Flexible Work Policy Template
This is a guide only and should be adapted to your industry and circumstances.

1. Purpose
At [Company Name], we recognise that flexible working arrangements support a diverse, inclusive, and productive workplace. This policy ensures that employees can balance work with personal responsibilities while contributing effectively to our organisation. Our commitment aligns with the Fair Work Act 2009 and the Disability Discrimination Act 1992, ensuring equitable access to flexible work options.

2. Scope
This policy applies to all employees, including full-time, part-time, casual, and contract workers, who may require flexible arrangements for reasons such as:
· Caring responsibilities (e.g., children, elderly relatives, people with disabilities)
· Disability or health-related needs
· Cultural or religious observances
· Study commitments or professional development
· Transitioning to retirement
· Other personal circumstances requiring flexible work

3. Types of Flexible Work Arrangements
[Company Name] supports a range of flexible work options, including:
· Remote or Hybrid Work: Working from home or another approved location
· Flexible Hours: Adjusted start and finish times, compressed workweeks, or staggered shifts
· Part-Time or Job Sharing: Reduced hours or role-sharing with another employee
· Adjusted Workload: Temporary or long-term workload modifications due to personal circumstances
· Purchased Leave or Additional Unpaid Leave: Options to extend leave entitlements for personal needs
· Cultural and Religious Leave: Recognising cultural and religious commitments as part of workplace inclusivity

4. Requesting Flexible Work Arrangements
Employees can request flexible work by:
1. Submitting a written request outlining the proposed arrangement, reason, and expected benefits to both employee and employer.
2. Engaging in a discussion with their manager to explore feasibility and any necessary adjustments.
3. Receiving a written response within 21 days, as required under the Fair Work Act 2009. If a request cannot be accommodated, a clear explanation will be provided, and alternative solutions explored.

5. Manager Responsibilities
Managers should:
· Consider all requests fairly, ensuring compliance with anti-discrimination laws
· Assess requests based on business needs, feasibility, and potential adjustments
· Support employees in trialling flexible arrangements where practical
· Maintain clear, ongoing communication to review effectiveness

6. Employee Responsibilities
Employees using flexible work arrangements should:
· Maintain communication with their team and manager
· Ensure performance and productivity expectations are met
· Adhere to company policies regarding workplace health and safety, confidentiality, and cybersecurity
7. Review and Monitoring
Flexible work arrangements will be reviewed periodically to assess their effectiveness. Employees and managers are encouraged to provide feedback to ensure continued alignment with business and individual needs.

8. Additional Resources
· Fair Work Ombudsman: www.fairwork.gov.au
· JobAccess (Workplace Adjustments for Disability): www.jobaccess.gov.au
· Workplace Gender Equality Agency (WGEA) on Flexible Work: www.wgea.gov.au

By implementing this policy, [Company Name] fosters an inclusive workplace that recognises and accommodates the diverse needs of its employees while maintaining operational excellence.

