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What is Flexible Working?
Flexible working is about rethinking where, when and how your work can be done, to maintain or improve service delivery for the people of NSW. It
doesn’t mean every role, or every individual, can or should (or needs to) work flexibly. What it does mean, is everyone can begin a conversation about
the type of flexible working available to them, regardless of why they’re seeking it.
Flexible working arrangements do not replace or change industrial award conditions, flexible working hours agreements and/or legislation. It’s the
way in which these conditions are applied that make them flexible. This document replaces existing flexible working policies that may have been in
place in your former agencies, prior to the formation of the Department of Planning, Industry and Environment (DPIE).

Our vision

Flexible working principles

We will:

For the team
Flexible arrangements must be considerate of
the needs and interests of the individual team
and DPIE.

• make a variety of flexible work options
available to the diverse range of employees
and roles at DPIE.
• promote a cooperative workplace culture
which embraces flexibility.
• encourage flexible work arrangements to
maintain or improve the services we provide
for the people of NSW.
• facilitate the NSW Premier’s directive: Make
Flexibility Count: Strategic Framework for
the NSW Government Sector.
• provide information and safeguards to protect
you and the organisation when you’re working
flexibly.
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For everyone
Everyone can request to seek approval to access
types of flexibility that make sense within their
role.
Mutually beneficial
Flexible work must maintain or improve service
delivery for the people of NSW and not increase
labour costs.
Give and take
Everybody needs to be flexible in their approach
to flexible working. Sometimes arrangements will

need to be reviewed, changed, paused or end to
meet the needs of the organisation or individual.
Led by senior leaders
Senior leaders need to visibly demonstrate the
benefits of flexible working and enable their
teams to work flexibly.
Context matters
Different types of flexibility will suit different
roles, business requirements and operational
environments.
Trust and communication
There needs to be a high level of trust and
accountability within the team for flexible work
practices to be successful.

Flexible working benefits
Improved output
For jobs requiring concentration, working at
home, working during hours when the office is
quiet, or working from another location can help
improve the quality and speed of the work.
More effective individuals
Successful flexible workers are excellent selfmanagers who are well organised and effective
communicators.
Improved ability to meet the needs of clients
and stakeholders
An organisation that works flexibly can expand
service delivery hours, meeting customer needs
for out-of-hours contact with the organisation.
Flexible work locations may extend the
organisation’s ability to react more quickly to
client needs, or to extend their reach to more
or different clients. Extra levels of service can
increase loyalty.
Attracting great employees
Flexibility has become one of the most desired
features of organisations for job candidates.
If we offer flexibility, we will attract the most
talented individuals to our jobs.

Employee retention
Retaining existing knowledge and skills is
important as it ensures we get maximum return
on DPIE’s investment in recruitment and training.
Offering flexibility is one way to reduce the
likelihood employees will leave and increase
loyalty to the organisation.
Increased job satisfaction
Employees who have opportunities to work
flexibly have been shown to have greater job
satisfaction, which increases their productivity
and sense of loyalty to the organisation.
Improved teamwork
Teamwork often improves as knowledge and
enthusiasm are shared among a more motivated
flexible working team.

WORKING IN
THE OFFICE

WORKING
REMOTELY
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Responsibilities
Who

Responsibilities

Secretary/Deputy
Secretaries/
Executive Directors

•

Promote, encourage and champion flexible working throughout the organisation and/or sector

•

Encourage managers to discuss flexible working opportunities

•

Lead by example and role model behaviour that supports flexible working

Directors

•

Consider direct/indirect business costs and discuss alternatives to flexible requests

•

Discuss how to enable flexible requests or alternative strategies

•

Review declined requests and support managers and employees to reach agreement and alternative strategies

•

Ensure a Performance Development Plan is in place for all direct reports

•

Lead by example and role model behaviours that support flexible working

•

Lead by example and role model behaviours that support flexible working

•

Consider requests for flexible work with an open mind and approach discussions in a constructive, problem-

Managers

solving manner

Employees/Team

•

Manage team workload and performance during flexible working arrangements

•

Refer any declined requests to director/executive for further discussion and consideration

•

Provide a written response outlining reasons if a request is not approved

•

Ensure a Performance Development Plan is in place for all direct reports

•

Ensure compliance with Industrial Award conditions, Flexible Working Hours Agreements and legislation

•

Support colleagues who work flexibly

•

Participate constructively in team discussions regarding flexible working arrangements

•

Develop proposals to address business and team needs and any possible impacts

•

Ensure any out of office work environment meets work health and safety (WHS) standards and report issues

•

Deliver agreed work outcomes within the predetermined timeframes

•

Maintain security and safe custody of equipment, information, systems and data (hard and electronic copies) in
accordance with organisational policies and procedures

•
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Ensure performance and conduct meets expectations during the arrangement

Flexible Working Toolkit

Flexible work options at DPIE
Option

What is it?

