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If you wish to request flexible working arrangements, complete this form and submit to your 

manager for consideration. Please allow up to 21 days to process your request. 

Date: ___________________ 

Private and confidential 

Employee details: 

Your name: _______________________________________________ 

Contact phone: _______________________________________________ 

Job title: _______________________________________________ 

 

Dear ________________________,  
 (Manager’s name) 
 

Request for flexible working arrangements. 

I would like to request under section 65 of the Fair Work Act 2009 (the Act) to work a flexible work 

arrangement that is different to my current working arrangement.  

I am making this request (tick the relevant eligibility criteria): 

  to help me care for a child who is under school age/school age 

  because I am a carer (within the meaning of the Carer Recognition Act 2010) 

  because I am 55 or older 

  because I have a disability 

  because I am experiencing violence from a member of my family 

  to help me 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 confirm that I have worked continuously as an employee of this business for the last 12 months 

and am employed on a regular and systemic basis as: 

  full time    part time    casual. 

 

Please include a description of the working pattern you would like to have in the future including 

the days/hours/times you would like to work: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 
Continue on next page 
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_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

These changes will assist me because: (Insert reasons) 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

I would like this working arrangement to start from ___________________ 
 (Insert date) 
 

Please identify ways the work can be performed, how your proposal may help the business or how 

you are committed to working hard to make the arrangements work well: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

I would appreciate your response to this request, in accordance with the Act, within 21 days of 

today's date. 

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 business and me. Please contact me to 

discuss further. 

Yours sincerely,  

  

________________________________ 
 (Signature) 

 
PLEASE KEEP A COPY OF THIS LETTER FOR YOUR RECORDS 
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PROCEDURE

Department: Employment

Administered By: 
Depot/Operations Managers, Workshop Managers, Regional Operations Managers, Human Resources
Manager

FLEXIBLE WORKING ARRANGEMENTS

Busways is committed to providing a workplace in which employees could achieve a healthy work-life balance. 

Busways recognises that at different life stages employees could seek to balance their work and
family commitments by requesting flexible working arrangements. Busways remains committed
to accommodating reasonable employee requests for flexible working arrangements subject to
‘reasonable business grounds’. All requests will be considered in conjunction with the Busways EEO policy and
the operational requirements of the business. 

 

TYPES OF FLEXIBILITY

Flexible working arrangements include: 

 Changes in hours of work (e.g. reduction in hours worked, changes to start/finish times) 

 Changes in patterns of work (e.g. working ‘split shifts’ or job sharing arrangements) 

 Changes in location of work (e.g. working from home or another location)

ELIGIBILITY

Employees are eligible to request these types of flexible working arrangements if they: 

1. Are permanent or permanent part-time employees who have completed at least 12 months’ service with
Busways; or 

2. Are casual employees who have been employed “on a regular and systematic basis” for at least 12
months, and where they have an “expectation of ongoing employment”; 

       and 

1. Are a parent or guardian of a child who is school age or younger; or 

2. Are a carer; or 

3. Have a disability; or 

4. Are 55 or older; or 

5. Are experiencing family or domestic violence; or 

6. Are caring for, or supporting, an immediate family or household member who requires care or support
because of family or domestic violence. 

Employees who seek access to flexible work practices should be prepared to demonstrate why his/her position
is suitable for the requested workplace flexibility. Where the request is unclear Busways may consider
implementing the requested flexibility for a trial period (e.g. 3 months) and will set performance review criteria
in consultation with the employee. 
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Approved by: BYRON ROWE Director

Approval Date: 1st March, 2012

Reviewed Date: 1st July, 2015

Number (QA): HR08-1.16

Tags: hours of work

GROUNDS FOR REFUSAL

Relevant factors to refuse an employee’s request could include: 

 The effect on the workplace and business including financial impact and the impact on efficiency,
productivity and customer service. 

The inability to re-organise work among existing staff. 

The inability to recruit a replacement employee or the impracticality of arrangements which would need
to be put in place to accommodate the employee’s request. 

PROCEDURE

1. Employees must submit a formal request in writing to their manager. The request must address details
of the proposed changes sought and reasons for the changes. It is preferable to use form F08-1.24. 

2. Upon receipt of the written request, the manager will assess the request to determine
operational/department requirements. 

3. The employee will be notified in writing of the final outcome within 21 days. 

4. If approval is confirmed, the employee together with their manager and the Human Resources
Department will develop an appropriate plan for the flexible working arrangements including: 

a. Time frames 

b. Performance standards 

c. Review periods 

5. Flexibility arrangements can be terminated by either party giving four weeks’ notice or at any time by
mutual consent. 

6. If an employee’s request is denied the employee will be provided with reasons for the decision in
writing. 

7. If unsatisfied with the outcome, the employee may appeal to their relevant Senior Manager. It is
suggested this request also be put in writing. Senior Managers will review the request in consultation
with the employee’s manager and notify the employee of the outcome within a reasonable timeframe. 

8. In extreme cases, Senior Managers may submit the request to a Director for a final decision. 

 

Click here to compare with the previous version.
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