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Introduction

[The organisation] is committed to helping its employees achieve their personal, family and relationship goals. As part of this endeavour, [the organisation] fosters flexibility in employment arrangements to achieve the optimum balance between work and family responsibilities for all employees. 

Purpose

Work organisation flexibilities ensure that employees are able to balance work and family commitments while taking into account business needs. 

Policy

[The organisation] will mandate best practice employment arrangements in relation to 

· Parental/maternity/paternity leave 

· Personal/Carer's/Family leave

· Bereavement leave 

· Flexible working arrangements

Procedures

1. Specific arrangements

Procedures and arrangements for parental/maternity/paternity leave, personal/carer's/family leave, bereavement leave, and flexible working arrangements shall be as set out in National Employment Standards contained in the Fair Work Act 2009 (http://www.austlii.edu.au/au/legis/cth/consol_act/fwa2009114), as modified by the organisation’s provision of additional entitlements in any area. These entitlements shall be as set out in Appendix 1. 

2. Staff involvement

Staff are encouraged to voice their opinions about the availability, accessibility and application of flexible work arrangements in their area. 
3. Management commitment

Managers should 
· become role models for flexibility, where possible accessing flexible work arrangements themselves; 

· become knowledgeable about the range of flexibility options available and how to manage them; 

· have the practical skills and confidence to lead a team with different working arrangements; 

· track the career progression of staff who are working flexibly to ensure they have access to all training and other benefits and to ensure that they suffer no discrimination in opportunities for promotion; 

· evaluate the outcomes of the arrangement and look for improvements; and
· seek appropriate training if lacking in any of the skills necessary to properly administer this program. 

4. Documentation of procedures

Documenting these provisions after an employer-employee consultation process enables both [the organisation] and its employees to have a clear understanding of the available provisions and how they can be accessed. 

Family-friendly workplace provisions will be negotiated with the employee at commencement of the position. These provisions will be included in the employment agreement. 

Family-friendly clauses in individual staffing agreements should contain information on: 

· the nature of the provision (e.g. flexible hours of work)

· entitlements under the provision (e.g. a right to apply for flexible hours of work) 

· eligibility criteria (e.g. primary care of a child or children under school age). 

As staff and organisational needs change over time family-friendly provisions will be regularly reviewed via in-house supervision to ensure that provisions are consistent with applicable legislation and do not become outdated or irrelevant to the employee or the organisation. 

Responsibilities

It shall be the responsibility of managers and supervisors to ensure that the procedures specified in this policy are implemented appropriately. 

Related Documents

· Unpaid Leave Policy
Authorisation
<Signature of Policy Officer>

<Name of Policy Officer>

<Date>

Appendix #1

Family Friendly Policy Areas

1. Leave 
1.1.
Paid personal/carer's leave 
[The organisation] provides paid personal/carer's leave to the extent and in the circumstances specified in the National Employment Standards, except that [the organisation] provides the following additional entitlements: 
…………………………………………..[e.g. additional leave days, wider criteria]

1.2
Unpaid carer's leave 
[The organisation] provides unpaid carer's leave to the extent and in the circumstances specified in the National Employment Standards, except that [the organisation] provides the following additional entitlements: 
…………………………………………..[e.g. additional leave days, wider criteria]

1.3
Compassionate/Bereavement leave
[The organisation] provides paid compassionate or bereavement leave to the extent and in the circumstances specified in the National Employment Standards, except that [the organisation] provides the following additional entitlements: 
…………………………………………..[e.g. additional leave days, wider criteria]

1.4
Community service leave   
[The organisation] provides paid community service leave to the extent and in the circumstances specified in the National Employment Standards, except that [the organisation] provides the following additional entitlements: 
…………………………………………..[e.g. additional leave days, wider criteria]

1.5
Long service leave 
[The organisation] provides paid long service leave to the extent and in the circumstances specified in the National Employment Standards, except that [the organisation] provides the following additional entitlements: 
…………………………………………..[e.g. additional leave days, wider criteria]

1.6
Parents/maternity/paternity leave
[The organisation] provides paid parental/maternity/paternity leave to the extent and in the circumstances specified in the National Employment Standards, except that [the organisation] provides the following additional entitlements: 
…………………………………………..[e.g. additional leave days, wider criteria]

2. Flexible working arrangements

2.1  
Flexible Workplace Principles 

2.1.1 
Status and support 
Employees taking advantage of flexible work arrangements are entitled to the same status, managerial commitment and managerial support as full-time employees. 

