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Flexible Work Procedure

Section 1 — Purpose

(1) This Procedure outlines how Flexible Work arrangements and Remote Work are
implemented at the University of Canberra (the University) including general requirements,
effectiveness monitoring, Work Health and Safety and workspace equipment.

Section 2 — Scope

(2) This Procedure has the same scope as the Flexible Work Policy.

Section 3 - Policy

(3) This Procedure supports the Flexible Work Policy.

Section 4 — Procedure

(4) The University supports a Flexible Work environment that promotes wellbeing, productivity
and inclusion while meeting operational needs. All staff can request Flexible Work
arrangements.

General Requirements

(5) The University recognises the importance and benefits of Flexible Work and commits to
supporting staff wellbeing, inclusion, and attracting and retaining a productive and highly
skilled workforce. This is balanced with the need to meet the objectives of Business Areas
and maintain a strong team-based culture on campus.

(6) There is no one-size-fits-all approach. The University workplace is diverse, and Staff have
different needs. Flexible Work is intended to balance the needs of the University, the team
and the Staff Member.

(7) The University values a vibrant campus life, created through events, retail and facilities that
contribute to the positive campus and community experience.

(8) Staff must be transparent about when, where and how they work. Successful Flexible Work
arrangements are a shared responsibility between Staff and Managers where
communication is key and success is enabled through trust, clear performance expectations
and ongoing conversations.

(9) Itis not always appropriate or practical for a Staff Member to carry out their duties in a
Flexible Work arrangement. Flexible Work arrangements must consider the duties of the
individual and may be refused on reasonable business grounds.

(10) Ad Hoc Arrangements may be agreed between a Staff Member and their Manager at any
time, subject to operational requirements.
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(11) There may be instances where a Staff Member will be required to attend campus on a day
they would normally work remotely from the University Premises, or a greater proportion
of on-campus work is needed for a period. A Staff Member must not refuse a lawful and
reasonable direction to attend the workplace for such instances when required.

(12) A Staff Member in receipt of a Fire Warden, First Aid Officer or any other relevant
allowance, will have their allowance reduced on a pro-rata basis for the period they do not
work on University Premises, as they are unable to perform these duties from another
location.

(13) University facilities must remain as flexible as its workforce. The University may change
assigned workspace arrangements to better accommodate its workforce where a Staff
Member moves to an approved Flexible Work arrangement.

Hybrid Work for Professional Staff

Requesting Hybrid Work

(14) Requests from professional staff for Hybrid Work (on an individual or collective basis)
should be discussed informally between the Staff Member(s) and their Manager. Following
this discussion, the Staff Member(s) will submit a completed Hybrid Work Agreement as a
formal request for their Manager’s consideration.

(15) Once approved, the Hybrid Work Agreement remains in place until it expires. A Hybrid
Work Agreement will be reviewed after the first 6 months following its initial approval, or at
the request of the Staff Member or Manager and amended if required. After this, approval
will be granted for a maximum period of 12 months for each Hybrid Work Agreement.

Approving Hybrid Work

(16) The Manager may approve the Hybrid Work Agreement if satisfied that the request:

a. aligns with this Procedure and the Flexible Work Policy;
b. supports the outcomes and needs of both the business area and staff member; and
c. can be conducted safely and in accordance with applicable laws and requirements.

(17) If the Manager is not satisfied that the Hybrid Work request meets the General
Requirements of this Procedure and the Flexible Work Policy, the Manager may negotiate
alternative terms that better align with operational needs or may decline the request.

(18) If the Staff Member and their Manager agree to a Hybrid Work request, the agreement
must be documented, attached to the staff member’s online Performance and
Development Plan (PDP), and a record of this arrangement provided to People and Culture.

