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In developing this policy the University had regard to the provisions of section 40B(1)(b) of the Human Rights
Act 2004 (ACT).

PURPOSE:

1. The University of Canberra (University) is committed to providing a range of flexible working options
aimed at assisting Employees to meet family and personal obligations and to support a healthy work-life
balance.

2. This Policy outlines some of the University’s flexible work offerings and how Employees can access
them. It covers:

2.1. Hybrid Working (for eligible professional Employees);

2.2. Academic Flexibility (for academic Employees);

2.3. Flexible Work Arrangements; and

2.4. Flexible Work Benefits:

2.5. Purchased leave;

2.6. Ad hoc arrangements; and

2.7. Flextime.

SCOPE:

This Policy applies to all University Employees.

PRINCIPLE:

1. As part of the University’s commitment to a flexible workforce, professional Employees, including
those working part-time, can request access to hybrid working.

2. All academic Employees can access academic flexibility in accordance with the Academic Availability
clause of the University of Canberra Enterprise Agreement.
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3. All Employees can formally apply for a Flexible Work Arrangement, which is an agreement between
that Employee and the University for a change to their working arrangements.

4. Eligible Employees can also apply to access the University's Flexible Work Benefits such as purchased
leave, Ad hoc arrangements and flextime.

5. The University encourages Employees and their Managers to adopt informal flexible work practices
within their team, balancing busy periods with quiet periods and remaining flexible while ensuring the
University's operational needs are met.

Hybrid working
1. The University supports access to Hybrid Working flexible working for professional Employees.
Conditions for hybrid working are provided by the Hybrid Working Procedure. Requests for access to
Hybrid Working arrangements must be made in accordance with the Hybrid Working
Procedure.Academic Flexibility

2. The University supports access to flexible working arrangements for academic Employees, conditions
of which are provided through the Academic Availability clause of the University of Canberra Enterprise
Agreement.

3. Academic Employees are not required to apply to access these already established working
conditions; however such arrangements must be discussed with the Employee’s Manager to ensure:

3.1. campus-based responsibilities are appropriately balanced with home/other location work
arrangements;

3.2. appropriate contact and availability arrangements are in place; and

3.3. an understanding of Work Health and Safety requirements and responsibilities including
ergonomic self-assessment, that must be undertaken for a working environment away from
campus.

Flexible work arrangements
1. The following are examples of Flexible Work Arrangements that Employees can request:

1.1. a change to the pattern of working hours;

1.2. a change to the hours of work (eg part-time hours);

1.3. job share arrangements; and

1.4. career breaks.

2. The list of options above is not exhaustive and all requests for flexible work will be considered in line
with legislative requirements and in accordance with this Policy.

3. Employees requesting Flexible Work Arrangements must submit a written request to their Manager
that clearly outlines the following:

3.1. details of the change sought;

3.2. the reasons for the change;

3.3. the duration the change will be effective;

3.4. the potential effect on the operation of their workplace;

3.5. the potential effect on colleagues; and

3.6. how the duties and responsibilities of their role will be achieves as a result of the change.

4. If possible, within 14 calendar days of receiving the request, the Employee and their Manager will
meet to discuss the request. Managers will discuss the request with the Employee and genuinely try to
reach an agreement about making changes to the Employee’s working arrangements to accommodate
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the Employee’s circumstances.

5. The Manager will respond to the Employee’s flexible work request within 21 calendar days of
receiving the request, either granting or refusing the request. Requests for Flexible Work Arrangements
will be considered in accordance with governing legislation, the University of Canberra Enterprise
Agreement, and relevant policies and procedures. The Manager should also consider the context of
Employee needs, the provision of customer service and the operational requirements of the area.

Refusing a flexible work request
1. Requests for Flexible Work Arrangements will only be refused on Reasonable Business Grounds
which are consistent with statutory guidelines and have regard to the consequences of the refusal for the
Employee.

2. Managers considering declining a request, must contact their People and Diversity Business Partner
for advice. Should the request be refused, the Manager will outline the decision in writing including the
business grounds for refusing the request and how those grounds apply to the request. The Manager will
also outline consideration given to any alterations they would be willing to accommodate to the request,
where applicable.

3. In the event the request is refused, and an appropriate alternative approach cannot be agreed, the
Employee may access the grievance resolution procedure outlined in Schedule 5 of the University of
Canberra Enterprise Agreement.

Granting a flexible work request
1. If the Employee and their Manager agree to Flexible Work Arrangements, the agreement will be
documented, attached to the Employee’s Performance and Development Plan, and a copy placed on the
Employee’s personnel file.

