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Flexible Working Arrangements — Project‘tObjectives City Of

Joondalup

- Define what the organisation considers to be “workplace flexibility” or a hybrid model and its ability
to be customisable.

* Provide sustained and/or improved productivity expectations and outcomes whilst enabling
employees to do their best work.

» Ensure that the duty of care is not compromised.

» Ensure that security and stability of IT platforms is not compromised.
« Enable accessibility during working hours.

» Build a resilient workforce, capable of remote working capability.

* |s affordable and sustainable.



City of

Engagement and Consultation

Joondalup

Surveys resulted in a high response rate with 88% of leaders and 82% of staff responding with
results indicating that:

e Over 73% preferred a hybrid model combining both home and office-based work.
e Over 66% indicated that they worked most productively under a hybrid model.
e Most supported type of flexibility was “flexitime” (over 60%).

e Most preferred WFH model was 1-2 days per fortnight (60%).
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Flexible Working Arrangements — Principies ' ]Qondalup

Organisational Requirements

Individual teams were to aim to achieve a minimum availability of 50% of employees within the
office for all regular approved flexible working arrangements.

Regular flexible working arrangements will only be approved to apply within the current span of
hours (7am to 7pm).

Regular Work from Home arrangements do not support simultaneous duties for caring / parenting
and working.

Regular Work from Home is limited to a maximum of 40% of an employee’s contracted hours per
fortnight.

Flexi-time may be accumulated when Working From Home.
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Flexible Working Arrangements — Principies ' ]Qondalup

Eligibility — Working from Home

An eligible role is one that has:

e Responsibilities that can be arranged so there is no impact on the level of service to the customer.
e Minimal requirement for direct supervision or customer contact.

¢ Minimal requirement for specialist equipment.

e Ability to have definable and measurable tasks which can practically be undertaken in the home
environment.
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Flexible Working Arrangements — Principjes

Joondalup

Exclusions — Working from Home
e Probation: employees who have not successfully completed the probation period.

e Performance management: employees undergoing performance management (informal or
formal) for poor performance, until there has been a sustained improvement in their performance.

e Care giving/domestic responsibilities: employees undertaking care giving and/or domestic
responsibilities.

e Medical: where an employee is in convalescence from an illness, injury or surgery or participating
In an iliness/injury/surgery related return to work program.

e Role suitability: due to their nature, some roles may be unsuitable for an employee to participate
In Working from Home.
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Communications and Awareness ‘ - ]Oondalup

Whilst the Protocol is the cornerstone of how the City will manage flexible work arrangements a number
of other guides and templates have been developed to raise awareness and assist those who are
impacted by FWA, and these include:

e Presentations and development of a Short Guide for Supervisors aimed at providing them with the
tools to manage applications and arrangements.

e [act sheets; forms and templates; and FAQs as part of a comprehensive communications strategy.

e Three training videos — FWA Introduction and Guiding Principles; Arrangements — Supporting
Documents and Tools; and processes and forms.

Since the launch of the new arrangements about 80 people have had arrangements formally approved,
with the most common type of FWA being for working from home for one day per week (62%).
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Flexible Working
Arrangements -
Short Guide for Supervisors

Flexible Working Arrangement (FWA) Application Form
‘Bafore complating thls fom, you should have:
+ Readthe

ElaslCs ok MOGENRILPIg)
+  Submitied an FWWA Request for Conslderation form and discussed te datalls of your request witn

YOUr Supenvar.

Section A: Employee details
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Work location
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Yes, No
| hawe read and understocd the Flzxible Worng Amangements Protogol o o
Yes No
| Nawe Qiscussad IV 2qUas? WIT My SUpSrVSOL. o) o)
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I understand the City has 21 days to respond tn a request for a Flexiole Work
Amangamen 0|0
Yes No
| cknowleage that 1 have commute use of a Cly vehicie, and | am
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Yes No
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Flexible Working Arrangements FAQs

Working From Home

Da ad hoc requaests for Working From Home:
have ko follow the same process as regular
arrangements?
Na. The new Flexibie Work Arangements Frofoco!

0 JarFanQEETS BV Which s Leen

e Oy,

It1, or my statf, have current approved
Flexible Working Arrangements in place, does
a new application need lo be progressed
immediately?

Mo, Exissing angaments wil contirue in their purent
Farmuat unl e Upooming mel-yoar review arocoss tar
lI0APS that comenenc

f January 2024, 1
i aTangEmOnt s before
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any new processes,
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This mesns that folowing an initiation of # ieguest
roen 9 empiayee, SparVisors (in consu nwith

i
al eine application may proceed
through to e Business Lnit hanager and O
finslise the agpreval process and the speci

1 arrergements are sgreed ta remain the same,

roed b5 be amended, this wil be document

15HP system, whih s in the process of be
capture this information.
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Furthes Infarmaticn on T pracass wil be reeased
clos8r o the id-year IDAP rview process i 2024

When can | make a request for a Flexible
Viorking Arrangement under the new
system?

s a supervisor, how do | know what my
curment statf availability percentage is, and
whe in my team or Business Unit has current
Tlexible working arrangements in place?
e st avalabiiy and o
mparts have
Buriness Uit Mar
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3
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nitial regorts will be provided to al supervisars and
Susingss Lnit Managers as part of the training
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Request for Flexible Work Arrangements Protocol

| Protocal owner: Manager Human Resourtss
|mm=tpsmou (sxtanslon): Senlor HR Advisor
| Promapp Al for 3 Fieiple Work ATENgement
| Related protocola: = Personal Use of Flee! Vehicies Protocal
| Related policies: « Clty of Joondalup Enterpris Agreements
Related plansisiratsgles: » Workiorez Plan
= Work Health and Safety Management Plan
= Diversiy and Inclusion Plan
Ofher related = Minimum Canditions of Employment
documantation/lagstation: = Working From Home - Guige for Supenvisars 2023
»  Request Flexiole Working Amangaments (online
form)
| eM retrance:
Last Review Dats October 2023 Reviewed by Senlor HR
Advisor
| Reviion aetan Mew Profocol 10 Teplace previous Guigelines
Objective

To Enure & conslstent organisational B0proach to managng requests for flenle work
amangements (FWA) that meets empioyee, organisational and legsiate requirements

Background
AN employes May reqUEst 1o CIANGE INer WOTkINg STangements I Mey Need 10 Dalance wark and

Al Tequests wil be the ity has the right to r2fuse 3
request on reasonable business grounds.

Employess have the right to request a flexible working amangement In accordance wih this protocol
and 35 provided under legisiation. The Clty of Joondalup Enterprise Agresments also contain
tlauses Which clartty and supplement matters related to any legisiative provisions.
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