors likely to have a negative 
impact on the employee, the work unit or the Department. 

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
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When is an agreement required? 

A flexible work agreement is required for any arrangement that varies where and how an employee works, including 
reduced, compressed and varied hours or at any location that is not their primary office. Some arrangements might 
impact an employee’s entitlements.  

There are also a range of leave entitlements that employees can access to create flexibility. Separate approvals for 
these entitlements exist. Employees should discuss using leave in a planned way to create flexibility with their 
manager prior to submitting leave request/s. For further information on flexible work options, see Appendix A 

A range of tools exist on the Flexible Work page of HRWeb to assist employees and managers to discuss and agree 
on arrangements.  

The request must be approved by the delegate in eduPay and Occupational Health and Safety requirements met 
prior to starting the flexible work arrangement.  

See: 

• Flexible Work 
• Delegations 
• Working Remotely Guidelines 
• Working Alone, in Isolation or from Home 

Where an employee considers they have been treated unfairly or unreasonably in any matter related to their 
employment including a request for flexible work arrangements, they may access review, grievance or dispute 
resolution processes.  

For more information see Grievances. 

10. Review 
Regular review of flexible work arrangements 

All flexible work arrangements must be reviewed by the manager, delegate and employee on a regular basis (at least 
once every six months, irrespective of how long the arrangement has been in place). This will ensure that the 
arrangements continue to meet the needs of the employee and the organisation.  

Circumstances which may warrant more regular reviews may include: 

• the operational or team requirements have changed 
• there are concerns regarding efficiency, productivity or customer service 
• the employee wishes to change the arrangements 
• the flexible working arrangement impacts the employee’s ability to effectively undertake the role. 

In the case of part-time work arrangements, a change of hours may be permanent. For further information, see Part-
time employment. .  

Employees and managers should have regular informal discussions about flexible working arrangements and any 
necessary adjustments that may need to be made to support the employee or their team.  

Varying or ending a flexible working arrangement 

Flexible working arrangements can be altered to meet changing operational requirements. The manager, delegate or 
the employee may seek to vary or terminate a flexible work arrangement subject to reasonable notice (generally at 
least 28 calendar days written notice).  Written confirmation, clearly outlining the reason for varying or ceasing the 
arrangement should be provided to or by the delegate. Variations and terminations should be documented and can 
only be refused on reasonable business grounds.  
Where a current arrangement can no longer be accommodated on reasonable business grounds, the reasons why 
and available options should be discussed with the employee. 

Where the employee seeks to terminate the arrangement, they should first discuss with their manager and delegate 
appropriate cessation arrangements and consider any reasonable alternative arrangements to meet the employee 
and business needs. 

https://www.education.vic.gov.au/hrweb/divequity/Pages/balance.aspx
https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
https://www.education.vic.gov.au/hrweb/Pages/resources/deleg.aspx
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/safetyhw/Pages/workingalone.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/grievPSS.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/ptimePSS.aspx
https://www.education.vic.gov.au/hrweb/workm/Pages/ptimePSS.aspx
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11. Privacy and confidentiality 
Information disclosed through the flexible work application process must be collected and managed in accordance 
with relevant legislation including the Privacy and Data Protection Act 2014 (Vic), the Health Records Act 2001(Vic) 
and the Family Violence Protection Act 2008 (Vic).  

When engaging in team-wide discussion or planning around flexible work arrangements, managers and delegates 
must not disclose the reasons for an individual requesting flexible work arrangements without that person’s consent.  

12. Flexible work entitlements – legislative context 
The whole of Victorian Government approach is that all VPS employees can request flexible work arrangements. In 
addition, some employees have a legal right to request flexible work. In these cases, employers must comply with the 
law.  

