Flow Chart 1. Request for a Flexible Work Arrangement

Details of the request

What are my needs?

What are the reasons for my request?

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

What are my options?

e  Formal options are detailed in the VU
Flexible Work Arrangements Policy

e  Local, specific circumstance
agreements can also be arranged

Meet with your manager to discuss which flexible
work arrangement may best suit your needs

Submit a written request to your manager using the
HR 44 - Employee Variation Request

You may also need to complete one of these forms:
HR 27 — 46 — 51/52
HR 29 — Working Hours Form

Make amendments/complete additional forms if
necessary and resubmit

Final outcome, in writing, to be provided within 21
business days of receipt of request

Request denied \
/ Request approved

Can a mutually acceptable
alternative be found?

Document the agreement and lodge
Yes '
—_ forms with People and Culture

No

!

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)



http://intranet.vu.edu.au/PC/documents/HR44EmployeeVariationRequest.doc
http://intranet.vu.edu.au/PC/documents/HR27_4652.doc
http://intranet.vu.edu.au/PC/documents/HR29WorkingHrs.doc
https://policy.vu.edu.au/view.current.php?id=00033

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

Details of the request

What are the employee’s needs?

What are the operational needs of the
unit?

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

Is the request an option offered in the
VU Flexible Work Arrangements Policy?

If not, can an arrangement specific to
the staff's circumstances be agreed to?

Meet with your staff member to discuss which
flexible work arrangement may best suit staff needs
and operational requirements

Confirm receipt of request and suggest
amendments/different forms if necessary.

Consult with People and Culture for further
clarification

Is the finalised request reasonable given the
circumstances? Communicate final outcome, in
writing, within 21 business days

Consult People and Culture before refusing a
request

Request denied /\
/ Request approved

Can a mutually acceptable
alternative be found?

l\ Document the agreement and lodge
Yes T forms with People and Culture

No

l

Respond in writing within 21 days and
cseek further advice from People and
Culture for how to continue discussions
with staff member



https://policy.vu.edu.au/view.current.php?id=00033