What you can request

Conditions/limitations

Flexible work hours

Change start, break and finish

•

Change your bandwidth hours by agreement

•

times to suit work/life balance

•

Vary your start/finish times within your bandwidth
hours (Flexi Time)

•

Must comply with your Award and/or Flexible Work
Agreement

•

Your Award and/or Flexible Work Agreement will specify the
limits for the maximum number of Flex Leave days you can

Take Flex Leave if you have accrued enough credit

apply for per settlement period, the minimum period for flex

hours

leave, and the limits for how many credit/debit hours you
can accrue

Work from another
location

Work from a place that’s not a

•

Irregular (ad-hoc) work from another location

•

There is no minimum or maximum number of days in which

DPIE office e.g. a work hub, café,

to allow you to keep working when you have an

you can work from home or another location, but every

library, home or other location

unexpected situation arise, such as a tradesperson

arrangement should consider the needs of the team, the

visiting, a private appointment close to home or

department and our customers

NB – Does not include Interstate

weather/traffic emergencies that make it difficult to

or overseas locations

get to your usual workplace

•

You must complete the Flexible Work Request form and
have this approved by your manager before you can start

•

Fixed days working from another location

working from another location. This is important as the

•

A block arrangement to complete a specific project

other location becomes your ‘workplace’ for legal reasons

or to enable continued working when recovering
from an illness or injury (if approved by WHS Case
Manager)

Agile working

A workplace that offers a variety

•

If your existing office is an agile workplace, you

of work settings in an open plan

can choose which work space you want to work in.

environment that enables you

Work spaces include traditional desks, quiet rooms,

to choose where you work to

interactive group spaces, stand-up desks and meeting

achieve the task at hand or the

rooms, breakout areas and lounge areas.

outcomes you need

•

•

Familiarise yourself with the information about agile working
on our intranet

•

There is no special permission required if you work in an
agile work location

DPIE’s head office in Parramatta is an agile workplace.

Flexible Working Toolkit
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Flexible work options at DPIE
Option

What is it?

What you can request

Conditions/limitations

Work in transit

Work while you’re travelling on

Work from a train, plane, boat, car or other mode of

•

duty. Make use of time travelling

transport.

Does not apply to your usual commute time to and from
your normal work headquarters, including if you have
commenced the day working from home

to meetings or other work tasks.
•

If you’re working in a public place, make sure you consider
your confidentiality and privacy obligations

•

You must be able to do the work safely, which means if
driving, you must be a passenger, not the driver

Job sharing

One role, shared by (usually) two
people

•

Request job-share for your existing role

•

Apply for full-time roles with a job-share partner

•

you’ll need to discuss your proposal with your manager first.
Together you’ll need to put a part-time work arrangement in
place for you, and commence recruitment action for a part-

Tap into the NSW Public Service Commission’s job
sharing resources here

To start a new job-share arrangement for your existing role:

time job-share partner
•

For another role:
o Apply for jobs that are advertised as suitable for job
sharing, or
o Find a job-share partner and apply for full-time roles
together, and
o If an advertisement does not specify an openness to
considering such arrangements, ask recruiting managers if
they are willing to consider a job-share arrangement.

Leave options

Use existing leave entitlements

•

Purchase additional recreation leave

•

Must comply with your Award and legislation

to support you at times in your

•

Leave without pay

•

Apply for and receive approval for leave using the relevant

life when you need a little more

•

Parental leave

•

Family and community services (FACS) leave

•

Carers leave

•

Special leave

•

Study Leave

time for travel, study, family,
community or other personal
matters
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online form or paper form on your intranet

Flexible work options at DPIE
Option

What is it?

What you can request

Conditions/limitations

Part-time work

Temporarily or permanently

•

Permanent change from full-time hours to part-time

•

Must comply with your Award and legislation

work hours

•

Apply for leave using the relevant forms Must be approved

reduce your hours. A great
option for working parents,
transitioning to retirement, if you

•

A temporary arrangement by taking leave without pay

prior to the person commencing their flexible working

on certain fixed days each week

arrangement

want to study or participate in
community service/volunteer
programs outside work, or any
other reasonable request

The possibilities for flexible working will evolve
and change, so this table is not an exhaustive
list. If you would like to propose another way of
flexible working, talk to your manager and People
and Culture Partner. Approval for an arrangement
outside those outlined in the table must be
approved at director level.

Flexible Working Toolkit
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The basics for making
flexibility work
• Start from the position of ‘how can we make
this work?’
• Be creative and solutions focused – flexibility
can take many forms.
• No one size fits all – everybody and every
situation is different.
• Flexible working can be a workplace
adjustment for our people with disability.
• Promote a ‘guilt-free’ attitude to requests.
Be open to options and outcomes-focused.
• Cultivate an open and trusting environment.
• Poor performance is not a reason to deny
a request to work flexibly but may guide
appropriate options.
• Flexible working must be mutually convenient
to the employee and the agency.
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Trial period

Reviews

New flexible working arrangements should be in
place for an initial trial period, for example 1 to 3
months. The length of the trial depends on the
arrangements being considered and will allow
you and your manager time to make any tweaks
before formalising the arrangement. If there is a
disagreement or dispute, the manager will make
the final decision.

If your Flexible Work Request is declined by your
manager and you can’t reach an agreement after
exploring all possible options, you can request
the manager at the next level (director, executive
director or higher) review the decision. If you
need help exploring options, or would like to
request a review, please contact your People and
Culture Partner.

If you need to make a change to flexible working
that is part of an agreed workplace adjustment,
please consult with Work Health and Safety or
your People Partner.

Working from another location
The Flexible Work Agreement
You’ll need to complete a Flexible Work
Agreement form and conduct a WHS Flexible
Work Self-assessment before you start
to work from another location. The other
location becomes your workplace from a legal
perspective and there are obligations you and
DPIE need to meet, especially regarding your
health and safety. The Flexible Work Agreement
ensures you and DPIE have the safeguards and
processes in place to meet these obligations.
If your request is a workplace adjustment
approved by the WHS Team, please tick the box
‘Workplace adjustment approved by WHS’ in the
‘Type of Request’ section.
Approved Flexible Work Agreements should be
reviewed as required (that is, 6 to 12 months)
to ensure they reflect current or changing
circumstances.
The Flexible Work Agreement does not replace
any Return to Work or Injury Management Plans
you have in place.

