
PO Box 10 049, 
Wellington, New Zealand 

info@women.govt.nz 
women.govt.nz 

3 November 2021 

Tēnā koe  

I refer to your official information request of 9 October 2021 for the following: 

1. A copy of your flexible working policy;
2. A copy of any policy/processes specifically regarding applications for remote

working;
3. The number of applications for flexible working arrangements under Part 6AA of the

Employment Relations Act 2000 received by this agency between 1 January 2019
and 8 October 2021, the type of flexibility sought in these applications eg
compressed hours, remote working, reduced hours etc., and whether each
applicant was a manager or a non-manager;

4. The number of applications for flexible working arrangements under Part 6AA of the
Employment Relations Act 2000 approved by this agency between 1 January 2019
and 8 October 2021, the type of flexibility sought in these applications eg
compressed hours, remote working, reduced hours etc., and whether each
applicant was a manager or a non-manager;

5. The percentage of applications for flexible working arrangements under Part 6AA
of the Employment Relations Act 2000 approved by this agency between 1 January
2019 and 8 October 2021;

6. The number of applications for flexible working arrangements under Part 6AA of the
Employment Relations Act 2000 refused by this agency between 1 January 2019
and 8 October 2021, the type of flexibility sought in these applications eg
compressed hours, remote working, reduced hours etc., the recorded reason for
the refusal, and whether each applicant was a manager or a non-manager;

7. The percentage of applications for flexible working arrangements under Part 6AA
of the Employment Relations Act 2000 refused by this agency between 1 January
2019 and 8 October 2021;

8. The number of people working in your agency as at 8 October 2021, and a
breakdown of your employees by gender.

The Ministry for Women has offered flexible working arrangements to its staff over the 
time of the agency. This is based on the evidence that shows it increases diversity and 
inclusion; attracts and retains talent; increases employee productivity and engagement. 

If you are interested, we have more information on our website 
https://women.govt.nz/work-skills/utilising-womens-skills/flexible-work 

s 9(2)(a)

s 9(2)(a)
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You have the right to seek an investigation and review by the Ombudsman of this decision. 
Information about how to make a complaint is available at www.ombudsman.parliament.nz 
or freephone 0800 802 602.  
 
If you wish to discuss this decision with us, please feel free to contact Nadine Millin, Chief 
People Officer by phone on  or via email at nadine.millin@women.govt.nz.  
 
 
Nāku noa, nā 

 
Peter Noble 
Director Corporate Services 
 
 
 
 
 

s 9(2)(a)
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CORPORATE SERVICES POLICY – FLEXIBLE WORK 

Introduction 

At the Ministry for Women (“the Ministry”) we have a long history of offering flexibility in our working 
arrangements. This has been in recognition that staff may need to change their working 
arrangements as their life changes. Studying, growing your family, commitments to whānau and 
loved ones, having medical or wellbeing needs, transitioning to retirement, or seeking a more 
balanced lifestyle between work and life are just some of the drivers for seeking a flexible work 
arrangement. Flexible work can benefit everyone – employers, staff and their families; it helps people 
to bring their best self to work. Evidence shows that flexible work: 

• Increases diversity and inclusion; 

• Attracts and retains talent;  

• Increases employee productivity and engagement; 

• Contributes to closing the gender pay gap; and 

• Supports the Ministry’s Gender Pay Action Plan. 

 
As flexible work arrangements benefit both staff and our agency, the Ministry for Women has adopted 
a flexible-by-default “if not, why not” approach to considering requests from staff for a flexible work 
arrangement. This policy applies to all Ministry “employees”. See definition in Appendix A. 

 

Purpose 

The purpose of this policy sets out: 

• Our ongoing commitment to making flexible working arrangements available to our staff; 

• What flexible working arrangements are and could include;  

• What considerations should be taken into account when entering a flexible working 
arrangement; 

• How formal flexible work requests are to be made and considered; and 

• The roles and responsibilities of both individuals and managers when considering and 
implementing a flexible work arrangement. 

