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Definitions 

Term Definition 

Bandwidth 
The hours you can work between, being 8:00 am to 6:00 pm Monday to 
Friday. 

Standard Day 
Is 7 hours and 21 minutes per day for full-time employees (36.75 hours 
per week). 

Settlement Period 
4 week period over which employees can average their hours across. 
 

Attendance Credit 
Is the accumulated amount of time worked by an employee in excess of 
the standard days in the settlement period, but does not include time 
worked as overtime. 

Attendance Debit 

Is the difference between the sum of the standard days in a settlement 
period and the aggregate amount of time worked by an employee where 
the total time worked is less than the sum of the standard days in the 
settlement period after any necessary adjustment has been made for any 
absence on approved leave. 
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1. Policy 

1.1. Purpose 

Flexible work arrangements assist employees to achieve balance between their work and personal 
lives, and can benefit employers by increasing staff retention, reducing absenteeism, and achieving 
greater productivity through increased job satisfaction. This policy outlines the flexible work 
arrangements available for RIC employees. 

1.2. Scope 

Unless specified otherwise, employees referred to in this policy mean permanent and fixed-term, 
full-time or part-time employees. 

1.3. Application of policy 

All eligible RIC employees are entitled to request flexible work arrangements under the Fair Work 
Act 2009, and all RIC employees are entitled to request flexible work arrangements outlined in this 
policy.  

Flexible work arrangements must be approved in advance and take into consideration operational 
requirements. Any documents regarding formal flexible work arrangements will be kept on the 
employee’s personnel file. 

The RIC’s flexible work arrangements include: 

• working from home 

• adjusting your pattern of attendance  

• part-time work 

• job sharing. 

 

2. Procedure 
This procedure provides information on the application and intent of the Flexible Work Policy.  

 

3. Work From Home (WFH) 
The RIC supports work life balance and understands that working from home can assist employees to 
achieve this balance.  WFH also provides the opportunity for focussed work that enhances productivity 
for both the employee and the RIC.  

3.1. Understanding WFH 

• A Work from Home (WFH) Application Form must be completed if employees want to work from 
home. This includes if you work from home 5 days a week or just on an adhoc basis.  

https://www.legislation.gov.au/Details/C2017C00323
https://www.legislation.gov.au/Details/C2017C00323
https://ricloans.sharepoint.com/:w:/s/Peopleandemployment/ESDwzepMc3lMnPZOeDNPO3gBYM66mKX24UMsniOofE8-ig?e=ML0l5W
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• Approval may be given for employees to work at home while they are suffering from a minor 
illness or injury or have responsibility for another person who needs minor care, but not if it is 
more appropriate for the employee to use Personal Leave. 

• All working from home arrangements must meet security and work health and safety 
requirements and must ensure that the RIC’s operational requirements can continue to be met. 

• The duration of the arrangements should be approved for a trial period of up to 3 months.  
Following successful completion of the trial the agreement can extend for a further 9 months.   

• The maximum period for any agreement is 12 months and will be reviewed annually. 

• It should be noted that a previous WFH approval does not automatically ensure a subsequent 
application will be approved. 

• A WFH arrangement does not automatically transfer if an employee moves from one position to 
another or moves houses.  A new application will be required in all situations. 

• WFH should be approved by the reporting Executive Manager.  

• Where applications are not approved, details will be provided during a conversation between the 
Manager and the employee. 

• An employee working from home is covered by the same employment conditions as an employee 
working from an office location.  

• Except for Business Development Managers (BDMs) who are eligible for the Home Office 
Allowance, all costs in setting up a home office (other than laptop, keyboard, mouse, monitor and 
docking station) will be at the employee’s own expense.  

• The RIC’s technology supports access to the workplace when working from home. To ensure the 
RIC meets its obligations under WHS legislation, any work-related face-to-face contact with third 
parties or work-related meetings must occur within the workplace, not in the employee’s home.  

• The RIC is not responsible for third parties who visit a home-based work site for personal reasons.  

3.2 Termination and short-term suspension 

• The RIC may terminate working from home arrangements without notice if the employee fails to 
comply with the agreed arrangements for home-based work. 