(19) The agreement will normally include a review every 12 months to ensure the arrangements
continue to meet the Staff Member’s needs and the operational requirements of the
University.
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Refusing a Hybrid Work request

(20) Requests for Hybrid Work may only be refused on reasonable business grounds which are
consistent with statutory guidelines. A Manager must provide the Staff Member with a
clear and reasonable justification for any refusal. Reasonable justification for refusal may
include:

a. therequest would be too costly for the University;

b. thereis no capacity to change the working arrangements of other staff to
accommodate the requested working arrangements;

c. the request would likely result in significant loss of efficiency or productivity (for
example, inadequate internet, security and cyber security requirements,
communication capabilities and so on);

d. the request would likely have a significant negative impact on services and/or
operational requirements of the role, and cannot be reasonably accommodated by
other arrangements; or

e. there are security, jurisdictional or legal restrictions or risks that cannot be
reasonably accommodated.

(21) Managers who are considering refusing a Hybrid Work request, must seek advice from their
People and Culture Business Partner. If a request is refused, the Manager will outline this
decision in writing including:

a. the business grounds for the refusal;
b. how those grounds apply to the specific request; and

c. any alternative arrangements that were considered and could reasonably be
accommodated, where applicable.

(22) If the request is refused and no mutually acceptable alternative can be agreed upon, the
Staff Member may access the Review of Decision process outlined below.

Changing or ceasing Hybrid Work

(23) Where an individual Staff Member seeks to change or cease an approved Hybrid Work
arrangement formed on a collective basis, the collective Hybrid Work arrangement will be
reviewed.

(24) A Manager may only change or cease the Hybrid Work arrangement of a Staff Member on
reasonable business grounds. Where a Manager is seeking to change or terminate a Hybrid
Work arrangement, they must advise the Staff Member of:

a. the reason(s) in writing;
b. the reasonable business grounds; and
c. how the business grounds apply to the Staff Member.

(25) Where a Staff Member seeks to change or cease an approved Hybrid Work arrangement,
the Manager will approve the request where there are no reasonable business grounds on
which to refuse the request.
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(26) In all circumstances, the Staff Member or Manager must provide one month’s notice in
writing (or in exceptional circumstances, a lesser period may be provided) to change or
cease a Flexible Work arrangement.

Remote Work

(27) Requests for Remote Work will be considered on a case-by-case basis. Professional and
Academic Staff must submit requests within the minimum timeframes (lesser periods will
be considered where exceptional circumstances exist):

a. Interstate — at least 4 weeks in advance of undertaking work interstate.
b. Overseas — at least 4 months in advance of undertaking the work overseas.

(28) Requests to permanently employ a Staff Member located in another Australian state or
territory will only be supported when recruitment processes have been exhausted and have
not resulted in the appointment of a suitable candidate willing to perform the role locally,

and approval is obtained from the Chief People Officer.

(29) Any costs associated with IT equipment and assets, including courier fees, will be charged

to the relevant business area.

Table 1: Approval for Remote Work requests

PERIOD

APPROVAL

ADDITIONAL CONSIDERATION

Interstate

Up to 1 month
per calendar
year

Manager of the
Staff Member, in
consultation with

Deemed by the Manager to be appropriate for
business and service delivery needs and for team
requirements.

per calendar
year

Staff Member in
consultation with
People and
Culture

People and

Culture.
Greater than 1 Chief People Specific operational or strategic requirements, costs,
month per Officer insurance coverage and local laws.
calendar year
Permanently, as | Chief People Recruitment processes have been exhausted, and no
part of an offer Officer suitable candidates have been identified who are in
of employment the relevant local region or willing to relocate to the

relevant University campus.

Overseas
Up to 1 month Manager of the Must meet the legal, tax, and insurance requirements

as well as local laws in the relevant overseas
jurisdiction. Australian travel advice levels, security,
and cyber security requirements must also be
considered.
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PERIOD APPROVAL ADDITIONAL CONSIDERATION

Greater than 1 Not supported, To be considered for approval, the request must

month per unless exemption | demonstrate specific strategic requirements for the

calendar year by the Chief work to be performed in a foreign country and
People Officer demonstrate the work can be undertaken (including

considering operational and strategic requirements,
costs, insurance coverage, security, safety and local
laws and taxes). The business area will be responsible
for the cost of any legal compliance with the overseas
jurisdiction. There may be some circumstances where
the University will be unable to meet the legal
requirements of the local jurisdiction and in such
circumstances, the request will be refused. In making
any determination, University policies, cyber security
requirements and domestic legislative requirements
must also be taken into consideration.