There are various types of flexible working, Formal flexible working occurs when a recurring work 
arrangement impacts on pay or involves changes to employment terms and conditions such as 
working hours, patterns, location of work, etc. It may take place for an agreed period or on an ongoing 
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basis with regular review. Examples could include regular part-time hours, job-sharing, or working 
remotely on a regular basis. This may be recorded as part of your letter of offer or subsequent 
variations to your terms of employment, or as part of your hours of work for the purposes of payroll. 

This Policy is not intended to cover ad-hoc, informal flexible arrangements, for example, 
managing requests for an employee to attend an appointment within work hours, attend a child’s 
school activity, work from home due to the temporary illness of a dependant, working from home on 
an irregular/occasional basis, or similar ad hoc arrangements. Such arrangements are to be 
discussed directly between the staff member and their manager. However, there is a set of guidelines 
on expectations around these requests to ensure consistency and transparency of approach. 

The Ministry also provides Time Off in Lieu (TOIL) as an additional way of managing short term 
flexible working for the benefit for staff and the agency. More information about TOIL is set out in the 
Ministry’s Leave policy.  

Legislation 

The Ministry’s policy does not limit an employee’s rights or obligations under the following legislation: 

• Part 6AA (Flexible working) of the Employment Relations Act 2009  

• Human Rights Act 1993 

Definitions of key terms  

A range of key terms related to flexible work, and other applicable definitions are provided in 
Appendix A. 

Principles which underpin our flexible work arrangements 

The Ministry is committed to encouraging and supporting a flexible workforce. In doing so, we will 
consider all requests for flexible work in an open and constructive manner and will test the decision 
making process against an “if not, why not” mind-set. 

In order to be consistent with the rest of the public service, we have used the principles set out by 
the Public Services Commission (PSC). 

In recognising this “if not, why not” mind-set, we will: 

• Enable flexible working wherever possible; 

• Always say ‘yes’ to the conversation; and 

• Ensure that flexible work arrangements do not undermine career progression or pay. 
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Principles for flexible work:     

 
If Not, Why Not?:  
All roles are treated as flexible unless there is a genuine business reason for the role not to be.  
Flexibility is equally available to women, men and gender-diverse employees, irrespective of the 
reason for wanting it. Working flexibly does not undermine career progression or pay. 
 
Works For The Role: 
Every role should be suitable for some form of flexibility but not every type of flexibility will work for 
every role. Genuine business reasons may mean that some types of flexibility cannot be 
implemented for some roles. 
 
Works For Agencies And Teams: 
Flexible working should not be viewed as something which is just agreed between an employee and 
manager. This means that the impact of flexible arrangements should be considered on teams, and 
the agency as a whole. 
 
Requires Give And Take:  
Flexibility requires give and take between the employee, manager and the team. It also places 
collective obligations on the employee, manager and team to open and adaptable so that it works 
for everyone. 
 
Mutually Beneficial:  
Flexible working needs to work for the agency, teams and employees. Consideration should be given 
to how flexible work arrangements can maintain or enhance service delivery and the performance of 
agencies, teams and employees. It should not result in increased workloads for employees working 
flexibly, or for other team members who are not. 
 
Actively Championed By Our Leaders:  
Our directors and managers support, champion and role model flexible working for their teams and 
themselves. 
 

Making Flexible Arrangements work for all 

The Ministry is a small agency, as such we actively embrace flexibility for roles to ensure we can 
maximise our access to skills. Every role can have some type of flexibility but not every type of 
flexibility will work for each role. The context and delivery requirements of the role need to be 
considered. Due to our small size, the Ministry often is only ‘one person deep’ on particular subject 
matter expertise – we need to think about how we balance this characteristic with our flexible work 
arrangements too.  

