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Introduction


Work/life balance is about the department working with its employees to determine how both can benefit from a more creative approach to work practices.  The Flexible Work Practices Statement (statement) and accompanying Work/Life Balance Toolkit (toolkit) (link tool kit site) have been developed to set out the range of flexible options available in the ACT Department of Education and Training.  They provide guidelines to assist managers and employees with the negotiation, implementation and review of flexible work options.

Scope

The department commends this statement and toolkit to all employees. All managers and school leaders should ensure that flexible work arrangements, as set out in the statement and toolkit, are made available and accessible to all staff where appropriate.

Legislation
The Flexible Work Practices Statement and the Work/Life Balance Toolkit have been developed to comply with the following:

· Public Sector Management ACT 1994 (ACT) 

· Discrimination Act 1991

· Workplace Relations Act 1996

· ACT Department of Education and Training Certified Agreements

· ACT Education Act 2004

Aim

The department’s Flexible Work Practices Statement and Work/Life Balance Toolkit aims to: 

· ensure the consistent and inclusive management of flexible work arrangements for employees across the department

· promote the business benefits of work/life balance initiatives and encourage support of requests by employees to access flexible working arrangements

· promote culture change so that employees who need access to flexible work arrangements do not face discrimination at work

· document the range of mutually agreeable flexible work arrangements available

· assist employees, managers and school leaders to think strategically about work/life options within the context of their workplace

· highlight the issues, opportunities and barriers to specific arrangements

· encourage a workplace culture that supports flexibility

Benefits

Workplace practice and culture impact on the work, family and life balance of all employees.  Tangible benefits of mutually agreed flexible work options and a supportive workplace culture include:

For the Employee

· an increase in life satisfaction from a balanced lifestyle

· a reduction in stress created from the need to meet personal and work commitments
· the retention of work skills, therefore maintaining a person’s capacity to obtain employment
· the benefit of ongoing employment 

For the Employer

· increased capacity to attract and retain skilled and specialist employees

· maximising returns on training and professional development investment

· increased morale, commitment and high performance from employees through improved organisational climate

· reduction of absenteeism and stress
· improved corporate knowledge, citizenship and public image
Types of Flexible Work Arrangements

The flexible work arrangements in place across the department range from formally documented agreements to less formal arrangements. They may be broadly categorised as:

· Working time variations for example, part-time, starting late/early finishing or lactation breaks

· Leave variations for example leave on half pay, purchased leave or leave without pay

Examples of Flexible Work Options

· Part-time work, including phased return from maternity, family or other extended leave or phased exit before retirement

· Job share

· Purchased leave arrangements

· Telecommuting

· Flextime

· Other related leave arrangements including:

· Maternity Leave - with and without pay

· Long service leave on full or half pay

· Carer’s leave

· Annual leave

· Adoption leave

· Bonding Leave

· Family leave

· Study leave

Implementation

Flexible work options are usually negotiated between a principal or manager and the employee, within the context of school or workplace needs. Access to flexible working time and leave arrangements varies for different categories of employees. It needs to be considered within the context of:

· relevant legislation

· ACT DET Employee Certified Agreements

· workplace/school operational requirements

Under relevant legislation, employers have a duty to “reasonably” accommodate employees‘ requests for flexible hours.  Employers should consider requests on a case by case basis in the light of work requirements. Employees should also have a commitment to exploring the ways the job could be performed under alternative work arrangements when considering any request.

In planning and implementing flexible working arrangements consideration should be made to the diversity of the workforce and job design. For example jobs that require employees to provide service at a particular time and place might require a fixed schedule thereby negating access to work from home arrangements.

Further Information

For further information on flexible work practices, contact Employee Relations on

620 59149.
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