These documents advise when employees may have a legal right to request flexible work: 

• section 65 in the Fair Work Act 2009 (Cth) 
• Equal Opportunity Act 2010 (Vic) 
• clause 8 of the Victorian Public Service Enterprise Agreement  
• clause 9 of the Nurses (Department of Education and Training) (Nurses) Agreement 
• Senior Executive Service Employment Contract and Handbook 

This includes when an employee: 
• is a parent, or has responsibility for the care of a child who is of school age or younger 
• is a carer 
• has a disability or long-term health condition 
• is 55 or older 
• is experiencing violence from a member of the employee’s family  
• needs to give care or support their immediate family 
• needs to give care or support a member of their household 
• needs to give care or support someone who is experiencing violence from the member’s family 

Victorian equal opportunity legislation, including the Equal Opportunity Act, makes it unlawful to discriminate against 
a person on the basis of parental or carer status and requires employers to accommodate the parental or carer 
responsibilities of an employee, as outlined below. 

 
The commitment to flexibility is set out in:  

• Fair Work Act 2009 (Cth) 
• Sex Discrimination Act 1984 (Cth) 
• Disability Discrimination Act 1992 (Cth) 
• National Employment Standards 
• Public Administration Act 2004 (Vic) 
• Victorian Equal Opportunity Act 2010 (Vic) 

Victorian Equal Opportunity Legislation 
 
It is unlawful to discriminate against a person on the basis of parental or carer status in certain areas of 
public life including employment. Discrimination against job applicants, employees and contract workers is 
specifically prohibited. Under the legislation, employers must not unreasonably refuse to accommodate 
the parental or carer responsibilities of a person offered employment, or an employee or contract worker.  
 
In determining whether an employer unreasonably refuses to accommodate the responsibilities that an 
employee has as a parent or carer, all relevant facts and circumstances must be considered, including the: 
• employee's circumstances, including the nature of their responsibilities as a parent or carer  
• nature of the employee's role 
• nature of the arrangements required to accommodate those responsibilities 
• financial circumstances of the employer 
• size and nature of the workplace and the employer's business 
• effect on the workplace and the employer's business of accommodating those responsibilities, including 

the financial impact; the number of persons who would benefit from or be disadvantaged; the impact on 
efficiency, productivity and customer service 

• consequences for the employer of making such accommodation 
  f    f      

http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/f932b66241ecf1b7ca256e92000e23be/05CC92B3F8CB6A6BCA257D4700209220/%24FILE/14-060aa%20authorised.pdf
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/LTObject_Store/LTObjSt6.nsf/DDE300B846EED9C7CA257616000A3571/77FAA53ECDC0DA44CA2579030015D701/%24FILE/01-2aa023%20authorised.pdf
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/f932b66241ecf1b7ca256e92000e23be/083D69EC540CD748CA2574CD0015E27C/$FILE/08-52a.pdf
https://www.legislation.gov.au/Details/C2020C00393
https://www.legislation.vic.gov.au/in-force/acts/equal-opportunity-act-2010/020
https://www.dtf.vic.gov.au/funds-programs-and-policies/victorian-public-service-enterprise-agreement-2020
https://www.education.vic.gov.au/hrweb/Documents/Nurses-Department-of-Education-and-Training-Agreement-2020.docx
https://vpsc.vic.gov.au/resources/victorian-public-service-executive-employment/
https://vpsc.vic.gov.au/resources/victorian-public-service-executive-employment/
https://www.legislation.gov.au/Details/C2017C00323
https://www.legislation.gov.au/Details/C2018C00499
https://www.legislation.gov.au/Details/C2018C00125
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.legislation.vic.gov.au/in-force/acts/public-administration-act-2004/078
https://www.legislation.vic.gov.au/in-force/acts/equal-opportunity-act-2010/020
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• Victorian Public Service Enterprise Agreement 2020  
• Victorian Occupational Health and Safety Act 2004 
• Other applicable awards and enterprise agreements 

13. Further assistance 
Further information, advice, or assistance on any matters related to this Policy are available by: 

• accessing the HRWeb A-Z topic list  
• contacting Corporate People Services 
• contacting the Workforce Diversity & Inclusion team at diversity@education.vic.gov.au. 

 
For flexible work information for school staff, visit the Policy and Advisory Library (PAL). 

