
https://www.hr.unsw.edu.au/services/indrel/ea.html
https://www.hr.unsw.edu.au/services/indrel/ea.html
https://www.hr.unsw.edu.au/services/indrel/ea.html
https://www.hr.unsw.edu.au/services/indrel/ea.html
https://www.legislation.gov.au/Details/C2020C00318
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¶ University requirements (including but not limited to efficiency, productivity, and service) 

¶ Stakeholder needs (including students and internal clients) 

¶ Team objectives (with all arrangements considering the impact on other team members) 

¶ Individual circumstances  

There are a range of flexible work options available that may be considered, and the most 
appropriate option/s will meet the needs of both the University and the individual.  A flexible work 
request can be refused on reasonable business grounds. 

5. There is no one-size-fits-all approach and not all types of flexibility will be available for every 
role and every individual. Flexible working options may also change, pause, or cease over time 
for many reasons, including operational ones. In these instances, alternative approaches may be 
discussed. 

6. Performance is defined by productivity and outcomes, where performance expectations are 
clear and attention is paid to the quality and quantity of work that is delivered rather than on 
when, where, or how work is completed. 

7. Staff are transparent about when, where, and how they work, and flexible work arrangements 
are reviewed regularly to ensure they are still operating in support of all the Flexible Work 
Principles. 

8. Staff and managers recognise and value the importance of in-person connection, and 
acknowledge that attendance at campus is necessary for reasons including, but not limited to: 

¶ Team culture, connection and relationship building 

¶ Collaboration 

¶ Face-to-face student, colleague, and internal client interactions 

¶ Learning and development  

¶ Onboarding, training, and welcoming new team members 

¶ Maintaining a vibrant campus  

9. There is a shared responsibility to make flexible work arrangements a success for all team 
members.  This includes living the UNSW Values of Excellence, Collaboration, Innovation, 
Diversity and Inclusion, and Respect. 

10. UNSW and all staff are committed to safe work practices whenever and wherever they may 
be working. 

3. Types of Flexible Work 

There are a range of flexible work options available for staff and managers as set out below.  These 
options may be considered on their own, or multiple options may apply at the same time. 

3.1. Flex Place – Location of work 

Depending on the nature of their role, staff may choose to work from home or in an alternative work 
location outside the office that is both safe and productive. This may include full or partial days away 
from campus working from home or an alternative location (including other UNSW campuses). A hybrid 
model may combine the best aspects of remote work with the benefits of coming to campus for 
collaboration, team-building, and non-remote tasks. 

3.2. Flex Schedule - Varying start and finish times 



___________________________________________________________________________________________________ 
Flexible Work Policy          Page 3 of 4  
Version:  1.0  Effective 16 December 2021 

3.4. Flex Role – Job and role sharing 

Job and role sharing enables development opportunities, provides options for staff who wish to gain a 
broader mix of skills and experience in different areas, and enables those who may wish to reduce their 
hours. Job and role sharing opportunities may include: 

¶ An arrangement where two part-time staff members with similar skills and experience share a 
role  

¶ An arrangement where staff with complementary skills share a role based on individual or work 
needs, or as a development opportunity  

¶ An arrangement where one staff member works across two functions or roles.  This could 
include combining different roles, filling two part-time positions, or facilitating a temporary 
development opportunity. 

3.5. Flex Leave - Purchased leave  

Staff may apply to purchase additional leave during the year with a commensurate reduction in salary 
across the year. Staff may also access a range of leave options including long service leave at full or half 
pay where they are eligible. 

4. Applying for Flexible Work and Legal Requirements 

An eligible staff member may discuss with their manager a flexible work arrangement at any time. Each 
request will be reviewed and considered against the flexible work principles outlined above, and 
approvals cannot be unreasonably withheld.  Appeals will be handled by the relevant HR Business 
Partner and escalated as required to the relevant Dean or Divisional leader for resolution if required.  
The Flexible Work toolkit outlines the process for different types of requests, as well as the appeals 
mechanism.  