• Without limiting termination arrangements, working from home arrangements may be 
suspended on a short-term basis due to operational requirements. If this is necessary, the 
following conditions will apply: 

o in reaching a decision on whether to suspend a WFH arrangement, the RIC will consider 
any hardship the employee may experience; 

o employees will be given a minimum of 1 weeks’ notice (and where it can, as much notice 
as possible) of the suspension of arrangements; 

o the suspension will not exceed 8 weeks, unless a longer period is agreed with the 
employee; and 
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o at the end of the suspension, the previous working from home arrangements will be 
reinstated. 

3.3 Employee considerations 

Employees who are interested in a WFH arrangement should discuss the following points with their 
manager and complete the Work from Home Application Form: 

o how important is it that you are in the office? Would your home-based work present 
difficulties for others in your team? If so, how do you suggest these difficulties be managed? 

o if you supervise others, how will home based work affect this responsibility, including 
performance management? 

o if you have caring responsibilities at home, how will you manage them when you are working 
from home? A WFH arrangement will not be approved as a substitute for caring 
arrangements. 

o how will you demonstrate that you are achieving agreed outputs while working from home? 

o how will you and your manager ensure you do not become isolated from the work and the 
RIC environment? 

o how will you manage your work health and safety (WHS) responsibilities? 

o how will this arrangement affect team meetings and learning and development 
opportunities? 

o how will your responsibilities in the office be managed when you are not there? 

o how will you let your clients and colleagues know about your working arrangement? 

3.4 Manager considerations 

Prior to recommending an application for approval managers should consider: 

• operational requirements of the area and role, and whether they can be effectively performed 
away from the workplace; and 

• security arrangements that would be required for sensitive classified material, as outlined in the 
Australian Government Protective Security Policy Framework including: 

o authorisation and security clearance of the employee 

o general physical security of the employee’s home 

o provision of security containers where necessary 

o arrangements for the transport and disposal of official documents and papers 

o directives for appropriate use of email and internet use 

o guidelines on access of family and friends to work material. 

• WHS compliance ensures the RIC can meet its statutory duty of care requirements under the Work 
Health and Safety Act 2011. The Act requires the RIC to take all reasonable and practicable steps 

https://ricloans.sharepoint.com/:w:/s/Peopleandemployment/ESDwzepMc3lMnPZOeDNPO3gBYM66mKX24UMsniOofE8-ig?e=ML0l5W
https://www.protectivesecurity.gov.au/Pages/default.aspx
https://www.legislation.gov.au/Details/C2011A00137
https://www.legislation.gov.au/Details/C2011A00137
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to ensure the health and safety of its employees. Where specific risks are identified it may be 
appropriate for a formal risk assessment to be undertaken prior to recommending the application. 
Please contact the HR team for further guidance. 

 

4. Adjusted Pattern of Attendance  

4.1. Understanding hours of attendance 

• The RIC allows eligible employees to set a pattern of attendance at work that is different to the 
required working hours stated by the RIC, i.e. 7 hours and 21 minutes per day (36.75 hours per 
week), worked between the bandwidth of 8:00am and 6:00pm, with a 1 hour unpaid meal break.  

• Setting hours of work outside the bandwidth can be discussed with your manager.  Approval will 
be on a case by case basis and must be in line with operational needs.  

• Setting an alternate pattern of attendance is not designed to increase or reduce the total number 
of hours that must be worked.  

• This arrangement allows employees to average their hours over a four-week period, called the 
settlement period. The settlement period commences on a payday, Thursday and ceases on the 
Wednesday before the next payday, two pay periods later.  

• This arrangement is not a ‘time in lieu’ arrangement.  It is to allow flexibility where employees 
may have commitments that require an adjustment to their pattern of attendance. For example, 
an employee may train their child’s soccer team 1 afternoon a week requiring them to finish work 
at 3pm on that day.  By changing their pattern of attendance they can arrange to work the required 
36.75 hours per week by adjusting their start and finish times to accommodate this 1 day a week 
commitment.  

4.2. Eligibility 

• All employees are eligible to make an application to alter their hours of attendance either on a 
permanent basis or for a fixed period of time.   

• Approval will be subject to the availability of work and operational requirements. 

• Employees at the REL level and above who are approved for an adjusted pattern of attendance, 
are not excluded from the requirement to work reasonable additional hours as may be required 
to fulfil the requirements of their position.  

• An adjusted pattern of attendance, once approved, will operate unless the RIC’s essential work 
requirements necessitate the suspension of the arrangement. If a suspension is required, the 
pattern of work will revert to a standard day for the period required. 

