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1. Introduction 

1.1 Purpose 

The success of Geoscience Australia depends on the success of each individual team member to deliver 

projects and work outcomes. It is in the organisation’s interest to provide an environment where each person 

is supported to succeed. 

In fostering this environment, the organisation takes a holistic view of the needs of our employees. We have a 

diverse workforce, and our team members have a variety of priorities in their lives that they must balance. We 

want to create a work environment that is compatible with our team members’ personal commitments and will 

allow them to strike a balance of a successful career, and a manageable, satisfying life outside work and meet 

operational requirements. 

The organisation recognises that to create this environment, there are circumstances where employees will 

seek a work arrangement that is more flexible than the traditional work arrangements. The organisation 

supports options for flexible work arrangements. 

As defined in the Leave and Entitlements Policy, this document explains the flexible work arrangement options 

the organisation offers, the approval process and conditions. Our flexible working procedure aligns with our 

Strategy 2028, where we have committed to enhancing an inclusive and positive organisational culture. We 

have committed to becoming an employer of choice with a workforce that continues to embrace diversity and 

is inclusive and supportive of all individuals. These commitments are outlined in our Diversity and Inclusion 

Strategy 2019-2021 and are recognised in our achievement of bronze accreditation with the Science in 

Australia Gender Equity (SAGE) program. It is important that Managers help to achieve our commitments 

when making decisions on flexible working arrangements. 

1.2 Scope 

This procedure applies to all employees, covered by the Geoscience Australia’s Enterprise Agreement (EA) 

and to all Senior Executive Service (SES) Officers.   

Flexible work arrangements for labour hire or contractor workers will be in accordance with their employer’s 

conditions and requirements and may be considered by the organisation under the contract terms.  

A departure from this procedure does not necessarily render any decision invalid or of no effect. This 

procedure is not incorporated into and does not form an expressed or implied term of any employment 

contract. 

Nothing in this procedure prevents an employee from using the dispute resolution procedures in the 

Geoscience Australia Enterprise Agreement (EA) including referring a matter to the Fair Work Commission. 

 

https://www.ga.gov.au/__data/assets/pdf_file/0005/85595/Strategic-Plan-2028-v2.pdf
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2. Flexible Working Arrangements 

Definition: Flexible working arrangements can include changes to working hours, the way our employees 

work or where they work from. Flexible working arrangements include: 

 working from home 

 working part time or agreed hours over fewer days 

 job sharing 

 starting or finishing work earlier or later 

 changing the need for work travel 

 extending unpaid leave when paid leave has been exhausted 

 changing hours of work, break times, rosters or meeting times. 

The National Employment Standards in Section 61 of the Fair Work Act 2009 (Cth) provide for minimum 

entitlements for all employees including the ability to request flexible working arrangements. 

Aim: Geoscience Australia recognises that flexible working arrangements may assist employees to balance 

their work, personal and family needs.  

Policy: 

Managers and/or delegates will give due consideration to supporting flexible working 

arrangements to: 

 attract and retain talented employees 

 harness modern, creative and agile ways of working to achieve business needs 

 value and recognise diversity 

 assist employees to balance their work and personal responsibilities 

 improve engagement, commitment and productivity 

 improve health, wellbeing and satisfaction of employees 

 improve collaboration and teamwork 

 contribute to our vision of an inclusive culture. 

1. Flexible working arrangements provide mutual benefit for employees and the organisation. Through 

the recognition of individual needs, the workplace creates increased engagement and creativity 

crucial to achieving work satisfaction and delivering organisation priorities.  

2. Flexible arrangements assist employees to maintain a positive work/life balance, allowing for working 

conditions and environments that meet the needs of our employee’s busy lives and personal work 

preferences. This in turn increases employee engagement in their work activities and fosters 

employee contributions, resulting in increased productivity and efficiency. 

http://classic.austlii.edu.au/au/legis/cth/consol_act/fwa2009114/s61.html
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3. Flexible working arrangements contribute to an inclusive culture by allowing employees with diverse 

requirements to work in a manner optimal to their needs. 