Equipment and connectivity
If you propose to work from a non-DPIE or
non-government-owned location, you’ll need to
ensure:
• you’re able to meet the full requirements of
your role at the proposed workplace
• there is appropriate ICT equipment and
connectivity, including communication devices.
Which means using your personal computer/
laptop and phone if you have not been issued
with this technology while laptops are being
planned to be rolled out more broadly. This
is consistent with the principles of flexible
working (that is, mutually beneficial, give and
take)
• DPIE does not incur any costs in setting up the
arrangement other than setting up your usual
work headquarters
• confidentiality and privacy obligations are met.
Dependent care
This type of arrangement does not replace
dependent care. Alternative arrangements
would need to be made to cover dependent care
responsibilities if they arise on a day that you are
working under this type of arrangement, such as
arranging another carer, or taking FACS or sick
leave to care for a family member.

Flexible Working Toolkit
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Flexible working process flow chart
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Support

Resources

• If you need advice about flexible working at
DPIE, or help with the application process
contact your People and Culture Partner.

Public Service Commission:
Flexible Work Portal
https://www.psc.nsw.gov.au/workplace-culture--diversity/flexible-working

• Flexible working is one of the most frequently
requested workplace adjustments for people
with disability. Requests for workplace
adjustment can be made at any time during
the employment life cycle. Our people with
disability can request flexible working in
accordance with our Workplace Adjustment
Guideline. Contact your Work Health and
Safety partner for advice and assistance at:
health.wellbeing@dpie.nsw.gov.au.
• Free, confidential advice or counselling is
available for all employees by contacting the
Employee Assistance Program (EAP). EAP
also has a service to support managers in
dealing with workplace matters.

Support for managers
Support for employees

Industrial Relations Commission:
Find your Industrial Award
http://www.irc.justice.nsw.gov.au/Pages/
IRC_procedures_legislation/IRC_procedures_
legislation_awards_index_All.aspx
Workplace Gender Equality Agency (WGEA):
Workplace Flexibility
https://www.wgea.gov.au/topics/workplaceflexibility
Diversity Council Australia:
Flexibility and Work-life
https://www.dca.org.au/topics/flexibility-worklife

Flexible Working Toolkit
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Support for managers
Your role
As a manager, you play a crucial role in
facilitating and encouraging workplace flexibility.
You’ll put flexible work policy into practice and
implement flexible working arrangements to
benefit your team, DPIE and your individual
employees.
When you champion flexibility, you’ll create
a work environment in which your team can
perform at their best to deliver the outcomes
you need.
Your main responsibilities are:
• ensuring employees are aware of their rights,
opportunities and responsibilities around
flexible work
• providing employees with support and
building a team culture based on high
performance, trust and outcomes
• ensuring communication and resource
management are enabled between teams,
internal and external stakeholders and
customers
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• setting an example by openly supporting
flexibility, working flexibly yourself, and
helping employees and teams to understand
working flexibly is a normal and accepted
practice at DPIE
• considering flexible working requests
As a manager, it’s up to you to review a request
for a flexible working arrangement. Your decision
should be based on factors related to the impact
on the individual, the team and the organisation.
If any requests are declined, managers are to
provide the response with clear reasons in an
email to the employee.

Team-based approach
Using a team-based approach in the workplace
is an opportunity for teams to strategically plan
and arrange their work; to make it more efficient
and build an understanding of shared goals and
responsibilities among team members. It also
gives everyone an equal chance to ask about
flexible work arrangements. They may not get
all they want, but the shared process builds an
understanding of why.
This is also an opportunity to build and
demonstrate trust with your team. If you trust
them to do their roles in an office, they should
be able to do it outside the office. If there’s a
performance issue, appropriate discussion and
agreed flexible working could potentially be a
solution (for example, consistent lateness or
absenteeism from juggling commitments solved
through a later start time, or another work
location).
Discussions with your team may include
scheduling time to talk through concerns,
exploring options, addressing issues and coming
up with solutions.

INDIVIDUAL

ORGANISATION
• Flexible working arrangements need
to suit the individual, the team and the
organisation
• Individual flexible working arrangements
can be different for each person in your
team, however all arrangements need to
work within the team and continue to
deliver on their work activity

TEAM
• It’s not one-size-fits-all approach
• Arrangements can change after a
discussion between you and your team
• You’ll need to use a team-based approach,
while providing an inclusive environment
for team members to work in a way that
suits individual needs.

Flexible Working Toolkit
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Schedule a team meeting to discuss
To begin a conversation about flexible working, set up a team discussion to specifically address it – you may need around 1 to 2 hours. Prepare by
building your knowledge of what is realistically possible within your team. Then, you run the meeting using this structure:

1.

Begin by discussing the work the team needs to deliver over
the coming year. Discuss and agree on your shared objectives,
goals, and an understanding of everyone’s roles. This can include
clarifying who your key stakeholders are, and their expectations.

2.

Confirm your busy and quiet periods of work, and when things
may need adjusting.

3.

Discuss any awards or agreements that may influence the flexible
working options available. List the options available (you can have a
pre-conversation with your People and Culture Partner or ask them
to join this part of the discussion). Make sure all possible options are
discussed including the finer details: where, when and how. Ensure
your team knows where to find the DPIE Flexible Working Toolkit to
understand the flexible working options available.

16
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4.

Confirm the technology your team will use to keep in touch.

5.

The next step is to explore the flexible working options that might
be available to those in the team who want it, and agree to trial it
for a while, for example 1 to 3 months.

6.

Check the technology again – will these plans require anything
extra, and is it possible, or reasonable? For example, if someone
has a workspace at an office, it’s not the agency’s responsibility
to fund the set-up of a different workspace at their home or
elsewhere. If the technology (for example, work laptop, phone) is
not available, consider other workarounds which could sensibly
make flexible working happen (such as remote access via an
employee’s own device).