2.1.2
Job design 
The principles of good job design should be adhered to for all jobs, whether part-time or full-time. Flexible work should be designed so that the workload is commensurate with the number of hours worked, offers varied tasks and involves skill development. 

2.1.3
Developmental opportunities 
Employees taking advantage of flexible work arrangements are eligible for all developmental opportunities which are available to full-time employees; e.g. study time, job rotation programs, and special projects and training, with appropriate consideration as to location, duration and timing. 

2.1.4
Higher duties 
Employees taking advantage of flexible work arrangements should be regarded as available to perform higher duties; the employee may decline if a change of work pattern is involved, but it should not be assumed that the employee will not be available. 

2.1.5
Good management practice 
The duration of work periods and total hours worked should be sufficient to incorporate sound management practices which promote participation, development, training and promotional opportunities. 

2.1.6
Arranging part-time work 

Flexible work arrangements may be instituted at the initiative of the organisation, current employee(s) or potential new employee(s). Individuals seeking to arrange flexible work agreements may require the support of another person and/or an interpreter to facilitate discussions and reaching of an agreement. Participation is by agreement. 

2.1.7
Pro-rata entitlements 
Flexible work attracts similar entitlements to full-time work, on a pro rata basis. 

2.1.8
Right of return 
Where a full-time employee wishes to work under flexible arrangements and desires a right of return to full-time work, this is to be recorded in the part-time work agreement. Return to full-time work is to be at the same level as their former full-time role and, where possible, at the same location and with similar duties. 

2.1.9
Superannuation 

Where flexible working arrangements have superannuation consequences, employees should be advised to obtain information from their superannuation provider prior to making a final decision. 
2.1.10 
Agreement 

Time to be taken as leave under the various forms of flexible work arrangements, and procedures for renewal and variation of the flexible work provisions of the employment contract, are to be agreed between employees and managers at the beginning of the arrangement and may be changed by agreement.

2.2 
Flexible Workplace Practices 
2.2.1
Part-time Work 

Types of part-time work 
Part-time work is work that involves fewer than the weekly allocated hours for the job. Part-day, part-week, part-month, part-year and variable-year arrangements may be used. 
Managerial support 
Managers should be prepared to consider the possibility of any work being performed on a part-time basis; work should be advertised on the basis that it can be performed on a part-time or full-time basis, and employees should be encouraged to propose alternative work patterns. 
Mix of full-time and part time employees 
Managers may vary the numbers of part-time and full-time employees on the basis that part-time employees should not be allocated a full-time workload, or full-time employees allocated the residual hours of a part-time employee. 
Redeployment 
The usual redeployment provisions apply to part-time employment. 
Documentation 


New part-time work arrangements must be documented by the manager in the employee’s file, with a copy provided to the employee. The agreement must record agreement on the following points;

(a) that approval has been given for the employee to work part-time; and 

(b) the hours to be worked by the employee, the days upon which they will be worked, and commencing times for the work; and 

(c) the classification applying to the work to be performed. 

2.2.2
Job Sharing 
Description 
Job sharing is a voluntary arrangement in which one job is shared amongst part-time employees. Job sharing provides flexibility for employees to choose preferred work patterns to suit their lifestyles. 
Managerial support 
Accommodation and working arrangements, including equipment, must be of the same standard as for full-time employees. 