Options available for flexible working 

4. A range of flexible working arrangements are available for employees in our organisation including: 

a. Flex time 

b. Part time work  

c. Remote working (including home based work) 

d. Job sharing  

e. Executive level working arrangements 

f. Travel with children 

g. Compressed hours. 

Employees are not limited to one flexible working arrangement. For example, an employee could 

work part-time and request a flexible start and finish time, and/or request a portion of their time to be 

spent working from home. In addition, a change to work arrangements may occur once or be 

ongoing.  

Eligibility for flexible working arrangements  

5. Anyone can apply for flexible work arrangements. There are three types of arrangements for 

employee’s requesting flexible working; informal, formal (outside National Employment Standards 

(NES)), and formal (under NES). 

2.1.1. Informal flexible working arrangements 

6. Informal flexible work arrangements are requested for a short term or occasional basis.  This may be 

because the employee needs to work from home on an ad hoc basis, such as to allow access to their 

property or enable them to attend an appointment close to home during their lunch break. The 

employee must ask for prior written approval each time. If the frequency of an informal arrangement 

is an ongoing or regular occurrence, a formal flexible work arrangement should be 

implemented/requested. This more effectively manages work health and safety and security risks and 

provides more stability for other employees who may be affected by an employee’s continued absence 

from the office. 

7. Authorisation for informal arrangements are at the discretion of the direct line-manager/supervisor and 

require the employee to provide reasonable notice, preferably at least two working days, where 

practicable. However, what’s reasonable will depend on the circumstances. The direct line-manager 

will take into account the circumstances of the request, operational requirements and resource 

planning. 
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2.1.2. Formal flexible work arrangements (outside the NES) 

8. A formal flexible work arrangement is where an employee wishes to enter into a flexible work 

arrangement on a more permanent basis. For example, an employee may wish to work from home 

every Tuesday for the next 12 months.  

9. Any employee may request a formal flexible working arrangement. 

10. Flexible working arrangements will be reviewed at least annually.  

2.1.3. Formal flexible work arrangements (under the NES) 

 

11. In addition to clauses 8-10, the National Employment Standards (NES) provides a specific right to 

request flexible working arrangements where an employee: 

a. Is the parent, or has responsibility for the care of a child who is of school age or younger 

b. Is a carer (within the meaning of the Carer Recognition Act 2010) 

c. Has a disability 

d. Is 55-years of age or older 

e. Is experiencing family or domestic violence 

f. Provides care or support to a member of their household or immediate family who requires 

care and support because of family or domestic violence. 

Only employees are eligible to make a request under the NES criteria. Under the NES, the employee 

must also meet one of the following criteria: 

a. Be full-time or part-time and have at least 12 months' continuous service with the APS. 

b. Be a casual employee and have been employed on a regular and systematic basis for at least 

12-months and there is reasonable expectation of continuing employment with the 

organisation. 

12. Employees who do not meet the eligibility criteria under the NES, should make a request outside of 

the NES.  

13. Managers and/or delegates are encouraged to consult with Human Resources before refusing a 

request for formal flexible work arrangements (under the NES). This is to ensure the decision is in line 

with ‘reasonable business grounds’ and to minimise the risk of non-compliance with the organisation’s 

legislative obligations.  

Applying for flexible working arrangements 

14. Employees wishing to utilise flexible working arrangements must:  

a. have a current Performance Development Plan (PDP) that is updated to accommodate any 

relevant adjustments for the proposed flexible working arrangements 
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b. maintain a performance rating of ‘on track’.  

15. A request for flexible working arrangements may be denied, modified or withdrawn where the 

employee has not demonstrated satisfactory work performance or adhered to the employment 

requirements prescribed by the Geoscience Australia Enterprise Agreement (EA). 

16. Applications for flexible working arrangements should be in writing and should state what the 

proposed arrangements are and the reasons for the proposed changes. 