2. The agreement will normally contain a 12 monthly review to ensure that the arrangements remain
consistent with the Employee’s requirements, and/or the operational requirements of the University.

3. People and Diversity will assist the Manager and Employee to determine whether the arrangements
require a written understanding, or an Individual Flexibility Agreement (IFA) (see Definitions section
below).

Flexible work benefits
Part of the University’s suite of Flexible Work Benefits includes the option for staff to purchase additional
recreation leave, ad hoc arrangements and flextime.

Purchased leave
1. Employees may purchase up to eight (8) weeks of additional recreation leave if they have used all
their available recreation and long service leave entitlements. The Leave Guidelines provide detail on the
application and process to purchase leave. 

2. Purchased leave will count as service for all purposes and Employees must use their purchased leave
before accessing their accrued recreation leave.

Ad hoc arrangements
1. The University recognises that infrequent and Ad hoc arrangements may be agreed between an
Employee and their Manager at any time, subject to operational requirements.

2. Ad hoc arrangements will be approved on a case-by-case basis by the Manager.

Flextime
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1. Professional Employees from UC1 to UC7 may access flextime in accordance with the University of
Canberra Enterprise Agreement and the Flextime, Overtime and Time Off In Lieu Guidelines associated
with this Policy.

2. Employees need to apply in writing to access flextime and have their application approved by their
Manager before they can accrue flextime.

Flexible working examples
Annexure A to this Policy contains some examples of flexible working arrangements that may occur at the
University. These examples are not intended to be exhaustive, rather to give an indication of how some of
the benefits outlined in this Policy may be put into practice.
 

RESPONSIBILITIES:

Who Responsibilities

Employee Being familiar with this Policy, the Leave Guidelines and the Flextime, Overtime and Time
Off in Lieu Guidelines, prior to applying to access these benefits.

Seek any request to access flexible work in writing.

Applying to purchase leave and/or access flextime, in accordance with the Leave
Guidelines and Flextime, Overtime and Time Off in Lieu Guidelines.

Manager Being familiar with this Policy, the Leave Guidelines and the Flextime, Overtime and Time
Off in Lieu Guidelines and contacting People and Diversity if they need clarification.

Responding to flexible work requests in accordance with this Policy, including meeting
with the Employee within 14 days (where possible) and responding to the request with a
decision in writing within 21 days.

If the Manager refuses the request, the written response must include details of the
reasons for the refusal and address whether alternative suitable arrangements can be
made.

Encouraging informal flexible work patterns within their team.

People
and
Diversity

Assisting Employees and Managers to formalise flexible working through a written
understanding or IFA.

Advise Managers on responding to flexible work requests.

University Encouraging and supporting flexible working.

LEGISLATION:

This Policy is governed by the following legislation:

Fair Work Act 2009 (Cth)
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SUPPORTING INFORMATION:

Supporting information for this Policy:
 

1. Annexure A - Flexible Work Examples

2. Flextime, Overtime and Time Off In Lieu Guidelines

3. Hybrid Working Procedure

4. Leave Guidelines

5. University of Canberra Enterprise Agreement

DEFINITIONS:

Terms Definitions

Ad hoc
arrangement

An informal, short-term flexible attendance arrangement, without requiring a formal
Hybrid Working arrangement.

Employee Means all persons who are employed by the University.

Flexible Work
Arrangement

An agreement between that Employee and the University for a change to the Employees
working arrangements in accordance with the relevant provisions of the Fair Work Act
2009 (Cth).

Flexible Work
Benefit

Flexible Work Benefits provide opportunities for Employees to request temporary
adjustments to support work/life balance.

Individual
Flexibility
Agreement
(IFA)

An IFA can be used to vary certain terms of an enterprise agreement as it applies to a
particular Employee covered by the IFA. For more information, please contact your
People and Diversity Business Partner.

Manager The direct supervisor of the Employee.
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Reasonable
Business
Grounds

Consideration that the change would result in a loss of productivity, requires impacts to
other Employees that cannot be changed to accommodate the request or have a
negative impact on service provision.
Reasonable business grounds for refusing a request for flexible working arrangements
include but are not limited to:
 

there is no capacity to change the working arrangements of other Employees to
accommodate the new working arrangements requested by the Employee;

it would be impractical to change the working arrangements of other Employees, or
recruit new Employees, to accommodate the new working arrangements requested
by the Employee;

the new working arrangements requested by the Employee would be likely to result
in significant loss of efficiency or productivity;

the working arrangement would impact the ability of the Employee to conduct the
duties of their position;

the new working arrangements requested by the Employee would be likely to have a
significant negative impact on customer service;

the new working arrangements requested by the Employee would be too costly for
the employer.
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