7.

Together, ask the team to brainstorm and plan for changes and
decide together how to overcome possible challenges, or adapt
accordingly.

8.

Suggest a plan for how other teams, senior stakeholders or
customers should be notified of the new arrangements. No
arrangements should have a negative impact.

9.

Discuss, agree and set up regular checkpoints, that is monthly
for your team, and any other 1:1s for job performance discussions
where someone may want to discreetly raise an issue with an
arrangement that is having an impact (theirs or someone else’s).
At the team checkpoints, discuss how it’s going compared to the
shared objectives, goals, and work you all agreed had to be done,
as a measure of whether it’s working or not.

10.

Act quickly when it’s not working – start the conversation from a
place of ‘is there a way we can make this work’?

Flexible Working Toolkit
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Communication is key

Setting up team protocols

Open, clear and concise communication is the
key to making a flexible working arrangement
successful. All parties need to consider their
options, and have an open mind about what will
or won’t work:

It’s a good idea to set up some team protocols for how you will all work flexibly as a team. For
example, agree on the processes to communicate if a team member is working elsewhere, such as
from home, a hub,, another government office.

• Focus on results achieved, rather than time
spent in the office
• Encourage your team to communicate
effectively on tasks to be completed using
available technology
• Adopt project management tools and
proactively plan to meet deadlines and
various schedules within the team.

• What’s the process for team meetings or sharing information? Can these be scheduled on a day
that everyone is working from the office?
• How will the team use email, Microsoft Teams, phone/video conferencing.
• How might the structure of meetings change to get the most out of time when you are
connecting with your team

Other operating principles you might consider:
Coverage plan

•

Have a weekly team ‘coverage plan’ that includes:
o work objectives and allocation

Support and encourage your employees to:

o team meetings

• be open about what they want to achieve

o procedures for handovers and back-up.

• offer solutions about how they would like to
work flexibly and how this will fit in with the
needs of the rest of the team
• communicate regularly with you about how
they’re going, whether there are any issues
and how you can both adapt to make it work.

o who is where, when

Client conversations

•

Have transparent conversations with clients about flexibility, including team working
patterns and how quality outcomes will be ensured

Work demands

•

Develop a plan for responding to busy and quiet periods (and be transparent in
communicating potential shifts in work demands) and check in to see if changes are
needed.

Meetings

•

Decide how to include anyone working remotely in meetings, or if meetings are held on
someone’s day off, let them know of discussions and decisions that affect their work.

Technology

•

Use technology. Share calendars so everyone knows where team members are or use a
team calendar.

Remote access
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•

Provide remote workers with remote/VPN access. Use conference calls to collaborate.

Presence, productivity and planning

Give and take

One of the common concerns in an officebased workforce is presence – especially if
managers look around the office and most or
all their team members are not physically there.
It’s not unreasonable, or impossible, to set an
expectation that team members will coordinate
their flexible working arrangements so there is
adequate coverage in the office over a normal
working week, if this is genuinely needed.
Achieving this may require extra planning and
team-based discussion and by using a work
schedule and calendar (which will also help you
plan for employee holidays and extended leave).
If they’re working elsewhere, don’t worry about
the way an empty office looks, but challenge
the convention ‘presence means productivity’.
Encourage colleagues to use Microsoft Teams
(or equivalent) as a communication and location
tool.

Flexible working does not mean you’ll always get
what you want as an individual. Not all types of
flexibility will be available for every role, or every
individual, all the time. Flexibility requires give
and take between the employee, manager and
team. It also places mutual obligations on the
employee, manager and team to make flexible
working a success. Flexible arrangements should
be reviewed regularly to check they are working
well and address any issues that may arise.

Should you have irregular arrangements (to
work from an alternative location) in place, it’s
reasonable to require your employees to give as
much notice as possible, preferably 24 hours at
least, if they plan to work away from the office.
Clearly communicate your expectations about
whether your team members are required to
attend certain meetings, or events face to face.
The clearer you make your expectations, when
coaching your team members on how to work
flexibly in the context of their team, the better
the arrangement will be for everyone.
Frontline roles will require a different
conversation, although the principles of setting
up a flexible work arrangement still apply. Think
about the non-negotiables in service delivery,
then have a team-based conversation about how
the service can be delivered, and if there’s an
opportunity to offer some flexibility to everyone.

Some ways that your team can support flexible
employees’ work when they’re not in the usual
workplace include:
Buddy system
Pair up employees so one is always present. This
way, someone is always available to respond to
urgent queries or provide service to customers
Have a ‘mutual flexibility’ culture
Employees agree to be flexible with their
arrangements when emergencies and unforeseen
deadlines occur.

Flexible Working Toolkit
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Check your flexible working capability
The role of managers in flexible working is
to coordinate and support team members to
make the most of flexible working. Managers
discuss performance as part of reviewing flexible
working arrangements and ensure flexible
working continues to meet team and business
needs. Managers of flexible working teams need
to be:
• good communicators, especially good
listeners
• good at helping remote staff communicate
with each other
• good at helping their staff manage their time
effectively
• good at understanding remote staff members’
needs in relation to support and social
activities

A workplace culture where team members
feel they can openly raise concerns, and have
them addressed adequately, will help minimise
negative attitudes. Embedding flexible working
within the way your team functions will help you
to manage attitudes towards flexible work.
You can do this by:
• speaking positively about flexible working,
promoting the benefits and role modelling
• a
 ddressing misconceptions that people
working flexible are unproductive and not
interested in a career
• p
 romoting the wins and successes of
flexible working and directly addressing the
challenges
• communicating the contribution of all team
members, regardless of whether they work
flexibly or not
• making sure everyone knows flexible working
is an option for every team member. Be
consistent and fair about decisions, and also
sensitive to team members’ right to privacy
around the reason(s) they are requesting to
work flexibly
• e
 nsure team meetings are scheduled at times
most people can make it, which may mean
rotating times/days.