17. Flexible working arrangements should be supported by Managers and/or delegates unless there are 

genuine operational requirements or reasonable business grounds which make the proposed 

arrangements unworkable. For example: 

a. The request would result in a significant loss of productivity or have a negative impact on the 

team. 

b. It is impractical to conduct the work effectively in the manner proposed. 

c. The work role requires particular attendance of hours or at a particular location. 

18. If the Manager or Branch is unsure about the operational impacts of a proposed flexible working 

arrangement on the organisation, the Manager or Branch can include a trial period of between one 

and three months. Before the end of the trial period, the employee’s manager will provide a 

recommendation to the delegate as to whether the flexible working arrangement can be 

accommodated by the organisation.  

19. If a request for a flexible working arrangement is declined, the employee should receive written 

notification including reasons why. Notification should be provided within 21 calendar days of receipt 

of the request. 

20. Where an employee is rated ‘not on track’ and has existing flexible working arrangements in place, 

they should consult with Human Resources regarding options for managing the arrangement. 

21. An agreement for one situation does not set a precedent for other proposals or for the continuity of 

the arrangement beyond the agreed period.  

mailto:hr@ga.gov.au
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3. Flextime  

3.1.1. Eligibility and Entitlement 

22. The flextime system is an arrangement outside of the NES that applies to employees at or below the 

APS6 level. The purpose of flextime is to allow employees and managers, with appropriate 

delegation, to design flexible work patterns that balance business and personal needs.  

23. Employees must only work more than 7 hours 21 minutes per day if there is sufficient work assigned. 

24. Employees may work less than 7 hours 21 minutes per day as part of their flex arrangement. 

25. Subject to approval from their manager, employees participating in the flextime system may vary 

their starting and finishing times or take leave on any normal day of business.  

26. The settlement period for flextime will be four weeks. A settlement period includes two flex periods.  

27. Failure to comply with requirements of the flextime system may result in disciplinary action. 

28. Flextime is not transferrable between employers within the APS. 

29. An employee may be directed to work standard hours if there are ongoing concerns with attendance 

and/or performance. The employee’s manager will provide the employee with written confirmation of 

the reason for such requirement and the nominated period for the arrangement to continue. 

3.1.2. Process 

30. Employees participating in the flextime system must complete a record of their times of duty 

throughout each day of the settlement period.  

31. Employees must record their times of duty accurately using timesheets through Employee Self 

Service (ESS) and submit to their manager for approval. 

32. Timesheets should be submitted within two weeks of the conclusion of the previous period. 

33. When submitted, managers with appropriate delegation should review submitted timesheets prior to 

the commencement of the next period and confirm the information is accurate and reasonable. If 

managers do not agree with the times entered in the form, they are to notify the employee as soon 

as possible and advise of the issue for rectification. Managers should ensure that any leave is 

recorded on the timesheet and has been entered into ESS. 

 Flex credits  

3.2.1. Eligibility and Entitlement 

34. Employees can accumulate a flex credit by working more hours than their ordinary hours with 

agreement from their manager. 

https://selfservice.aurion.cloud/ga/production/actionitems
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35. Flex credits do not accumulate for any hours where Extra Duty in the Field Allowance (EDFA) is paid 

or for any periods of approved overtime.  

36. The maximum flex credit in the settlement period is 36 hours and 45 minutes. Employees with part-

time arrangements should not accumulate more than the equivalent of one week’s flex credit for their 

agreed ordinary hours.  

37. In exceptional circumstances an employee may exceed the maximum flex credit with agreement 

from their manager, including agreement on when the flex credit will be reduced.  

38. Where an employee has more than the maximum flex credit at the end of two consecutive settlement 

periods, the employee may be directed to take flex leave until they reduce their credit below 36 

hours and 45 minutes.  

39. Employees ceasing employment will not normally be paid for flex credits. Payment of flex credits 

upon cessation will only be considered in exceptional circumstances.  

