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Template: Employee request for flexible working arrangements

[Insert date]

Private and confidential

[Employee name]

[Contact details]

[Job title]

Dear [insert manager’s name]

Request for flexible working arrangements

I wish to submit a request for a flexible work arrangement with the organisation in accordance with section 65 of the Fair Work Act.
I work in the position of [insert position] at [name of employer/organisation]. I confirm that I have worked continuously as an employee of this organisation for the past 12 months and am employed [full time /part time/casually on a regular and systemic basis].

I am making this request because [for example: I am a parent with children of school age/I am a carer (within the meaning of the Carer Recognition Act 2010)/I am 55 or older/I have a disability/I am experiencing violence from a member of my family/I need to provide care or support to a member of my immediate family or a member of my household who is experiencing violence from their family].

I would like to start working [insert a paragraph to clearly explain the working pattern desired in the future including the days/hours/times/location you would like to work].

These changes will assist me because [explain how the changes will assist you].

I would like this working arrangement to start on [insert date].

I believe that the effect on the organisation and my colleagues can be accommodated by [identify ways your job can be performed under the flexible work arrangements you are proposing, and how your proposal may help the organisation]. 

I am happy to discuss this matter at a time that is convenient. I am willing to discuss possible alternatives to the arrangements I have outlined and I am also willing to work with you to make sure that this arrangement works effectively for both the organisation and me. 

Please contact [insert employee name/employee representative] on [insert contact details].

Yours sincerely, 


[Insert name]

[Keep a copy of this letter for your records.]
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