20
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Understand Your concerns
While most of us want to support flexible working, we can all have doubts about how to make it work, especially if everyone wants to do it. As a
manager, you probably already face challenges in balancing budgets, managing workloads and caring for your team’s welfare - particularly if your team
does difficult work in a stressful environment. Some members of your team may share these doubts as well.
Below are some of the most common concerns with workarounds and solutions. Most challenges with flexible working can be solved with thought and
planning, while others are people or capability challenges, rather than flexible working itself.
Concern

Description

Potential Solutions

Productivity

How will the flexible working

•

Discuss as a team the potential impacts in advance and what can be done to overcome them, especially in peak periods.

arrangements of team members

•

Trial periods

•

This fear can often stop people from asking to set up an arrangement. Proactively offer and communicate that

affect the team’s ability to
deliver work on time, to a high
standard and maintain business
service requirements?

Commitment

The belief that team members
who work flexibly are not

employees who work flexibly can still progress in their career. From your perspective, you will know how committed

committed to their jobs.

team members are over the period of a trial phase when you deliver on their work tasks and see them engaged in their
work.
•

You may also have some high-profile executives in your organisation who work flexibly; it isn’t the career limiter it may
have been in the past. Ask if they can speak at a team meeting.

Trust

That team members will be

•

Set and agree upon clear goals and expectations for the work to be done

unproductive, particularly if they

•

Schedule 1:1s frequently, and focus them on progress against the goals set

are working off-site, without

•

Schedule in face time for specific work issues that arise.

•

Discuss scheduling conflicts or times when the team will be short staffed and devise ways to ensure service delivery and

direct supervision.

Scheduling

How to schedule flexible hours

business requirements are met.

so that they work within the
team environment

•

Ask the team to be flexible in their arrangement to meet time needs.

Flexible Working Toolkit
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Understand your concerns
Concerns

Description

Potential Solutions

Communication

The loss of informal

•

Introduce more ways to communicate, such as instant messaging, online training and monthly on-site meetings.
Technology is usually a quick win in this case

communication mechanisms,
particularly if the team members
are working off site

Entitlement

A few employees may consider

•

Reiterate the importance of everyone in the team having a shared responsibility towards their own and team outputs

their flexible arrangement as an

and measure their progress against those. Coach realistic goals and their achievement, and ensure they are aware of

individual entitlement, rather

their responsibility not to leave work to their colleagues while they pursue an individual plan.

than a negotiation that needs to
work for the individual, the team
and the organisation

Scale

What if everyone in the team

Discussing it as a team is the best place to start; agree on your team goals and what work must be maintained or
improved, and only then consider what flex arrangement might work. If arrangements clash, consider a coverage plan,

arrangements clash? How will

taking turns, and considering who may not be able to work at all if not for a given arrangement.

the work get done?
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wants to work flexibly, and some
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Manage legal risks and obligations
Find out your obligations
Any flexible working arrangements at DPIE must
align with relevant legislation, industrial awards
and agreements, Performance Development Plan
Objectives and directives issued by the Premier
of NSW and NSW Treasury.

The processes in place to facilitate flexible work
arrangements at DPIE will help you to comply
with overarching legal obligations. The best way
to ensure your flexible working practices are
compliant is to follow the guidance in this tool
kit.

Working from another location request

We don’t expect you to be an employmentlaw expert, but you should have a reasonable
understanding of the workplace conditions which
apply to you and your team.

Every case for flexibility is unique, so flexibility
arrangements may cause other legislation
to become relevant in areas such as pay and
conditions, equal employment opportunity,
injury management and other matters. If you’re
not sure about whether you’re meeting your
legal obligations, or need advice about a real or
potential risk, contact your People and Culture
Partner.

If you would prefer a word version of this form
please email flexible.working@dpie.nsw.gov.au to
request one

Government Sector Employment Act 2013
Government Sector Employment Rules 2014
Government Sector Employment Regulations
2014
Anti-Discrimination Act
Industrial Relations Act
Crown Employees (Public Service Conditions of
Employment) Reviewed Award 2009
Work Health and Safety Act (NSW)
Workers Compensation Act (NSW)
Disability Discrimination Act 1992

Please use the Working from another location
request form if you’re looking to work remotely,
including working from home or a different
location.

All other Flexible Work Arrangements must be
processed via your former agencies’ systems.
Existing processes and forms should be used
until all DPIE systems are centralised.

Employers must make workplace adjustments
if an employee with disability needs them to
perform the essential activities of the job.
Flexible working is one of the most frequently
requested workplace adjustment for people with
disability. Requests for workplace adjustment
can be made at any time during the employment
life cycle. Managers can support our people with
disability by telling them about our Workplace
Adjustment Guideline and/or speaking to your
WHS partner at health.wellbeing@dpie.nsw.gov.
au.
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Frequently asked questions
How long can I have a flexible work
arrangement in place for?
New arrangements are recommended to be in
place for a trial period of 1 to 3 months. This will
allow you and your manager time to figure out
what’s working well and what’s not working.
You can make adjustments (if necessary) before
putting a fixed arrangement in place.

Can I work from a café, park, library or other
similar place with my laptop?
Yes. As per the previous answer, provided you
fulfil the requirements of the WHS Flexible
Work Self-Assessment when you complete your
Flexible Work Agreement. Be mindful of privacy
and confidentiality when working in public
places.

Once you have found a flexible working
arrangement that works well, it can be agreed
to for a period of up to 12 months before being
renewed.