3.2.2. Process 

40. Where there is agreement for an employee to exceed their maximum flex credit, the manager is to 

advise Human Resources (HR) in writing of this approval and the proposed timing of the credit being 

reduced. This will ensure that the flex credit is not forfeited. 

41. If considered appropriate in the circumstances, managers with the appropriate delegation should 

advise CNSupport (Payroll) in writing of their approval to pay out flex credits for a ceasing employee, 

including the circumstances that are considered appropriate for the approval.  

 Flex debits  

3.3.1. Eligibility and Entitlement 

42. Employees accumulate a flex debit by working less than their ordinary hours. 

43. The maximum flex debit in the settlement period is 10 hours.  

44. Where a flex debit exceeds 10 hours at the end of a settlement period, the entire flex debit will be 

treated as leave without pay.  

45. Employees transferring within the organisation must make all reasonable efforts to reduce flex 

credits to zero before transferring to a new section.  

46. Employees who are ceasing employment will have any flex debits deducted from final payments.  

3.3.2. Process 

47. Employees must finalise their timesheets through ESS before ceasing work with the organisation by 

recording working times up to and including their last day of duty. Where an employee has not 

finalised their timesheets prior to ceasing work with the organisation their manager should advise 

Payroll in writing of their final flex balance. 

mailto:hr@ga.gov.au
mailto:CNsupportcentre@industry.gov.au
https://selfservice.aurion.cloud/ga/production/actionitems
mailto:CNsupportcentre@industry.gov.au
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 Flex leave  

3.4.1. Eligibility and Entitlement 

48. Flex leave is where an employee is approved to be absent on a normal business day without taking 

any other form of leave. It reduces the employee's flex credit or increases the employee's flex debit 

by the duration of ordinary hours that the employee is absent.  

49. Subject to operational requirements and manager approval, employees may take up to five days of 

flex leave during a settlement period, as long as the flex leave would not result in the employee 

accumulating more than 10 hours of flex debit.  

50. In circumstances where flex leave is used for full day absences, employees are required to seek 

prior permission from their manager for the absence in advance. Absences not approved in advance 

may be considered unauthorised absence and the employee’s salary deducted for the amount. 

51. Where an employee has a flex credit of more than 36 hours and 45 minutes, a manager must 

approve a request by an employee to take flex leave unless there is an exceptional circumstance 

that prevents leave. 

52. If an employee is required to travel for work on a weekend, public holiday, or outside of the 

bandwidth, they will be entitled to hour for hour flex credits (APS1-APS6) or reasonable executive 

level working arrangements in recognition of the hours spent travelling. 

 

 

3.4.2. Process 

53. Where flex leave is not approved, the manager, on request, will provide reasons in writing, 

explaining the decision within 21 calendar days.  

54. Flex leave must be recorded in timesheets through ESS. Part day flex leave absences are recorded 

by simply entering the actual hours of duty and leaving the rest blank. Full day flex leave absences 

should be recorded by entering flex leave for the full day of absence. 

Executive level working arrangements  

3.4.3. Eligibility and Entitlement 

55. At times, Executive Level (EL) employees may be required to work longer than their ordinary hours 

to achieve organisational outcomes. Working consistently excessive hours for prolonged periods of 

time is not encouraged or endorsed. 

56. Managers and EL employees must work together to manage working hours. EL employees may 

agree with their manager to variations in attendance times and short-term absences, including full 

days, without the need to use other forms of leave.  

https://selfservice.aurion.cloud/ga/production/actionitems
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57. Where an EL employee undertakes significant additional productive effort that involves working in 

excess of ordinary hours for sustained periods, the manager may approve reasonable time off to 

recognise the additional effort.  

58. Time taken by EL employees under these arrangements should be agreed in advance between an 

employee and their manager.  

59. Reasonable time off for EL employees is not on an hour for hour basis and in all cases will not 

exceed the actual additional hours worked by the employee.  

60. Subject to operational requirements, any paid time off in lieu granted must be taken within a 

reasonable time of the additional hours being worked.  