Performance 
Job sharers perform the role of one job and the workload and performance expectations should be similar to what would be expected if the job was being performed by one employee. Particular care is needed in the management of performance: clear goal-setting for each person, with equally careful assessment of each individual’s performance, are essential. 
Method of job sharing 
The most common and widely accepted form of job sharing is for the job to be split down the middle with the job sharers having equal responsibilities, performing similar tasks, and often working the same number of hours. An example of this would be two employees working two and a half days per week. Other options for the sharing of responsibilities may be developed to suit the needs of managers and employees. 
Recruitment 
Job sharing may be arranged at the initiative of the manager, current employee(s) or potential new employee(s). Managers may advertise on the basis that work is available full-time, part-time or for job sharing. Applicants may submit a joint application, or suitable individuals identified through the selection process may agree to a job sharing arrangement proposed by the manager. When conducting the selection interview, it may be necessary to interview potential job sharers individually, to ascertain their suitability for work, and/or together, to see how they interact. 
Responsibilities 
When designing the job sharing arrangement, consideration must be given to how the duties involved can be split or shared between the job sharers. 
Legal relationship 
Each person in a job sharing arrangement has a separate legal relationship with the employer and job sharers are not responsible for the performance and conduct of each other. 
Scheduling 
The scheduling of the arrangement, i.e. who works when, should be set out before the commencement of the arrangement. 
Communication 
Channels of communication may need to be set up between the job sharers, their managers and other employees. Consideration should be given, especially in shared responsibility arrangements, to providing a “changeover period” to allow job sharers to keep each other up to date with what is occurring in their respective fields of work. Changeover arrangements could be assisted with a “log-book” of outstanding matters. 
Relief arrangements 
The usual range of options for relief may be used, although the sharers may provide relief for each other. The plan should be agreed at the start of the job sharing arrangement, including mutual consent and appropriate advance notice where the job sharers agree to provide relief for each other. In the case of sick leave, for example, it may be possible for the other sharer to cover the absence. However, this would be dependent upon the sharers agreeing to this arrangement. 

In the case of recreation or extended leave, job sharers may take simultaneous leave, one sharer may relieve the other, or usual relief arrangements may apply. It is the responsibility of individual managers to ensure that both the job sharers and their managers understand what is required of them in the job sharing arrangement. 
Employment conditions 
Conditions of employment for job sharers are the same as for part-time employees. Benefits are similar to those for full-time employees – they accrue benefits and are paid on a pro-rata basis. The usual range of benefits applies, including flextime, sick leave and other leave entitlements. Job sharers are considered as separate employees, and do not share a single contract of employment. Both job sharers are employed under a separate contract of employment and, as such, have a separate legal relationship with the employer. 
Ending the arrangement 
The precise course of action to be followed when a job sharing arrangement comes to an end will depend on the individual circumstances. It is important to avoid any suggestion that the employment of either sharer is conditional on the continued employment of the other. If both sharers leave the job or the organisation at the same time, the usual procedures for filling a vacancy should come into operation. The procedure to be followed should be agreed and set out at the commencement of the job sharing arrangement.  

If one of the sharers leaves, options include: 

· the remaining sharer continuing as a part-time employee, with the other responsibilities being performed by another part-time worker; 

· the remaining sharer returning to work on a full-time basis; 

· the remaining sharer returning to full-time work, where this was agreed at the start of the job sharing arrangement; 

· the remaining sharer being offered the full role and responsibilities; 

· the vacancy being advertised if the remaining sharer declines the offer of the full role and responsibilities; if the vacancy is not filled within a reasonable period, the manager assessing the work and considering job re-design, (including the option of the remaining sharer being offered redeployment to other part-time work or another vacant job share); 

· varying, by agreement, the remaining sharer’s role and responsibilities and/or working arrangements as a “stand-alone” part-time work arrangement, with the residual responsibilities re-allocated; 

· putting into effect normal redeployment procedures if there is no other suitable work, or the remaining sharer does not wish to take it. 

2.2.3
Part-time Leave Without Pay
Description 
Part-time leave without pay applies to employees currently working full-time. These employees may propose to work on a part-time basis for a limited period of time, either through a reduction in hours on their current work, or by performing other duties. This can be achieved through the use of leave without pay to cover the balance of the working week. At the end of a defined period of leave without pay, the employee returns to full-time work. (This arrangement could also be used by a part-time employee to temporarily reduce their hours of work). 

2.2.4
Career Break Scheme

Description 
This scheme is available by agreement for any purpose desired by employees such as extending parental leave, study, travel, personal and professional development, alternative employment and voluntary work. Employees are encouraged to keep in touch with their workplace by attending conferences, internal training and seminars, receiving regular newsletters and continuing links with professional and technical associations. In some cases work may be available for several weeks each year to cover recreation leave of another employee. This scheme differs from variable year employment in that it is not planned as far in advance and can be for various lengths of time. 

A career break allows employees to maintain their continuity of employment and retain the benefits that accompany continuous employment; for example, no need to re-serve probationary periods and retention of rights to accrue various forms of leave. 

2.2.5
Part-Year Employment

Description 
Part-year employment offers employees (by agreement) a number of weeks unpaid leave per year. This means that employees work an agreed number of weeks per year, by agreement with the employer, with an agreed number of weeks unpaid leave, and recreation leave on a pro-rata basis. 