Can I work from home if I have a tradesperson
visiting?
Yes, provided you have an approved Flexible
Work Agreement in place.

Do I need to have a home office set up if I want
to work from home?
You can work from any space that complies with
our WHS standards. Our focus is on maintaining
neutral postures and safety, rather than the type
of equipment and furniture you use in your work
space. You will need to fulfil the requirements of
the WHS Flexible Work Self-Assessment when
you complete your Flexible Work Agreement.

Can I work from home if my child or other
dependent is sick?
You and your manager should approach
situations like this with common sense. If the
person that is sick needs constant care that
would prevent you from being able to fulfil the
inherit requirements of your role, then you should
make alternative arrangements for the day such
as taking FACS leave, Sick Leave to Care for a
Family Member or other leave.
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Do I have to supply my own IT equipment and
pay internet, telephone and stationery costs if I
work from home?
Yes. To be consistent with the principles of
flexible working (that is mutually beneficial, give
and take) you will be responsible for making
sure that you have appropriate ICT equipment,
connectivity and supplies. DPIE laptops will
continue to be rolled out more broadly, but for
the moment you may need to use your personal
computer/laptop and phone to connect to the
DPIE network.
You may be eligible to claim some of these
expenses back on your income tax return. For
more information visit www.ato.gov.au or speak
to your taxation accountant.
Can I work while I’m commuting to and from my
usual workplace?
No, but you can work while travelling if you are
on duty.
Why? The Award refers to your workplace
as your ‘headquarters’. All employees have
a nominated headquarters and they cannot
be credited with time worked before they
commence duty or after they finish duty at their
headquarters. If you are required to travel to
another work location that is further than your
normal headquarters, then you may be eligible to

claim this additional travel time as time worked
or as excess travel time.
If employees are formally relocated to a new site,
such as when the move to 4 Parramatta Square,
their headquarters will be changed to this new
site.
What is a compressed work week? Can I work a
compressed work week?
A compressed work week is where you receive
payment for working your full-time or part-time
hours in excess of the maximum of 7 ordinary
hours per day to enable you to work fewer days
over the week (for example, a full-time employee
working 4 days @ 8h 45min/day instead of 5
days working 7h/day or a part-time employee
working 3 x 8 hour days instead of these 24
hours being spread over 4 or 5 days)
This option is not available at DPIE yet as
it doesn’t align with the conditions in the
overarching industrial award. If a team member
would like to work more than 7 hours per day,
the additional time worked would be recorded as
flex time but the maximum payment of ordinary
hours on any one day is limited to 7 hours.
A compressed work week option may be
considered in future award reviews.

Will DPIE pay rental costs for me to work from a
work hub?
No. To be consistent with the principles of
flexible working (i.e. mutually beneficial, give and
take) you will be responsible for such costs.
If you decide to work from a privately-owned
work hub closer to home you may be saving
money on things such as fuel, tolls, public
transport fares, parking fees and saving time to
improve your work/life balance. It’s up to you to
weigh up the benefits versus the rental costs of
a work space in a hub to choose what’s best for
you.
Can I change my bandwidth or core time hours?
Yes, but only if the industrial instrument that
regulates the hours of work that apply to you
allows for this to occur, meets operational needs
and satisfies any specified criteria. Your agreed
bandwidth hours will need to be recorded in
the HR system for payroll entitlements to be
calculated correctly (such as overtime, which
applies when you work outside of bandwidth).
To discuss changing your bandwidth hours
contact your Manager and/or People and Culture
Partner.

What happens if I’m injured while working from
home or another approved place?
If you’re working from home or another approved
location under a Flexible Work Agreement, then
this place becomes your workplace from a legal
perspective. The same work, health and safety
conditions, obligations and responsibilities apply
as they would in your usual DPIE headquarters.
We aim to keep every employee safe in the
workplace, but if you are injured while on duty
at home or another approved place, you must
report the incident to your immediate supervisor/
manager as well as making a report on the WHS
Incident reporting system. The WHS team will be
able to help you with the management of your
case.

Can a flexible working arrangement be
terminated at any time?
Generally, flexible working arrangements will stop
when there’s a mutual agreement to do so. In
some instances, arrangements can be terminated
by the department giving reasonable notice
based on the nature of the flexible arrangement.
In rare cases flexible arrangements can stop
immediately, especially in cases of misconduct or
where the health and well-being issue warrants
such action.
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Support for employees
Who can ask for flexible
working arrangements
The NSW Government committed to making all
roles in the government sector flexible by the
end of 2019 on an ‘if not, why not’ basis. This
means everyone can begin a conversation about
the types of flexible working available to them,
but it doesn’t mean everyone is automatically
entitled to it.

Getting ready for flexible working
To work flexibly, you’ll need to know the available
types of flexible working, and match the right
type(s) to your role. To succeed you will need
to self-manage your workload and continue
to perform in your role; you will negotiate
flexible work arrangements with your manager,
collaborate with your team so it works for
everyone, monitor how it’s working over time,
and make adjustments to continuously improve.

To achieve this, you will need to:
• build your awareness of what flexible working
could look like in your context (you may have
already been doing it for years as part time,
flex time, working remotely, but not called it
this)
• seek information to develop suggestions and
proposals to work for you, your team and the
organisation
• revise assumptions you may have made
over time about who gets to use it, or why,
including any bias you may have developed
over what is ‘fair’
• talk to your team and your manager, and find
arrangements that support them as much as
they support you; finding an equilibrium is key
• act when it isn’t working, or if it needs to
change over time (for work, or for you).
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Flexible working approach
Taking a team-based approach allows teams to
strategically plan and arrange their work. The aim
is for your arrangement to make the team output
more efficient and to build an understanding of
shared goals and responsibilities among team
members. It also gives everyone an equal chance
to ask for an arrangement. They may not get
all they want, but the shared process builds an
understanding of why.