3.4.4. Process 

61. Where time off is refused, the manager must provide the employee with written reasons within 21 

calendar days of receiving the request. 

62. Agreement to take time off should be recorded through email between the manager and the 

employee. There is no requirement to complete a leave request. 

63. Where time off is directly before or after other leave recorded through ESS, the agreement to take 

the time off can be included in the comments field of the leave entry in ESS. 

https://selfservice.aurion.cloud/ga/production/actionitems
https://selfservice.aurion.cloud/ga/production/actionitems
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4. Part-time work 

4.1.1. Eligibility and entitlement 

64. Ongoing and non-ongoing employees may request part-time work and applications will be 

considered in line with individual and operational requirements.  

65. Where part-time work is not approved, the manager will provide reasons in writing within 21 calendar 

days. 

66. Part-time employees have the same range of employment benefits and remuneration as full-time 

employees, calculated on a pro-rata basis (except for allowances or expenses of a reimbursement 

nature).  

67. Where a full-time employee is approved to work part-time, they may revert to full-time employment at 

the end of the agreed period, or earlier by approval or mutual agreement. 

68. Short-term variations to part-time work agreements (such as one-off changes to work days or hours 

to attend a training course) can be agreed between the manager and the employee.  

69. The minimum hours of work under a part-time agreement is three continuous hours on any day.  

70. The recommended maximum hours of work under a part-time agreement should not exceed 10 

hours per day. 

4.1.2. Process 

71. An employee and their manager should discuss the proposed part-time arrangements, taking into 

account the needs of the employee and operational requirements. 

72. Employees can submit applications through ESS, for manager approval.  

https://selfservice.aurion.cloud/ga/production/actionitems
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5. Remote or home based work 

5.1.1. Eligibility and entitlement 

73. Remote or home based arrangements may be used for regular periods of time or on an ad-hoc 

basis. 

74. Remote or home based work must be formalised in a Flexible Working Request Form prior to 

commencing the arrangement. 

75. Employees performing duties remotely (including from home) must be able to work as efficiently and 

effectively as an equivalent employee working in the office. 

76. Employees must be contactable and available for communication as agreed with their manager 

during the periods in which home based or remote work is carried out. 

77. Employees are required to spend a minimum of 40 per cent of their working hours in the office 

unless otherwise approved by the appropriate delegate (Branch Head).   

78. When on remote or home based work, attendance in the workplace is not considered additional work 

time, and employees may be required to attend the workplace at the request of the manager for 

operational requirements (for example, to attend critical meetings with key stakeholders) and at a 

regular frequency to maintain connection with the workplace.  

79. Return to the workplace at a regular frequency should be discussed and agreed upfront in the 

Flexible Working Request Form and will be at the employee’s cost. 

80. Those employees engaging in remote or home based work may accumulate and utilise flex credits in 

accordance with this procedure as if they were in the office.  

81. Consistent with the use of official Commonwealth resources, employees are required to use 

equipment provided by the organisation for official purposes only and in a manner consistent with the 

APS Values and Code of Conduct.  

82. A home based work arrangement is not a substitute for ongoing dependent care. Employees should 

have alternative care arrangements in place if they are seeking home based work arrangements, 

unless otherwise agreed with their manager. 

83. A home based work arrangement is not be used as an alternative for taking appropriate leave. 

Where an employee indicates they are unwell they should be encouraged to utilise personal leave. If 

an employee has a medical certificate stating they are unfit for work this includes working from 

home.  

84. Managers, who have delegation, should not unreasonably refuse requests for remote or home based 

working arrangements. 

85. Home based work operates within the framework of all other conditions of employment, policy 

instructions and legislation including, but not limited to, work health and safety, privacy and security 

matters. 
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5.1.2. Process  

86. Employees must obtain approval from their manager in advance for all working from home 

arrangements. 