Other Flexible Work Arrangements

(30) Staff requesting Flexible Work, other than Hybrid Work or Remote Work, must submit a
written request to their Manager that clearly outlines:

a. the details of the Flexible Work arrangement sought;

b. the reasons for the Flexible Work arrangement;

c. the period for which the Flexible Work arrangement is requested;

d. the potential impact of workplace operations;

e. the potential impact of the proposed Flexible Work arrangement on colleagues; and

f.  how the duties and responsibilities of the role will be achieved under the proposed
Flexible Work arrangement.

(31) Where possible, within 14 calendar days of receiving the request, the Staff Member and
their Manager will meet to discuss the request. Managers must genuinely attempt to reach
an agreement with the Staff Member regarding changes to their working arrangements
that will both accommodate the staff member’s circumstances and ensure that the
business area’s objectives can continue to be met.

(32) The Manager will provide the Staff Member with a written outcome of the response within
21 calendar days, consistent with statutory timelines. All requests will consider relevant
legislation, the University of Canberra Enterprise Agreement, and relevant policies and
procedures. In responding to the request, the manager will consider the staff member’s
circumstances, customer service requirements and the operational needs of the area.

Review of Decision

(33) If a Staff Member is not satisfied by the decision of their Manager to decline a request for
Flexible Work (including Hybrid Work), they may seek advice and support from People and
Culture by contacting their People and Culture Business Partner.
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People and Culture will support a facilitated conversation between the Staff Member and
their Manager. If a resolution is not achieved, nothing in this Procedure prevents a Staff
Member from raising a grievance in accordance with the University of Canberra Enterprise
Agreement.

Monitoring Effectiveness

(35)

(36)

(37)

An approved request for Flexible Work should be monitored and regularly discussed by the
Staff Member and their Manager to ensure it is achieving outcomes for both the Staff
Member and the University. This monitoring will assist in early identification and prompt
resolution of any issues that may arise from working flexibly.

Flexible Work must be reviewed if there are changes to the arrangement and in instances of
the Staff Member’s unsatisfactory performance.

If the Flexible Work arrangement is not operating as intended and the issues cannot be
resolved through monitoring discussions, the Manager or Staff Member may terminate the
Flexible Work arrangement by providing the other party with at least 4 weeks written
notice. Managers should seek advice from their People and Culture Business Partner in
such a circumstance.

Safety and Wellbeing

(38)

(39)

(40)

(41)

(42)

The University’s policies and procedures, including the Work Health and Safety Policy, and
related procedures, responsibilities and duties, continue to apply where Staff are approved
to undertake Flexible Work. Staff are responsible for ensuring their health and safety when
working from a location other than University Premises. If the location is not suitable, a
Manager may require the Staff Member to work from University Premises.

The University commits to supporting the psychosocial wellbeing of its Staff and recognises
that Hybrid Work has both benefits and challenges. Challenges may include social isolation,
poor time management, inability to ‘switch off’, and communication and coordination
issues. As such, it is important for both the Staff Member and the Manager to maintain
good communication and proactively manage any such issues.

If a Staff Member has an accident or sustains an injury while working flexibly, they must
report the incident to their Manager and submit a Health and Safety Report (Report an
Incident), as soon as possible, but no later than 12 hours after the incident (where
reasonably possible).

Hybrid Work may not be appropriate for rehabilitation and return to work cases following

an injury.

Staff undertaking work under a Flexible Work arrangement are covered by the same
principles of the Safety, Rehabilitation and Compensation Act 1988 (Cth) that apply to Staff
working on University Premises.
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Cyber Security and Data Protection

(43) All flexible work requests must adhere to the requirements of the relevant policies to

ensure remote access, including overseas access aligns with data protection, access
controls and jurisdictional requirements. These policies are outlined below:

a.
b.
C.

d.

Acceptable Use of ICT Policy;
ICT International Travel Procedure;
Cyber Security Policy; and

Data Governance Policy.

IT, Workspace and Equipment

(44) staff Members are responsible for the costs associated with setting up a flexible, safe
(compliant with Work Health and Safety policies and procedures), and productive
workspace away from University Premises. This may include a desk, office chair, internet
connection and electricity. IT equipment, including access to a laptop and software, should
be discussed between the Manager, Staff Member and IT and Cyber Security and used
according to any relevant ITC policies and procedures.

