
 

What are my needs? 

What are the ‘inherent 
requirements of the job? 

Seek further advice from HR or 
appeal in accordance with the 
Procedure, if appropriate. 

 

(eg. refusal was not ‘reasonable’ under 
the circumstances; explanation for 
refusal was insufficient). 

Can a mutually acceptable 
alternative be found? 

Document the agreement 

and lodge with HR. 

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? 

- Flexibility?  Equipment? 
- Do the conditions meet my 

needs? 
- Have I discussed my 

needs and request with my 
 

Submit a written request to your 
supervisor/manager. 

Supervisor/Managers response (to be 
provided within 10 days). 

Flowchart: Requesting adjustments 