87. Approved Flexible Working Request Form must be forwarded to Human Resources including the 

completed WHS checklist. Any additional assessments (that is, home based workstation 

assessments) considered necessary will be discussed with the manager for approval if identified as 

required and are the responsibility of the work area for funding the assessment. 

88. All remote or home based arrangements must be reviewed every 12 months, or earlier if a shorter 

arrangement was agreed. Employees who wish to continue a remote or home based arrangement 

for longer than 12 months must complete a Flexible Working Request Form and submit it to their 

manager for consideration.  

89. All employees must record the actual time of commencing and ceasing duty each day as they would 

if they were in the office.  

90. Once approved, the arrangements must be managed by the employee, the manager and team 

members to ensure the employee remains engaged and included in the workplace. Employees must 

be provided with information regarding relevant training and development opportunities. 

5.1.3. Additional considerations for remote or home based working  
 

5.1.3.1. Work Health and Safety 

91. An employee engaging in remote or home based working arrangements continues to be covered by 

workers’ compensation insurance. Comcare, as the insurer, will determine liability for the injury or 

illness, including confirming whether the injury or illness is directly related to their work requirements. 

The following limitations apply: 

a. Incidents occurring in the performance of non-work related tasks (such as household duties) 

are not covered. 

b. Incidents occurring outside of approved hours of work are not covered. 

c. If an employee suffers an injury/incident during home-based work, an Incident Report must 

be submitted as soon as practicable. 

d. Workers' compensation coverage for work-related injuries is administered by Comcare and 

all liability decisions in relation to claims will be determined by Comcare. 

92. The employee will need to complete a remote working health and safety self-assessment checklist 

(self-assessment checklist) and include it with their application. If a formal workplace assessment 

and/or additional equipment (for example, a document holder or ergonomic mouse) is considered 

necessary (in consultation with Human Resources), the assessment and/or equipment will be funded 

by the employee’s work area. 

5.1.3.2. Security 

93. The employee and their manager must make sure that Commonwealth information and assets are 

appropriately accessed, transported and stored in remote working situations. The employee must 

mailto:hr@ga.gov.au
https://geoscienceaus.appiancloud.com/suite/sites/whs-incident
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hold the appropriate level of security clearance to access security-classified information, regardless 

of their work location. Further information is available in our organisational security policies, or by 

contacting Security. 

5.1.3.3. Equipment 

94. Geoscience Australia employees are provided with the option of a portable corporate PC device that 

supports remote working through Office 365 and/or a virtual private network using personal Wi-Fi. 

Alternatively, employees have the opportunity to use their own device(s) to access our environment. 

Further information about ICT hardware is available on the ICT Hardware intranet page. 

95. All furniture required to support the remote working arrangements is to be provided by the employee. 

96. Geoscience Australia will not cover remote working costs associated with: 

a. the purchase of furniture, including chairs, desks and/or appropriate storage 
equipment 

b. the purchase of additional ICT hardware, including a PC, laptop or printer 

c. utility expenses, including phone and internet usage or connections 

d. any modifications such as additional locks, security screens or other renovations 

e. normal wear and tear on the remote location’s building and equipment. 

 

https://intranet.ga.gov.au/everyday-tasks/security
mailto:security@ga.gov.au
https://intranet.ga.gov.au/everyday-tasks/it/ict-hardware
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6. Job Sharing  

6.1.1. Eligibility and entitlement  

97. Job sharing allows for duties and responsibilities of a role to be shared by two or more people. Each 

person will work part-time, with pay and entitlements calculated on a pro-rata basis. 

98. All job-sharing arrangements must be voluntarily entered into by all employees. 

99. The specific division of duties and hours of attendance will be determined on a case-by-case basis.  

100. Should one of the employees leave the organisation, the remaining employee will be offered the 

position on a full-time basis. If the remaining employee does not wish to take this up, the residual 

half of the position may be recruited as a designated part-time or job sharing role.  

6.1.2. Process  

101. A request to commence a job share arrangement must be discussed with the employee’s manager 

and a representative from HR at the earliest opportunity.  

