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FLEXIBLE WORK OPTIONS SELF-ASSESSMENT

This sheet will guide you through a series of questions designed to help you clarify your life and work goals and how flexible work arrangements may assist you achieve these goals.

It is your choice whether you share this sheet with anyone else. 

As you work through the questions, you may decide to seek further advice or support from a colleague, friend, relative or a union, EEO or OHS representative.  You could also consider making an appointment to speak with a Consultant from Council’s Employee Assistance Program.  Where the request is being made on the basis of medical requirements, you may also wish to consult with and seek supporting documentation from your treating medical practitioner.

To further assist, it is recommended that you read -

· Council’s Flexible Work Options Policy;  and 
· OD Fact Sheet – Examples of Flexible Work Options 

Self Assessment

1 What do you hope to achieve by changing your work arrangements?
	
	
	

2 What are the major work, life and/or family factors currently contributing to your desire to change your working arrangements?

	1
	
	4
	

	2
	
	5
	

	3
	
	6
	




3 Plot each of the above on the grid below.  


	
	In my Control
	Not in my control
	Can take action
	Cannot take action

	Work
	
	
	
	

	Life
	
	
	
	

	Family
	
	
	
	






4 Below are some typical flexible working options.   Which of these might assist you to balance your work, life, family responsibilities? 

	
	Flexible Start & Finish Times
	Time in Lieu/Make up Time
	Reduce the number of hours I work each day or week.  (Part time work)
	Reduce the number of days I work each week (Part time work)
	Ad-hoc work from home/other location
	Regular work from home/other location
	Change my shifts
	Transition to Retirement (Phased Retirement)
	Purchase additional leave
	Job Share
	Flexible Leave Arrangements

	Yes
	
	
	
	
	
	
	
	
	
	
	

	No
	
	
	
	
	
	
	
	
	
	
	

	Maybe
	
	
	
	
	
	
	
	
	
	
	

	At Times
	
	
	
	
	
	
	
	
	
	
	




5 Having considered the above, what would be your preferred flexible working arrangement? 

	

	

	

	

	

6 What are some likely benefits and disadvantages to you, your work area, workload and colleagues of this preferred arrangement?


	

	

	

	

	


7. What can you think of that might reduce the impact of your proposed flexible work arrangement on the business operations, customers or your colleagues?


	

	

	

	


8 Flexible working arrangements can impact on your pay, taxation, superannuation, leave provisions and other entitlements?  You may also consider seeking additional information prior to making the request.

	|_|	Accountant / Financial Planner
	|_|	Centrelink / Department of Human Services

	|_|	Council’s Payroll department
	|_|	Australian Taxation Office

	|_|	Medical Practitioner
	|_|	Other:




9 How long do you anticipate you will need to have these flexible work arrangements in place?  

	|_|	Permanently*
	

	|_|	Fixed period*
	From       /     /       to        /     /     


*Note: Regardless of agreed duration, arrangements are subject to periodical review to ensure they continue to meet your needs and those of the work unit



Next Step:  

The next step in the process is to discuss your proposal with your Manager.  Your request can be made either verbally or in writing (recommended).

If your preference is to make your request in writing, the template “Proposal for Flexible Work Arrangements” may be of assistance to you.
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