(45) The University provides all Staff with a safe working environment on University Premises,
including access to ergonomic equipment. Where a Staff Member has a Flexible Work
arrangement and requires specific Work Health and Safety equipment for their off-campus
workplace, it is the Staff Member’s responsibility to provide their own equipment that
supports the required adjustment and to advise the University of these requirements.

Section 5 — Responsibilities

WHO RESPONSIBILITIES
Manager e Ensuring Staff working flexibly are included in onsite activities
by other means where appropriate (for example Microsoft
Teams).
¢ Maintaining regular contact.
e Ensuring where possible, Staff are not disadvantaged.
e Setting and documenting performance expectations via
Performance and Development Plans (PDP).
Staff Member e Obeying lawful and reasonable directions, using care and skill

in their work, being truthful and acting in good faith.

e Always being contactable during agreed working hours.

e Attending University Premises on a day that they might
normally work flexibly, when requested by their Manager as
per University expectations.

e Ensuring that all hard or soft copy University information is
stored in a confidential and secure manner and handled in
accordance with the University Data Governance Policy
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RESPONSIBILITIES

e Adhering to all University IT & cyber security policy and
procedures, including using a University-managed device to
ensure the appropriate level of protection.

Section 6 — Associated information

Legislation, standards and codes

The below Legislation, standards and codes are related to this Flexible Work procedure:

. Fair Work Act 2009 (Cth)

. Safety, Rehabilitation and Compensation Act 1988 (Cth)

University documents

The below University documents are related to this Flexible Work procedure:

° Acceptable Use of ITC Policy

. Cyber Security Policy
o Data Governance Policy

° Flextime, Overtime and Time Off In Lieu Guidelines

. ICT International Travel Procedure

. Leave Guidelines

° University of Canberra Enterprise Agreement

° Work Health and Safety Policy

Section 7 — Definitions

TERM DEFINITION

Ad Hoc Arrangements An infrequent and temporary flexible work arrangement that
usually operates for a week or less on each occasion.

Eligibility Refers to a staff member that has circumstances which mean they
are eligible to request a flexible work arrangement under the
University of Canberra’s Enterprise Agreement and/or the Fair Work
Act 2009 (Cth).

Flexible Work An overarching term which is an agreement between a staff
member and the University for a change to their working
arrangements. Flexible Work may include a change to a staff

member’s working hours or work location (including access to
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TERM DEFINITION

remote work), Purchased Leave, Ad Hoc Arrangements and
Flextime.

Flextime A work arrangement that allows staff to vary their start and finish
times, provided they complete the required number of hours and
meet operational needs.

Hybrid Work A flexible, people-first model of working where staff split their time
working in a campus-based workspace and working remotely (from
home or elsewhere).

Individual Flexibility An IFA can be used to vary certain terms of an enterprise
Agreement (IFA) agreement as it applies to a particular staff member covered by the
IFA. For more information, please contact your People and Culture
Business Partner.

Manager The immediate manager of the staff member

Overseas Work Requests A request to undertake University work outside Australia, for any
period of time.

Purchased Leave An arrangement where staff can purchase additional recreation
leave by reducing their salary over a set period.

Remote Work A flexible working arrangement in which staff carry out their duties
from an approved location other than University premises.

Staff / Staff member Means all persons who are employed by the University.

University Premises Any of the following:

e land owned or occupied by the University, including
buildings on that land and including land owned or
occupied by a Third Party Provider;

o facilities provided or owned by the University or a Third
Party Provider;

e a University Student Residence; or

e land owned, occupied or identified in a Third Party Provider
agreement or other agreement including an exchange
program, licensing or collaboration agreement or any
replacement campus agreed in writing between the

University and a Third Party Provider.
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Status and details

Effective Date 1 July 2026

Review Date 1 July 2029

Approval Authority Vice-Chancellor

Approval Date 29 May 2026

Custodian Chief People Officer

Responsible Manager Deputy Director, Organisational Capability & Culture

Enquiries Contact policy@canberra.edu.au
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