102. Part-time arrangements as a result of job sharing should be actioned in accordance with part 4 of 

this procedure. 

mailto:hr@ga.gov.au
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7. Compressed Hours 

7.1.1. Eligibility and entitlement   

103. Employees may request to work compressed hours to provide additional flexibility.  

104. Compressed hours refer to an arrangement where the employee works their usual work hours over 

fewer than ten working days per fortnight. This arrangement is often used to work a nine-day 

fortnight by compressing 73 hours and 30 minutes into nine days of work.  

105. Any arrangements to work compressed hours must continue to comply with working hour’s 

provisions in the EA and work health and safety requirements for meal breaks. 

106. Employees working compressed hours are not entitled to overtime payments unless outside the 

agreed compressed hour arrangements and in accordance with the Enterprise Agreement.   

107. For the purposes of requesting leave such as Annual Leave, Personal/Carer’s Leave or Flextime the 

ordinary working day of 7 hours and 21 minutes will apply for full-time employees, or the agreed part-

time hours for part-time employees. 

7.1.2. Process   

108. All approved arrangements for compressed hours must be forwarded to Human Resources for filing 

and recording in the employee’s personnel file.   
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8. Travel with Children 

8.1.1. Eligibility and entitlement 

109. It is recognised that there is a need for parents to have flexibility to travel for work related purposes 

with children. 

110. The decision to support employees travelling with children is one for the employee’s manager and 

should be supported where there is a valid business case. 

8.1.2. Process 

111. The process for booking this travel can be found on the travel intranet page. 

 

https://intranet.ga.gov.au/everyday-tasks/travel
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9. Additional consideration for flexible working 
arrangements 

9.1.1. Reviewing and ending flexible work arrangements 

112. Managers are responsible for reviewing formal flexible work arrangements with the employee. 

Reviews should occur regularly as part of performance discussions and a formal review should be at 

an agreed date, no later than 12 months from the date the arrangement commenced. The review is to 

ensure the arrangement continues to meet the needs of the business and the employee, and to make 

any necessary adjustments. In addition, the organisation may choose to review a flexible work 

arrangement at any time if operational requirements change.  

113. The organisation may terminate or vary any flexible work arrangements based on operational 

requirements or a failure by the employer to comply with mutually agreed requirements and 

performance outcomes. 

114. Flexible working arrangements (other than part-time arrangements) must be reviewed every 12 

months, or earlier if a shorter arrangement was agreed.  Employees who wish to continue a flexible 

working arrangement for longer than 12 months must complete a new Flexible Working Request Form 

and submit it to their manager for consideration. 

115. If the employee requests an end to a part-time flexible work arrangement, the organisation will consider 

the possibility of the employee returning to full-time hours. However, depending on operational 

requirements and resourcing needs, this may not be possible (and should not be allowed for the sole 

purpose of the employee becoming eligible for full-time maternity leave arrangements).  

9.1.2. Impact of flexible work arrangement on employment conditions 

116. In most situations, existing terms and conditions of employment or contractual terms will continue to 

apply during any flexible work arrangement. 

117. However, employees who reduce their working hours under a part-time flexible work arrangement will 

have their remuneration and other entitlements (including any leave accruals) adjusted on a pro-rata 

basis. The organisation encourages employees to seek independent financial advice before making a 

part-time work request. 

118. Eligibility for remuneration reviews or career progression opportunities will not be affected by an 

employee’s flexible work arrangement. It should be noted that a new work area is under no obligation 

to continue an agreed arrangement where an employee seeks a transfer or promotion to another work 

area within the organisation. 

9.1.3. Expectations regarding flexible work arrangements 

119. There may be occasions where extra work hours are required to meet project and operational 

demands. The organisation expects that even if an employee is on a flexible work arrangement 
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(including a part time arrangement), there may be occasions where they will be required to work 

additional hours or in the office to meet project and operational demands. 