  

https://www.dtf.vic.gov.au/funds-programs-and-policies/victorian-public-service-enterprise-agreement-2020
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/034
https://www.education.vic.gov.au/hrweb/aztopic/Pages/default.aspx
https://www.education.vic.gov.au/hrweb/Pages/contactus.aspx
mailto:diversity@education.vic.gov.au
https://www2.education.vic.gov.au/pal/flexible-work/overview
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APPENDIX A: OVERVIEW OF FLEXIBLE 
WORK OPTIONS  
The Flexible Work Policy – Corporate Workforce describes the choices that public service employees have in how 
they work every day. There are a range of short and long-term arrangements which employees may consider 
depending on their needs, work preferences and the needs of the organisation. These arrangements have varying 
application and approval processes, including formal arrangements requiring delegate approval and informal 
arrangements between a manager and employee, some of which require approval forms to be submitted. The 
options are outlined below and do not affect one-off requests for flexibility, which should be managed in the context of 
the team’s daily program.  

For more information on implementing flexible work arrangements, see the Flexible Work Implementation Guide 

TRADITIONAL FLEXIBLE WORK OPTIONS 

Flexible work hours  

You can request to work the standard 7.6-hour workday by varying your start and finish times. For example, you may 
start work earlier and finish earlier, or start later and finish later within the agreed span of working hours. 

See Working Hours  

Documentation and approvals required:  

• An approved flexible work agreement is required between an employee and the manager/delegate.  First, 
have a conversation with your manager. The Flexible work self-assessment sheet may assist.  Once an 
arrangement has been agreed on, submit a Change of hours, work schedule or flexible work arrangement 
request via eduPay Employee Self Service.  

 
See Flexible work self-assessment 

Compressed hours 

You can apply to compress your full-time hours into less than the standard 10-day fortnight by working slightly longer 
than the standard 7.6-hour workday on the days that you work. For example, you could work 8.4 hours each day, 
over nine workdays in a fortnight.   

See Working Hours  

Documentation and approvals required:  

An approved flexible work agreement is required between an employee and the manager/delegate.  First, have a 
conversation with your manager. The Flexible work self-assessment sheet may assist.  Once an arrangement has 
been agreed on, submit a Change of hours, work schedule or flexible work arrangement request via eduPay 
Employee Self Service. 

See Flexible work self-assessment 

Working Remotely  

You can request to work from another location, including your home or a suburban hub. 

See the Working Remotely Corporate Guidelines on HRWeb under Flexible Work. 

Documentation and approvals required:  

An approved flexible work agreement is required between an employee and the manager/delegate.  First, have a 
conversation with your manager. The Flexible work self-assessment sheet may assist.  Once an arrangement has 
been agreed on, submit a Change of hours, work schedule or flexible work arrangement request via eduPay 
Employee Self Service. 

See Flexible work self-assessment  

OTHER AVAILABLE OPTIONS 

Part-time  

You can request to work less than 76 hours a fortnight under a part-time work arrangement. This may take the form 
of a job-share arrangement with a colleague.  

See Part-time Employment 

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Implementation-Guide.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/wrkhrsPSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/wrkhrsPSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.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/workm/Pages/ptimePSS.aspx
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Documentation and approvals required: 

An approved flexible work agreement is required between an employee and delegate.  First, have a conversation with 
your manager. The Flexible work self-assessment sheet may assist.  Once an arrangement has been agreed on, 
submit a Change of hours, work schedule or flexible work arrangement request via eduPay Employee Self Service. 
Time fraction changes are permanent unless agreed otherwise and can impact entitlements. Seek advice from 
Corporate People Services.  

See Flexible work self-assessment 

Flexitime  

You can request to use flexitime arrangements by keeping track of your hours using a flexitime sheet. This works well 
if you do not work the same number of hours every day. Flexitime is available to public service employees up to and 
including Victorian Public Service Grade 6 or equivalent.  

See Flexitime Arrangements  

Documentation and approvals required 

Managers approval is required. The Flexible work self-assessment sheet may assist in the discussion. 

See Flexible work self-assessment 

LEAVE OPTIONS THAT SUPPORT FLEXIBILITY 

Annual leave 

A full-time employee is entitled to 20 days of paid annual leave for each year of service. Annual leave can be taken in 
full or part days and some employees may use this leave to create some flexibility. 