Also being such a small agency means we have limited resources and people, and with over 50% 
of our staff working flexibly already, we need to find a way forward that does not make it impossible 
for any new staff to enjoy the same opportunities. 
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Flexibility needs to be a two-way commitment. Our ability to offer flexible working arrangements 
depends on the goodwill of our people to reciprocate with flexibility when needed. As we seek to 
accommodate a range of individual requirements for flexibility, some give and take will be necessary 
as per our principle above. The Ministry may have occasions where there is a need to respond to a 
situation at a specific time or place, and this may be beyond its control. The expectation is that our 
staff will be prepared to work flexibly with us on those occasions a one-off adjustment to their 
circumstances, or an accommodation. 
 

How to request and consider flexible working arrangements 

In managing requests for flexible work arrangements, it is acknowledged that: 

• Constraints are particularly notable in the areas where there is a significant service 
component, or where for example the Ministry is only ‘one person deep’ on particular subject 
matter expertise; 

• Teams may experience a ‘saturation’ point where accommodating multiple requests within a 
team to work flexibly cannot be managed; 

• Both the Manager/Director and staff member hold responsibility to try and find an alternative  
solution, where possible, to a flexible work request that cannot be accommodated in its 
original form; 

• Involving the team is part of the process. Managers/Directors and staff making flexible work 
requests need to discuss the context of team engagement to help support and enable the 
success of the flexible work arrangement (this is while managing an individual’s right to 
privacy for their rationale for the request); 

• Communication is key, and it is the responsibility of individual staff members in conjunction 
with their Manager/Director, to ensure Ministry work outcomes can still be delivered, 
regardless of flexible work arrangements (formal or informal); 

• Not all requests for flexible work are able to be accommodated; 

• Some flexible work arrangements are short term. As part of communicating with their 
Manager/Director, staff need to raise when a flexible arrangement is projected to end, or their 
needs change.  

 
Many of these considerations are outlined in the following documents, and these should all be read 
in conjunction with this policy: 

• Guidelines for Flexible-Work-By-Default D-234644 

• Flexible Work Request Form D-234641 

• Working From Home Form Agreement D-234643 
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Flexible working requests 

A staff member may make a flexible work request to vary their working arrangements at any time. 
This potential arrangement could include one or more of the following:  

• Hours of work; 

• Days of work; 

• Place of work. 

Accommodation of flexible work requests may have implications on the staff member’s terms and 
conditions (e.g. leave or pay). Leave entitlements for example, are based on a staff member’s work 
day pattern. If their work pattern changes, this can have implications for their leave entitlement going 
forward, and the staff member should familiarise themselves with these implications before making 
the request, by checking with their manager/director or HR. It is important that a staff member’s work 
day pattern is accurately recorded in the payroll system so that there is confidence in the 
administration of leave entitlements. 

All requests for a flexible working arrangement need to be to your manager via the Flexible Working 
Request Form (D-234641) and should include: 

• what flexibility you are asking for (i.e. type of arrangement, timeframe required, relevant 
context you are comfortable providing as the reason for the request); 

• the impact this might have on your work, Manager/Director, wider team and other key 
stakeholders;  

• suggested mitigation for any risks identified; and  

• details of how you intend to work towards making the flexible work arrangement a success 
and if you need any support in this regard. 

Depending on the nature (formality) and timeframe of the request, your arrangement may be 
approved by your Director and confirmed via email, or require approval from the Chief Executive and 
potentially a variation of your employment agreement (e.g. if someone requested a reduction of 
hours worked). 

Different arrangements will require different levels of approval and decision making. Sitting alongside 
this policy is the Guidelines for Flexible-Work-By-Default (D-234644), which will help staff to 
understand the process. The table in Appendix B provides an explanation of the level of formality 
required, i.e.: 