A flexible work arrangement that changes any of the following employment conditions will require the 
relevant manager and HR approval, and the change confirmed in an employment contract variation: 

¶ The number of hours worked in a day and/or week 

¶ Changes to the days worked across a week/fortnight 

¶ Changes that impact salary, leave accruals or superannuation contributions  

The Fair Work Act 2009 also provides eligible staff with a right to make a request for a flexible work 
arrangement in certain circumstances.  If a request cannot be accommodated, the manager will explain 
the business reason for that decision. 

A staff member may also request to end a flexible work arrangement that is in place. This will need to be 
discussed and agreed with their manager before any changes are made to the work arrangement.  
Reasonable notice of up to 21 days will normally be required unless a shorter period is agreed. 

Subject to any legislative obligations, if a manager decides that the flexible work arrangement needs to 
change or cease, the manager will discuss this with the staff member and provide reasonable notice so 
the staff member can make appropriate arrangements. 

5. Work, Health and Safety 

UNSW¶s policies and procedures including UNSW Work Health and Safety (WHS) policies, procedures, 
responsibilities, and duties continue to apply where staff have approval to perform their duties from a 
location other than their UNSW workplace. Staff and managers are responsible for ensuring their health 
and safety when working from home or a non-UNSW affiliated work location. If your non-UNSW 
workspace does not comply you must work from campus. 

6. IT, Workspace and Equipment 

Except where a staff member is entitled to a reasonable adjustment, costs associated with setting up a 
flexible, safe (compliant with the provisions of UNSW Work Health and Safety (WHS) policies and 
procedures), and productive workspace away from campus are the responsibility of the staff member. 
This may include a desk, office chair and internet connection. IT equipment including access to a laptop 
and software should be discussed between the manager, staff member and IT.   



___________________________________________________________________________________________________ 
Flexible Work Policy          Page 4 of 4  
Version:  1.0  Effective 16 December 2021 

7. Support and Advice 

A Flexible Work Toolkit is available for staff and managers and provides guidance, advice, and checklists 
for setting up a Flexible Work arrangement.   

Staff should initially discuss any concerns regarding flexible work arrangements or requests for flexible 
work with their supervisor or manager as appropriate.  If, following these steps, the matter remains 
unresolved, staff may contact their HR Business Partnering team member 

https://www.legislation.gov.au/Details/C2018C00293
https://legislation.nsw.gov.au/view/html/inforce/current/act-2011-010#statusinformation
https://www.safework.nsw.gov.au/legal-obligations/legislation/accordians/work-health-and-safety-regulation-2017#:~:text=The%20
https://unsw.sharepoint.com/sites/human-resources/SitePages/Enterprise-Agreements.aspx
https://unsw.sharepoint.com/sites/human-resources/SitePages/Enterprise-Agreements.aspx
https://apps.powerapps.com/play/e/cb3ab3ed-4760-4b64-abaf-2701757fba11/a/276d7db9-b809-44af-a4bd-7d0e00563c43?tenantId=3ff6cfa4-e715-48db-b8e1-0867b9f9fba3&skipAppMetadata=true&hidenavbar=true&form=HR09
https://unsw.sharepoint.com/sites/human-resources/SitePages/Flexible-Working-Toolkit.aspx
https://safety.unsw.edu.au/hs114-workstation-checklist
https://safety.unsw.edu.au/office-safety-toolkit/workstations
https://safety.unsw.edu.au/sites/default/files/documents/Working_Flexibly-Work_Health_Safety_and_Wellbeing_Guide.pdf
https://www.gs.unsw.edu.au/policy/documents/codeofconduct.pdf
https://www.gs.unsw.edu.au/policy/documents/staffcomplaintproc.pdf
https://www.gs.unsw.edu.au/policy/documents/ohspolicy.pdf
https://www.gs.unsw.edu.au/policy/documents/reasonableadjustmentguidelines.pdf
https://www.gs.unsw.edu.au/policy/documents/reasonableadjustmentguidelines.pdf
https://www.gs.unsw.edu.au/policy/documents/HS307.pdf
https://www.gs.unsw.edu.au/policy/documents/HS337.pdf
https://www.gs.unsw.edu.au/policy/documents/HS329.pdf
https://www.gs.unsw.edu.au/policy/documents/HS432.pdf