120. Employees can contribute to the success of flexible work arrangements by: 

a. providing regular and clear communication on their working schedule and preferred contact 
arrangements  

b. seeking feedback on their performance and effectiveness of the working arrangement for the 
team and organisation 

c. continuing to meet all agreed commitments and expectations 

d. building and maintaining strong, co-operative relationships with colleagues. 
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10. Supporting Information 

Roles and Responsibilities 

Delegate 

 The delegate will assess all requests for flexible work 
arrangements in line with this procedure on a case by case 
basis, based on the individual needs of the employee making 
the request, the needs of the business. Formal flexible working 
arrangement requests under NES will be considered in 
compliance with the Fair Work Act 2009 (Cth). 

Employees 

 Have a current PDP in place that is updated to accommodate 
any relevant adjustments for the flexible working arrangements 
proposed. 

 Maintain a performance rating of ‘On Track’. 

 Consider the impact of the proposed flexible working 

arrangements on operational requirements. 

 Maintain flexibility in being available for important meetings or 

events where possible. 

 If remote working is proposed, allow access to proposed work 

area for necessary assessments to be undertaken. 

 If remote working or reduced hours is proposed, make every 

effort to maintain contact with the workplace to keep up to date 

with any changes. 

 Participate in good faith in regular reviews of flexible working 

arrangements in place. 

Human Resources 

 Provide advice to manager/s or delegate/s on requests, when 
required. 

 Retain a copy of an approved flexible working arrangements form 
on the employee’s file and maintain record of start, end and 
review dates. 

 Completes updated employment contracts for approved part-
time flexible working arrangements. 
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Managers 

 Ensure that the employee has a current PDP in place that is 
updated to accommodate any relevant adjustments for the 
flexible working arrangements proposed. 

 Assess all applications for flexible working arrangements on a 

case by case basis, noting that flexible working arrangements 

already in place for other employees does not create a 

precedent for other applications. 

 Provide the employee with sound rational, in writing, of any 

decision to refuse a proposal for flexible working. 

 Consider the impact of the employee’s proposed flexible 

working arrangements on operational requirements. 

 If remote working is proposed, make every effort to maintain 

contact with the employee and advise them of any changes that 

may impact them. 

 Undertake regular, fair and reasonable reviews of flexible 
working arrangements in place. 

Related Procedures 

Remuneration Procedure 
 Eligibility, entitlement and process for remuneration of Geoscience 

Australia employees, other than allowances. 

Performance Cycle 
Procedure 

 Defines how the organisational performance cycle is implemented. 

Performance Improvement 
Procedure 

 Defines how performance improvement is conducted and managed 
in the organisation. 

Workplace Adjustment 
Procedure 

 Defines how the organisation removes barriers for vulnerable, 
injured, ill or employees with a disability to ensure they can 
participate in the workplace.  

Related Policies 

Performance and 
Capability Policy 

 Defines the principles and policy for the performance management 
cycle including building capability within the organisation. 

Definitions 

Operational Requirements  Means the ability of the organisation to operate without an 

appreciable loss of production or efficiency and that our 

stakeholders’ needs can be met.  
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Ordinary Hours  The ordinary hours of work for all full-time employees will 

be 7 hours and 21 minutes per day on normal business 

days, with total weekly hours of 36 hours 45 minutes.  

 Travel time between the employee's home and usual 

place of work is not counted as ordinary working hours.  

 Lunch or meal breaks must be for a minimum period of 

half an hour and are not counted as ordinary working 

hours.  

 The bandwidth for working ordinary hours is between 7 

am and 7 pm on Monday to Friday (excluding Public 

Holidays).  

Standard Hours 

 The standard hours for full-time employees are 8:30 am to 4:51 

pm Monday to Friday with a one hour lunch break from 12:30 to 

1:30, unless otherwise specified by the employee's supervisor. 

 An employee may be required to work standard hours: 

o for operational requirements; or  

o for a nominated period of time where the employee has 

not complied with their obligations in relation to hours of 

work and/or a performance improvement process is 

underway.  

 