• Formal – requires a written request to be made Flexible Work Request Form (D-243641), 
with the information outlined above provided to their Manager/Director. See Appendix B to 
understand who the “Approving Manager” is. Some cases, for example alternate locations, 
compressed week, moving from full-time to part-time, may require Chief Executive approval 
as these types of changes will result in an amendment to a staff member’s terms and 
conditions of employment. 
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• Semi-Formal – e.g. Working From Home (WFH) on a regular basis on a specific day, 
requires a request to be made using both the Flexible Work Request Form (D-243641) and 
the Working From Home Form Agreement (D-234643). If the arrangement is ongoing, but 
there is some flexibility around the days, all of this, along with the information outlined above, 
needs to be completed in the WFH Agreement and both parties (Ministry and staff member) 
would confirm their agreement, having established it works for all. If this request is now and 
again, as opposed to regularly with specific days, this may be via email, and agreed prior to 
the start of the week in which the flexible arrangement is to occur. If a staff member is unable 
to sign up to the Working From Home Form Agreement (D-243643) for example, reasons of 
not being able to meet health and safety requirements) then they may need to reconsider 
their request until they can meet the requirements. The Public Service Commission offer 
Health and Safety guidance, which will inform what will be taken into consideration.  

• Informal or adhoc – one-off arrangements can be made, but it is expected that appropriate 
people (e.g. Manager/Director, colleagues working on the day in question) are consulted and 
an arrangement is agreed via email or in person at least 24 hours before and that work can 
still be completed while working flexibly. It is not acceptable to decide to work from home on 
the day, and advise your manager or team. Please see later section about flexible work 
versus other types of leave.  

Flexible arrangement decision making 

What happens once I have made a request? 

In making a decision about the request, considerations will most often be: 

• Information provided by the employee (and personal circumstances);  

• Business requirements and impact on the wider team (workload, type of work, key 
deliverables, team resourcing);  

• Affordability/financial considerations; 

• Consistency/precedence across the organisation. 

As a general rule the Ministry will say yes when the request can be reasonably accommodated.  
Despite being Flexible-by-Default, sometimes a request may need to be declined. If faced with 
declining a request, Managers/Directors will look at alternatives to the original proposal which may 
be accommodated before issuing a complete decline. 

Requests will be responded to a timely manner, with a minimum expectation that this would occur 
within a month of the request. With all formal requests the staff member will receive a letter of 
confirmation to which their Flexible Work Request Form and/or Working From Home Agreement will 
be attached and placed on their file. 

As much information as appropriate will be provided when declining any request. An employee can 
also ask that any decision is reviewed by the Chief Executive. 

If the working arrangement creates a change to pay or other agreed terms and conditions of 
employment, the Chief Executive would need to agree to this in advance and the staff member and 
Manager would sign formal agreement to this change, as a variation to their employment agreement.  
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Any new working from home or alternate location arrangement would require additional Health & 
Safety requirements to be undertaken as below and in the WFH Agreement. 

 
Health, Safety and Wellbeing Considerations  

Staff considering a WFH Agreement need to ensure a number of things for their own health, safety 
and wellbeing considerations. These include:  

• ensuring that their home workspace is arranged so that it is comfortable and ergonomically 
sound;  

• taking regular breaks; 

• ensuring that the workspace is kept clear and free from obstacles or tripping hazards and 
well lit; 

• ensuring that all work-related information and data is kept secure;  

• keeping in regular communication with their Manager/Director and proactively discussing any 
problems that arise from working from home; and 

• consulting with their Manager/Director if any risks to their physical and/or mental health and 
safety arise, about ways this harm can be eliminated or minimised. 

 
The agreement between the agency and staff member for longer term WFH arrangements must 
include: 

• an assessment of the home workspace to ensure its suitability from a health and safety 
perspective; 

• identification of any health and safety hazards in the staff member’s allocated work area, and 
how any risks presented by these hazards will be mitigated;  

• an agreed process for the staff and their Manager/Director to communicate frequently about 
the remote working arrangements and how to raise any issues or concerns. 

 

Limiting Flexible work during performance improvement process 

As managing performance improvement with a staff member will typically involve the need to provide 
greater levels of supervision, guidance and support, during such a process, working from home will 
not normally be available. The hours the staff member may need to be fixed in order for effective 
support to achieve the required improvement, and they are likely to be required to be in the office so 
that their Manager and/or anyone else supporting them through the process can be more readily 
available. 
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Working Overseas 

In circumstances where remote working (even briefly) from another country is proposed, this must 
first be discussed with Human Resources, to ensure taxation implications and health and safety 
implications are fully considered. 