See Annual Leave 

Documentation and approvals required: 

Apply through eduPay Employee Self Service. Manager/delegate approval is required to take annual leave.  

A discussion with your manager about the proposed approach to using annual leave to increase your flexibility is 
required along with their agreement. The Flexible work self-assessment sheet may assist in the discussion. 

See Flexible work self-assessment 

Leave without pay 

A public service employee (other than an executive officer) may apply to take up to 12 months of leave without pay to 
meet family responsibilities, travel, study or do whatever is important to you.  

If you are Executive Officer, you can take up to six months unpaid leave, although you may be able to seek leave for 
a longer period case by case basis.   

See Leave Without Pay  

Documentation and approvals required: 

Apply through eduPay Employee Self Service. Manager/delegate approval is required.  

A discussion with your manager about the proposed approach to using this leave to increase your flexibility is 
required along with their agreement. The Flexible work self-assessment sheet may assist in the discussion.  

See Flexible work self-assessment 

Long service leave  

An employee is entitled to three months of long service leave after 10 years of service (pro rata for part-time 
employees). Long service leave may be accessed on a pro-rata basis after seven years. 

See Long Service Leave  

Documentation and approvals required: 

Apply through eduPay Employee Self Service. Manager/delegate approval is required to take this leave.  

A discussion with your manager about the proposed approach to using this leave to increase your flexibility is 
required along with their agreement. The Flexible work self-assessment sheet may assist in the discussion. 

See Flexible work self-assessment 

https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/flexiPSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/annlvePSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/lwoppss.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/lslPSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
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Other leave  

Under clause 70 of the VPS Agreement, an employee may be granted leave with or without pay by their employer for 
any purpose. Leave may be granted for purposes including cultural and religious purposes, activities inherently 
associated with an employee’s disability not already provided for by specific leave entitlements under the VPS 
Agreement or otherwise agreed with the employer or paid family violence leave for casual employees. 

See Cultural and Ceremonial Leave 

See Disability and Reasonable Adjustments 

See Family Violence  

Purchased leave  

An employee may receive additional paid leave in return for a pro rata reduction in salary. The arrangement needs to 
be established and the employee enters into a purchased leave arrangement for a 12-month period. 

See Purchased leave on HRWeb under Leave. 

Documentation and approvals required: 

Once the arrangement has been set up you can apply through eduPay Employee Self Service. Manager/delegate 
approval is required to take this leave.  

A discussion with your manager about the proposed approach to using this leave to increase your flexibility is 
required along with their agreement. The Flexible work self-assessment sheet may assist in the discussion. 

See Flexible work self-assessment 

Study Leave 

Study leave with or without pay may be granted to an employee in the public service to undertake an accredited 
course of study at a recognised educational institution or a registered training organisation. 

See Study Leave 

Documentation and approvals required: 

Apply through eduPay Employee Self Service.  

LOOKING AFTER CHILDREN OR OTHER DEPENDENTS 
Parental leave 

There are a range of parental leave options available when becoming a parent of a child or children. 

See Parental Absence  

Documentation and approvals required: 

Apply through eduPay Employee Self Service.  

Carers leave 

Personal leave may be accessed due to personal illness or injury; or for the purposes of caring for an immediate 
family or household member who is ill or injured and requires the employee’s care or support or who requires care or 
support due to an unexpected emergency.  

See Personal and Compassionate Leave 

Documentation and approvals required: 

Apply through eduPay Employee Self Service.  

https://www.education.vic.gov.au/hrweb/employcond/Pages/cultural.aspx
https://www.education.vic.gov.au/hrweb/divequity/Pages/disability.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/FamViolence.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/annlvePSS.aspx
https://www.education.vic.gov.au/hrweb/Documents/Flexible-Work-Self-Assessment-Corporate.docx
https://www.education.vic.gov.au/hrweb/employcond/Pages/studylvePSS.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/parentlvePSS.aspx
https://www.education.vic.gov.au/hrweb/employcond/Pages/Pers-Compas-Lve.aspx
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