• Employees can apply by completing the Request for Flexible Work form. 

• Should an employee leave the RIC prior to the end of their settlement period, all reasonable steps 
should be taken to balance debits or credits. If this is not practicable: 

o a credit will be paid to an employee at ordinary rates of pay;  

https://ricloans.sharepoint.com/:w:/s/Peopleandemployment/EaElaZFQUzxBs0-xjkP51roBc2HFfl5NPgHPmryO9uF1TA?e=vIZEei
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o a debit will be recovered from salary and/or termination pay owing to the employee 
(except in the case of death). 

• Where a manager has previously warned or counselled an employee about the misuse of this 
arrangement or a serious matter warranting immediate action arises, the manager may direct the 
employee to work regular hours without access to an adjusted work pattern. 

4.3. Attendance Credit 

• Any credit accrued during the settlement period must be used during the settlement period. 

• Credits cannot be carried over to the next settlement period. 

4.4. Attendance Debit  

• A debit occurs where the employee has worked reduced hours across the settlement period 
without impacting their regular fortnightly salary. 

• A debit would usually occur due to personal circumstances impacting on an employees’ ability to 
work their normal hours (36.75) in a week.  

• Any debit that may be accrued during the settlement period must be made up during the 
settlement period. 

• Debits cannot be carried over to the next settlement period. 

• Any debit that is not used within the settlement period will be deducted from the employees’ 
relevant leave balance(s). 

• Should there be insufficient leave balance available a corresponding salary deduction will be 
made. 

4.5. Attendance recording 

• Employees on an adjusted pattern of attendance will need to record their attendance using the 
Adjusted Attendance Timesheet. 

• At the end of every settlement period employees should send their timesheet to their Manager 
for approval.  Both employees and managers should keep these timesheets on file. 

• Managers are responsible for monitoring the work arrangement to ensure they are operating in 
line with the procedure.  

• All approved request forms must be sent to payroll who will record the approved work pattern in 
the payroll system.   

• Where there is a debit at the end of the settlement period, the Manager must forward the 
Timesheet to payroll for processing. 

  

https://ricloans.sharepoint.com/:x:/s/Peopleandemployment/ETHJO-bAzo1MnmhaAGUPVJAB6BVJcZfs2wOHTKR6oyMCFA?e=DZhjwA
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5. Part-Time Work (for existing employees) 
• A reasonable request by an employee who occupies a full-time position to access temporary part-

time employment will be given due consideration balancing the employee’s personal needs and 
the RIC’s operational requirements. 

• Part-time employment may be a consideration for an array of reasons, with more common 
reasons including: 

o returning to work following a period of parental leave 

o caring for a sick or injured family member 

o study purposes 

o transitioning to retirement. 

• Requests can be approved for up to 12 months at which time a review will be undertaken to assess 
the viability of the agreement going forward.   

• The employee’s temporary part-time agreement will cease, and they will revert to full-time: 

o at the expiry of the approved period; or 

o where the employee has been successful in their application for promotion, or permanent 
or temporary transfer, when the employee commences those new duties.  

• A full-time employee may return to their full-time position before the expiry of the agreed period 
if circumstances change.    

• To request temporary part-time work an employee must complete a Request for Flexible Work 
form. 

6. Job sharing 
• Job sharing is a flexible work arrangement where one job is done by more than one person.  It can 

be an option if employees want to work part-time but the job that is available needs to be worked 
on a full-time basis. 

• Job sharing is an arrangement that needs to be fully thought through and planned for it to be 
successful. Success very much relies on the job share partners working extremely well together 
and the communication and handover arrangements that are put in place.  The development of a 
job share plan is mandatory and must be agreed upon by all parties. 

• Employees wanting to explore a job share arrangement should talk with their Manager in the first 
instance and then with the HR team.   

• Approval for a job share arrangement sits with the employee’s Executive Director. 

https://ricloans.sharepoint.com/:w:/s/Peopleandemployment/EaElaZFQUzxBs0-xjkP51roBc2HFfl5NPgHPmryO9uF1TA?e=vIZEei
https://ricloans.sharepoint.com/:w:/s/Peopleandemployment/EaElaZFQUzxBs0-xjkP51roBc2HFfl5NPgHPmryO9uF1TA?e=vIZEei
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