Responsibilities 

Flexibility only works well if there is good communication between the Manager/Director, the 
individual concerned, and the full team. Arrangements that do not work for all three, will not be 
sustainable in the long term. Organisational needs change, as do individual needs. We need to be 
able to respond to both.   

It is expected that Managers will check-in informally with staff on a monthly basis to confirm how the 
working arrangement is going, and to openly discuss any challenges that might need to be addressed 
from an individual, Manager, team, or Ministry perspective. A more formal discussion should take 
place quarterly. 

It is recommended that any flexible working arrangement is initially trialled for three months, and 
then reviewed, and that any flexible arrangement is reviewed annually as part of the performance 
planning process. 

Managers/Directors are responsible for: 

• Giving serious consideration to flexible working requests; 

• Providing Health & Safety advice; 

• Ensuring the Ministry’s organisational needs are being met; 

• Overseeing the team workload and monitoring the impact of changes from flexible 
arrangements; 

• Providing reasonable notice if a review is required. 

Staff are responsible for: 

• Obtaining approval in advance of any change to the way of working; 

• Thinking about the impact on colleagues and other stakeholders in terms of availability and 
responsiveness in terms of making requests; 

• Communicating and cooperating with Managers and team members about availability so that 
work is completed appropriately and in a timely fashion, without the flexible arrangement 
imposing increased pressure on others. 

Flexible working versus other types of leave 

The Ministry encourages people to rest and recover when they are sick, and actively encourages 
people to take sick leave when they are unwell. 

PROACTIVE RELEASE



 

Page 9 of 12 

D-234642 Flexible Work Policy   

Working from home, or a flexible working arrangement, is not (as a rule) intended to support people 
when they are unwell or caring for a dependent - however there are circumstances when a flexible 
working arrangement will be part of the support provided to the employee in either of these situations. 

As a general rule though, if you are unwell - take sick leave. If you are caring for a dependent take 
the time required (which can also be taken using your sick leave entitlement). 

If it is the employee’s preference and it is felt reasonable to undertake some work while caring for a 
dependent, and the work to be undertaken can be done from home, then a discussion will occur 
between employee and Manager about a reasonable allocation of sick leave against time worked 
over the period. 

Please see the flow chart in Appendix C to better understand whether something is flexible work or 
requires some other type of leave to be used. Please also refer to the Leave Policy (D-197596). 

Review of this Policy 

This policy will be reviewed by the nominated policy owner in response to statutory changes or 
changes in our procedures or systems. In any event, the policy and procedure will be reviewed at 
least every three years. Given this is a new policy and so much is changing, it is envisaged this policy 
will be reviewed after one year, to make sure it still meets the intended purpose.  
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Appendix A: Flexible work options and definitions 

 
Workplace flexibility The organisational culture and conditions (law, policy and practice) that 

support people to work in a way that balances business, team, and 
personal needs to best suit all those involved. 

Flexible working Has a statutory definition under part 6AA of the Employment Relations 
Act 2000. Broad term referring to changes in work (the hours of work, 
days of work and places of work). 

Flexible work 
arrangement 

Has a statutory definition under part 6AA of the Employment Relations 
Act 2000. Refers to a mutually-agreed variation to an employment 
agreement that enables flexible working. Can be temporary or 
permanent, formal and part of an employment contract, or an informal 
agreement between manager and employee.  

Flexible-by-default Flexible-work-by-default means that flexible work options are assumed 
to be available for all roles unless there is a good business reason for 
any role not to be flexible. It means shifting organisations from asking 
“why?” offer roles flexibly, to “why not?” 

Flexible-by-default organisations go beyond just complying with flexible 
work legislation to proactively create a flexible-friendly working 
environment. Flexible-by-default aims to normalise flexible working for all 
employees, including managers and leaders. By doing this it seeks to 
break the current association between working flexibility and slowed 
career progress. 