INDIVIDUAL

ORGANISATION

Talk about flexible working Setting up team protocols
as a team
It’s also a great idea to set up some team
Working flexibly starts with a conversation
between you, your manager and your team.
Having that conversation firstly as a team makes
it more likely the arrangements will be fair for
everyone, sustainable and any wider potential
impacts will be identified and addressed.
• Schedule a time to talk through concerns
that any team members may have, to address
these and come up with solutions.
• Agree as a team what work you need to get
done, and the standards that need to be
maintained so everyone can measure their
flexible working arrangement against the
team standard, to see if it is feasible. When
the arrangements have been operating for a
time, check in with each other to check how it
is going for everyone.

protocols for how you will all work flexibly
together. For example, agree on the processes
for communication you’ll all use if a team
member is working elsewhere, such as from
home, a hub, another government office.
• What is the process for team meetings or
sharing information?
• How will the team use email, Microsoft Teams,
phone conferencing to share information,
meet and keep in touch with developments.
• If you’re office-based, how might the structure
of meetings change to get the most out of
the ‘connected’ time? Do you need everyone
to be in the office the same day to maximise
connection and collaboration time?
• How will you make sure you stay connected
and feeling part of a team?

TEAM
Flexible Working Toolkit
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Other operating principles you might consider:
Coverage plan

•

Have a weekly team coverage plan that includes:
o work objectives and allocation
o team meetings
o who is where, when
o procedures for handovers and back-up.

Client conversations

•

Have transparent conversations with clients about flexibility, including team working patterns and how quality outcomes will be ensured

Work demands

•

Develop a plan for responding to busy and quiet periods (and be transparent in communicating potential shifts in work demands) and check in to see if
changes are needed.

Meetings

•

Decide how to include anyone working remotely in meetings, or to at least be advised of the discussions and decisions that affect their work, if meetings are
held on their days off.

Technology

•

Use technology. Share calendars so everyone knows where team members are or use a team calendar.

Remote access

•

Provide remote workers with remote/VPN access. Use conference call facilities to collaborate.
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Understand your concerns
Flexible working isn’t new in the NSW Government sector and most of us want to support it. But we can all have doubts about how to make it work.
Balancing more people wanting to work flexibly with budgets, workloads and performance targets whilst caring for you and your colleagues’ welfare
can be challenging. Your manager and team mates can sometimes share your doubts about how it will all work as well.
Below are some of the most common concerns with workarounds and solutions that you can apply. Most challenges with flexible working can be solved
with thought and planning, while others are people or capability challenges rather than the flexible working itself.
Misgivings
Productivity

Potential Solutions
How will flexible working

•

Identify the potential impacts in advance and what you may be able to do to overcome them periods.

arrangements of team members

•

Trial phase – agree on your work deliverables

affect the team’s ability to

•

Be flexible in your approach, and be willing to adapt when things come up (for example, colleagues’ long-term leave)

People who work flexibly are not

•

This fear can often stop people from asking for an arrangement, even if they see others working flexibly.

committed to their jobs

•

Set up KPIs in advance, you will be able to prove how committed you are over the period of a trial phase when you

deliver their work on time, to
a high standard and maintain
business service requirements?

Commitment

deliver on them.
•

You may also have some high-profile executives in your organisation who work flexibly; it isn’t the career limiter it may
have been in the past.

Trust

People will be unproductive,

•

you use to achieve your progress

particularly if they are working
off-site, without direct

Set and agree upon clear goals and focus 1:1’s on progress against the. Explain the time management and technology

•

Schedule in face time for specific work issues that arise.

•

Work with your colleagues to identify early scheduling conflicts, or times with the team will be short staffed. Devise

supervision.

Scheduling

How to schedule flexible hours

ways to ensure service delivery and business requirements are met. Do not leave it up to your Manager to fix alone

so that they work within the
team environment

•

Be flexible in your arrangement to meet time needs

Flexible Working Toolkit
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Understand your concerns
Concerns

Description

Potential Solutions

Communication

The loss of informal

•

particularly if the teams are

It’s your responsibility to proactively ensure you stay in the loop about news that affects your work and stay ‘part of the
team’.

communication mechanisms,
•

See which tools you can use to communicate, such as social media, instant messaging, online training and monthly
on-site meetings. Technology is usually an easy win in this case. But you should also ensure you attend team meetings,

working in different locations

preferably in person, and don’t use remote work as an excuse to cancel meetings.

Entitlement

A very few employees may

•

Role model the importance of everyone in the team having a shared responsibility towards their own and team outputs

adjust to considering their

•

Demonstrate how you are aware of your responsibility not to leave work to you colleagues while you pursue your flex

flexible arrangement as an

arrangements

individual entitlement they have,
rather than a negotiation that
needs to work for the team and
the organisation

Scale

What if everyone in the team

•

Discussing it as a team is the best place to start; as a team you can agree your team goals and what work has to be

wants to work flexibly, and some

maintained or improved, and only then consider what flex arrangements might work. If arrangements clash, consider a

arrangements clash? How will

coverage plan, taking turns, and considering who may not be able to work at all if not for a given arrangement.

the work get done? How does
everyone get a turn?

Support
• If you need advice about flexible working at
DPIE, or help with the application process
contact your People and Culture Partner.
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• If you are a person with disability you
can request flexible working as part of
a workplace adjustment. Workplace
adjustments can be requested at any time
during the employment life cycle. Contact
your Work Health and Safety Partner for
assistance.

