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Guidelines
for staff

Having a more flexible working patter
can bring about a lot of benefits for
you, as wellas for your employer.

‘Good flexibls working dossn't have to mean
26ro-hours contract. rogularoran socil
St patterns,or seasonal work that s al.
consuming for & short space oftme.

‘Good flexibls working is & way of working that

matches you preferences with what's needed
i job role and by an employer.

Flexibility works best

‘when bot!

h

of

needs can be met

Organisation's
heeds

Individual's
‘needs
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“Thase guidelines have been put togather to
el you think sbout wht sort o

ol work for you and discuss s with your
manager. Your smployer il have s fexble
working policy and s speciic process to meke.
= formal sppieatin.

Hara s thesteps you shauld take when
thinking sbout flexble warking:

1. Consider what sort of flexibility could
workin your role

“This maans looking atthe different aspects of
‘your job snd when and whers tasks couid be
one. Think sbout how much you interact with
others, whather soma of the work can be done
at home, whethe the technology is valable
t0.do this, and 50 on.

2. Think about what your preferred
‘working patter would be.
Based on the sbove, what sot of pattern
woukd help you schieve a beter work ife
balance? Think sbout what s sssentsland
what would be anice-to-have.

3. Think through some of the detail
‘about how you would make it work
10 300 i you can
Wi no
adverse impact on your performance or the
est o the team. Think sbout how you might
need to adapt some aspects of how you work,
‘e, keaping your diary up o date ensuring
‘cover for when you re notn.

4. Arrange an informal discussion with
your manager

s reslly helpful f you and your manager can
tlk about flexble warking befors you make &
formal request.In many instances, your
manager wil e happy to support you snd
work ot something without  formal process.
Thats.

5. Ask for atrial period
Prapare yoursalf for som changes i your
warking style. Make sure you check inwith

manager tha s werkang fo thar and
i facoack st towhethe 4 warking o

you.

Finally, accept there are limits on
iy 2 ey e ong game.
(Cartan roles may be much btter suied to
ertain types of flebilty than others. Be
Feasanabla sbout what 1 possile and think
about what options might work fo you now
and n the future.
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How to design flexibility
intoarole

Complet thsform o el think st e

1.The purpose of the role.
Aim of the role:

Key responsibiltes:

How to show these have been done:

2.What'sinvolved in the role: key tasks.
To understand how mre exibilty can be
inroduced, s helpfu to consider the work in
terms of

- Where tasks can be done

- When these can be done.

- What the interactions are with others .9,
clients, team, othe colleagues)

Ky tasks:
Tasksthat can ba done from home:

Tasks that can b done at diferent timas:

Who do you communicate with, and how:

3. Reasons for wanting greater flexbility

e toregularty carefor smecne, e o
Smting e v s
ot e o ket e
et spnmnte o)
Ramember s esons ot eqed, Bt com
oo ki gt 18
gt w2

Wit these here:
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4. Consider what sort o flaxibility
might work

Based on the above, what sort of flxiilty
might be possibl i the rols? And what wouid
match your ndiicus neads best? Remember
= combinstion might wark, to0.

Soma examples

Flexihours

Compressed wesk orfornight

Working from home (fxed or varisble day)
Anusiaed hours

- How canyou show your performance i il
the same?

1s the technology avaiable?

Partime - How s the team affscted?
oo share
- What nesds o ba dans diferently in terms
of planning?
. Implications

‘Changing a working pattern wil have
implcations both for you and athersyou work
with. W worth hrough what these
are snd wht wil nesc t be dons diferently.
Here are s fow areas 1 get you started:

- Isany cover needed? Who else can make
decisons?

- Will communication be done diffrently?

6. Talking

e managers i have diforet s,
based on their experience and work pressures
and pricrits. It mportant t:

- Lood with what sot of flexbilty might be
possble

- Explain how it would help with work e
balance.

- Explain how it would work i practice

7.Making a request
Youremployer should have ll the information
about policy and procedure readly svaable.