It does not mean all roles will always be suitable for all types of flexible 
work. However, if some roles are not suitable for some types of flexibility, 
such as off-site working, other types of flexibility, such as flexi-hours or 
part-time working, may be possible. 

Employee All staff on the Ministry’s payroll. This includes both permanent and fixed-
term employees. 

Approving Manager The staff member’s Manager or Director. For anything other than adhoc 
arrangements, a Manager should ensure a Director approves a request. 
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Appendix C: Proposed Flexible Work versus other leave options  
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Our working from home arrangement  

 
Name of 
employee: 

  

Our WFH  
arrangement: 

 Describe what has been 
agreed in terms of days that 
you would be working from 
home and days that you will 
work in the office. If you 
expect some variability, state 
that and note how you will 
track and agree these days 
on an ongoing basis.   
 

Benefits and 
success: 

 Be clear on the benefits (to 
both parties) and what a 
successful arrangement 
looks like.   
 

Review 
period: 

 This could be a specific date 
or note that it will be an 
ongoing conversation and 
you can change the 
agreement as you go.  At a 
minimum, check in every 3 
months, but monthly initially. 
 

Additional:  Record any other aspects not 
already set out in the 
agreement. 
 

 

Communication and clear expectations 

This is how we 
will work: 

 Have a conversation on how 
to keep being involved in 
team activity and feel 
connected. This will be 
different for different people.  
Check out the guide and 
related tools to help you with 
this. 
 
Also include what you will do 
if the staff member needs to 
be in the office when usually 
working from home or vice 
versa. Flexibility requires a 
two way approach. 
 

Equipment and costs  

WFH Equipment: In addition to your laptop and headset, the Ministry will provide 
the following if required: 
• Monitor (one per person)  
• Mouse 
• Keyboard  
 
Desk, chairs or other home office equipment will not be 
provided. 

Some things need to be 
standard and consistent.  
Some WFH equipment will 
be provided and that is set in 
this section. 
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If there are special wellbeing needs, equipment that may be 
required to create a safe working environment for you, will be 
provided by the Ministry, for use in our offices.  If it is safe and 
practical, you can transport this between work and home. The 
Ministry expects that you will care for this equipment by 
transporting this safely and if it is broken, it will be returned for 
replacement.   
 
This equipment will remain the property of the Ministry and will 
be returned should this arrangement end or you leave the 
Ministry’s employment. 
 

WFH Costs: The Ministry will meet the following costs: 
• Equipment provided for WFH (see above) 
• If required, the cost for a home based ergonomic 

assessment by the Ministry’s provider (see checklist). 
 
Other costs to maintain a home office environment will not be 
met. This includes internet and landline, heating/power, tea 
and coffee, and equipment not supplied by the Ministry. 

Some things need to be 
standard and consistent.  
WFH costs will be met by the 
team member. 

 
 

Health, Safety and Wellbeing 

Health and 
Safety 
expectations: 

Both parties have read, discussed and completed the attached 
H&S checklist. 
 
The H&S checklist must be completed again if your home 
office environment changes; or at least annually. 
 

The home office is a 
workplace so the Ministry 
and your health and safety 
obligations remain.  Attached 
to this is a detailed checklist 
to work through.  We need to 
do it so we know you are 
safe.  If there are any H&S 
risks identified through the 
checklist then document 
what the risk is and how it will 
be managed here. 
 

Wellbeing: Both parties agree that should there be a wellbeing issue 
resulting from working from home, then parties will use 
available Ministry material to consider solutions. A home 
based ergonomic assessment may form part of considering 
the possible solutions understanding that the cost of additional 
equipment for the home based office may fall to the staff 
member unless they are also needed in the Ministry office set 
up and can be transported between the two locations safely 
and practically. If we are unable to resolve these issues then 
you will be welcomed back into the Ministry offices to a safe 
working environment. 

There may be other factors 
not covered off that are 
important for maintaining 
wellbeing in a working from 
home environment.  Use this 
opportunity to record any 
here. 