Some employees may wish to work on a part-year basis in order to accommodate a need for leave during school vacation periods. However, part-year employment need not be restricted to providing leave during school vacation periods. 

2.2.6
Variable-Year Employment 

Description 
This option means that employees, by agreement with the employer, may elect to take a year of unpaid leave after working for a pre-arranged number of years. Salary is paid for the years worked, and for recreation leave accrued, and the remaining year is unpaid. It differs from a career break scheme in that it is pre-planned a number of years ahead and is likely to be for a shorter period than a career break. 
Variable-year employment can accommodate a need for leave for family, academic pursuits, travel or other reasons.

2.2.7
Working From Home 

Description 
Working from home may suit the organisation and employees as a short-term or longer-term option. It may allow employees to continue their employment during some temporary, unforeseen circumstance which prevents their attending the workplace. It also allows employees to work at home when the manager and the employee are in agreement that a certain piece of work can be completed efficiently in this manner and where there are no adverse effects on the provision of customer service. 
It may be possible, by agreement with managers, for employees to work from home on an ongoing basis for a certain number of hours or days per week. 
This provision could also be used by employees with a temporary disability, or whose disability fluctuates, preventing their attendance at the workplace. 
Managerial policy and procedures 

In drawing up agreements, managers need to consider the following factors: 

•
whether the duties are suitable for work at home, including the type of work and the amount of work that can be performed at home; 

•
provision for agreement by supervisors that there is necessary work that can be done without direct supervision; 

•
equipment necessary for an employee to safely undertake work at home; 

•
in cases of a temporary disability which inhibits attendance at work, the requirement for a medical certificate stating that the employee is able to work safely from home; 

•
in cases of illness of a dependent where other arrangements for care cannot be made, the requirement for a medical certificate certifying the need for the employee to provide this care and the length of time that is required (working from home is not a solution for dependent care as a longer-term arrangement); 
•
the need to establish that the person working from home is familiar with safe working procedures and has the information and training necessary to do the work safely; 

•
quality customer service and the need for employees and supervisors/managers to take action to maintain services, e.g. diverting telephones to the home; 

•
whether there should be a maximum period of ‘work from home’ that can be undertaken; 

•
whether the employee should be required to attend the workplace for duty at agreed intervals (e.g. one day per week); 

•
the provision of career development opportunities, such as special projects and training, as for full-time office employees, with appropriate consideration as to location, duration and timing; 

•
the establishment of communication processes to ensure that employees are aware of developments during the time when they are not at the workplace; 

•
opportunity to participate in activities such as employee meetings and other employee networking activities; 

•
equity and access of all employees to home based work. 
Requirements 
Working from home agreements must detail the following features for long-term arrangements: 
Occupational health and safety 

•
a designated work area in the home; 

•
employee consent to access to the home-based work site by the employer, employer’s representative, the OH&S representative for setup of the site, monitoring or review of any accident. Otherwise, as agreed, the employee is entitled to deny access to their designated work area in the home; 

•
the employee’s consent to access by WorkCover inspectors to the home-based work site; 

•
compliance with WorkCover requirements; 

•
the statutory obligations of the employer (in regard to occupational health and safety, worker’s compensation, rehabilitation, etc.) for the employee while working from home; 

•
the employee’s right to have a union representative or third party present during visits from the employer, appropriately qualified person or WorkCover inspector at the home based work site; 

•
notification of any work related accident, injury, illness or disease arising out of home based work which occurs at the home based work site; 

•
agreement by the employer to furnish the employee with a first aid kit. The employee agrees to ensure that it is kept at the home based work site and to notify the employer if any item requires replacement; 

•
public liability insurance to cover the possibility of injury to third parties at the home based work site; 

•
insurance options against theft or damage, e.g. where the employer owns equipment the employer may insure, or if the employee owns the equipment the employer may reimburse part of the premium. 
Equipment 
• agreement on ownership of furniture and equipment and maintenance responsibilities; 

• notification of the employer if there are problems with the operation of equipment and access to service or repair equipment; 

Conditions of employment 

Other than in location, conditions of employment concerning hours of work, span of day, overtime, flextime, and work breaks are as at [the organisation’s] office; any variation must be agreed by both employer and employee.  

Performance Management 
Performance management and communication/supervision procedures must be agreed by both employer and employee; 
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