• For free, confidential advice or counselling,
contact the Employee Assistance Program
(EAP). EAP also provides a specific service
for managers to support them in dealing with
workplace matters.

Frequently asked questions
How long can I have a flexible work arrangement
in place for?
New arrangements are recommended to be in
place for a trial period of 1 to 3 months. This will
allow you and your manager time to figure out
what’s working well and what’s not working. You
can make adjustments (if necessary) before putting
a fixed arrangement in place.
Once you have found a flexible working
arrangement that works well, it can be agreed to for
a period of up to 12 months before being renewed.
How does flexible working support workplace
adjustment?
A workplace adjustment is a change to a work
process, practice, procedure or environment that
enables an employee with disability to perform
their job in a way that minimises the impact of
their disability. An employee with disability could
request different work hours or locations as a
workplace adjustment. Workplace adjustment can
be temporary or ongoing arrangements.
The WHS team administers workplace adjustments
that come through the Workplace Adjustment
Portal. The WHS team will seek feedback regularly
to ensure the flexible work arrangements continue
to support our employee needs.

Do I need to have a home office set up if I want to
work from home?
You can work from any space that complies with
our WHS standards. Our focus is on maintaining
neutral postures and safety, rather than the type
of equipment and furniture you use in your work
space. You will need to fulfil the requirements of
the WHS Flexible Work Self-Assessment when you
complete your Flexible Work Agreement.
Can I work from a café, park, library or other
similar place with my laptop?
Yes. As per the previous answer, provided you
fulfil the requirements of the WHS Flexible Work
Self-Assessment when you complete your Flexible
Work Agreement. Be mindful of privacy and
confidentiality when working in public places.
Can I work from home if my child or other
dependent is sick?
You and your manager should approach situations
like this with common sense. If the person that is
sick needs constant care that would prevent you
from being able to fulfil the inherit requirements
of your role, then you should make alternative
arrangements for the day such as taking FACS
leave, Sick Leave to Care for a Family Member or
other leave.

Do I have to supply my own IT equipment and pay
internet, telephone and stationery costs if I work
from home?
Yes. To be consistent with the principles of flexible
working (i.e. mutually beneficial, give and take)
you will be responsible for making sure that you
have appropriate ICT equipment, connectivity and
supplies. DPIE laptops will continue to be rolled out
more broadly, but for the moment you may need to
use your personal computer/laptop and phone to
connect to the DPIE network.
You may be eligible to claim some of these
expenses back on your income tax return. For more
information visit https://www.ato.gov.au or speak to
your taxation accountant.
Can a flexible working arrangement be terminated
at any time?
Generally, flexible working arrangements will stop
when there’s a mutual agreement to do so. In some
instances, arrangements can be terminated by the
department giving reasonable notice based on the
nature of the flexible arrangement.
In rare cases flexible arrangements can stop
immediately, especially in cases of misconduct or
where the health and well-being issue warrants
such action.
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Can I work while I’m commuting to and from my
usual workplace?
No, but you can work while travelling if you are on
duty.
Why? The Award refers to your workplace as your
‘headquarters’. All employees have a nominated
headquarters and they cannot be credited with
time worked before they commence duty or after
they finish duty at their headquarters. If you are
required to travel to another work location that is
further than your normal headquarters, then you
may be eligible to claim this additional travel time
as time worked or as excess travel time.
If employees are formally relocated to a new site,
such as when the move to 4 Parramatta Square,
their headquarters will be changed to this new site.
Will DPIE pay rental costs for me to work from a
work hub?
No. To be consistent with the principles of flexible
working (i.e. mutually beneficial, give and take) you
will be responsible for such costs.
If you decide to work from a privately-owned work
hub closer to home you may be saving money on
things such as fuel, tolls, public transport fares,
parking fees and saving time to improve your work/
life balance. It’s up to you to weigh up the benefits
versus the rental costs of a work space in a hub to
choose what’s best for you.
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What is a compressed work week? Can I work a
compressed work week?
A compressed work week is where you receive
payment for working your full-time or part-time
hours in excess of the maximum of 7 ordinary hours
per day to enable you to work fewer days over the
week (for example, a full-time employee working
4 days @ 8h 45min/day instead of 5 days working
7h/day or a part-time employee working 3 x 8 hour
days instead of these 24 hours being spread over 4
or 5 days)
This option is not available at DPIE yet as it doesn’t
align with the conditions in the overarching
industrial award. If a team member would like to
work more than 7 hours per day, the additional time
worked would be recorded as flex time but the
maximum payment of ordinary hours on any one
day is limited to 7 hours.
A compressed work week option may be
considered in future award reviews.
Can I work from home if I have a tradesperson
visiting?
Yes, provided you have an approved Flexible Work
Agreement in place.

Can I change my bandwidth or core time hours?
Yes, but only if the industrial instrument that
regulates the hours of work that apply to you
allows for this to occur, meets operational needs
and satisfies any specified criteria. Your agreed
bandwidth hours will need to be recorded in
the HR system for payroll entitlements to be
calculated correctly (such as overtime, which
applies when you work outside of bandwidth).
To discuss changing your bandwidth hours
contact your manager and/or People and Culture
Partner.
What happens if I’m injured while working from
home or another approved place?
If you’re working from home or another
approved location under a Flexible Work
Agreement, then this place becomes your
workplace from a legal perspective. The same
work, health and safety conditions, obligations
and responsibilities apply as they would in your
usual DPIE headquarters. We aim to keep every
employee safe in the workplace, but if you
are injured while on duty at home or another
approved place, you must report the incident to
your immediate Supervisor/Manager as well as
making a report on the WHS Incident reporting
system. The WHS team will be able to help you
with the management of your case.
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