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FLEXIBLE WORK ARRANGEMENTS - PROCESS FLOW DIAGRAM

Process Flow

Initial Discussion

The staff member discusses their request with their manager

Request in Writing

Staff member submits their application in writing to their manager using the
Flexible Work Request form (the onus is on the staff member to detail the
reasons why the University should approve their request).

Discussions

The manager and staff member meet to discuss the request and review the
Flexible Work Request form

Assessment

The manager assesses the request (advice from the relevant Human Resources
Business Partner as required). The Manager completes the Assessment section
of the Application form to assist them in establishing a business case for approval
or denial.

Notification of Decision

The manager notifies the staff member_in writing (within 21 days from receipt of
application) of their decision of the request. If not accepted, the notice will
contain the reasonable business grounds for refusal
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Agreement & Change

If request is approved, the manager will coordinate the arrangement in written
format and will submit to Human Resources — HR Assist.

HR & Payroll Updates

HR updates payroll and terms and conditions of employment (where appropriate)
and places paperwork on personnel file
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Review

Manager sets up review meeting with staff member (within 3 months of the start
of the new working arrangement). Post the review meeting, the manager notifies
HR of the outcome of the review.

Reviews at regular intervals through the term of the arrangement are completed
to ensure it continues to meet University requirements.
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