
 

What are my needs? 

Would the inherent requirements of the 
job prohibit this type of flexibility? 

Seek further advice or appeal in accordance 
with the Flexible Work Arrangements Policy if 
you feel you have not been fairly dealt with  

 

(eg. refusal was not on ‘reasonable business 
grounds’; explanation was insufficient). 

Can a mutually acceptable 
alternative be found? 

Document the agreement 
and lodge with People & Culture 

Discuss the request and clarify any 
amendments that need to be made to the 

arrangement. 

Request denied 

Request approved 

No 

Yes 

What are the details of the request? 

What are the reasons for my request? 

What are my options? 

- Does the request meet my 
needs? 

- Have I discussed my needs for 
flexibility and the request with 
my supervisor? 

 

Submit a written request to your 
supervisor/manager via a HR29 

Supervisor/Managers response to be provided  
and no later 21 days 

Flow Chart 1.  Request for a Flexible Work Arrangement 



Flow Chart 2.  Responding to a Request for a Flexible Work Arrangement 

What are the employee’s needs? 
What are the operational needs of the 

unit? 

What are the ‘inherent requirements’ of 
the job? 

Is the request ‘reasonable’ in the 
circumstances?  Consult People & 
Culture before refusing a request 

Consult with People & Culture and 
Respond in writing 

(within 21 days) 

Respond to appeals or complaints in 
accordance with the Staff Issue and 

Complaint Resolution Policy 

Can a mutually acceptable 
alternative be found? 

Document the agreement 
and lodge with People & Culture 

Clarify any amendments that need to be 
made to the arrangement. 

No Yes 

No 

Yes 

What are the details of the request? 

Is the nature of the request covered by 
state or federal anti-discrimination 
legislation or the Fair Work Act? 

http://wcf.vu.edu.au/GovernancePolicy/PDF/POH070914000.PDF
http://wcf.vu.edu.au/GovernancePolicy/PDF/POH070914000.PDF
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