Additional:  Record any other agreement 
around Health and Safety 
matters 
 

 

Privacy, Security and use of technology 

PROACTIVE RELEASE



 

D-243643 Working from Home Agreement form July 2020 

Privacy and 
security of 
information: 

I have read and understand the Privacy of Information Policy 
(D-225274), Protective Security policy (D-192183) and our 
Code of Conduct (D-217520) 
 
When working from home, keep information secure by: 

• Using electronic rather than hard copy documents as 
much as possible. 

• If using hard copy documents, make sure they are 
kept close to you, away from the view of others and 
stored securely in your laptop bag. Note: there will be 
some hard copy documents and files that cannot leave 
the Ministry premises. If you’re unsure, please speak 
to your manager before taking any office documents 
or files home with you.  

• Make sure that you lock your laptop screen and work 
mobile phone when you’re away from your laptop or 
work area.   

• Only dispose hard copy information at the Ministry for 
Women office, not in your home recycling or a public 
rubbish bin. 

 

We must ensure that 
information (electronic or 
written) is kept secure at all 
times.  This includes working 
with confidential and all 
unpublished official 
information (i.e. not available 
in the public domain).   

 

Use of 
technology: 

I have read and understand the ICT acceptable use policy, 
Taking your mobile computer device home or offsite guide and 
Working remotely guidelines  
 

When working from home, 
we need to ensure that our 
mobile computer devices 
(e.g. tablets, laptops and 
work mobiles) are kept safe 
and secure.   
 

Additional:  Record any other agreement 
around privacy, security and 
use of technology. 
 

 

 

Agreement 

We have discussed all of the aspects of this working from home agreement and have documented the specific 
arrangements agreed in this document. The WFH checklist has been completed and is attached. 
 

Signed and Dated:  
(Team Member) 
 

 

Signed and Dated: 
(Approving Manager) 
 

 

 
 
Manager Note – once you have reached agreement and signed up to it you need to send this to HR 
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Note on safe workstations 
You should ensure that your workstation is set up 
appropriately, with the screen at least an arm’s 
length from your face. 
When typing you should be directly facing your 
computer with the work that you are typing from in 
front of you. You should try to keep your shoulders 
relaxed. Your arms should be bent 90 degrees at 
the elbows, wrists straight and your feet flat on the 
floor. 
Ensure that you take a micro pauses (a few 
seconds break), every quarter of an hour when 
typing. Ensure that you take a break every hour to 
do something else. 
If you have pain in your arms, neck, or hands this 
should be reported to your manager. They will 
arrange a workstation assessment for you. 
 
 
 
 
 
 
Laptop   

• In the event the employee is using laptop computer without an external 
monitor:   

o The laptop can be positioned at a suitable height (e.g. the screen is 
level with or at slightly lower height than user’s eye level). ☐ ☐ 

o an external keyboard and mouse is used with the laptop. ☐ ☐ 

External monitor (if applicable)   

• Monitor height is adjusted correctly. Monitor height should be at eye level. ☐ ☐ 

• Monitor is approximately arm’s length from user.  ☐ ☐ 

• Monitor is positioned to avoid glare and reflection, i.e. perpendicular to 
window or other strong light source.  ☐ ☐ 

Keyboard and mouse   

• Keyboard to user distance allows user to relax shoulders with elbows close 
to the body. ☐ ☐ 

• Mouse is placed directly next to the keyboard, fits hand comfortably and 
works freely.  ☐ ☐ 
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D-234641 Flexible working arrangements request form  

 
Conversation Guide - Flexible work 

PERSONAL ACCOUNTABILITY 
The proposed arrangement must fit your needs, and the needs of your Director; team; external stakeholders; and the wider Ministry. 

• Is there anything I need to let my manager know, which will impact where or how, I work? 
 
If you work flexibly, you should still be able to deliver your work to a high standard, while not putting additional pressure on others. 

• How can I plan ahead to ensure my manager/director and/or colleagues know what might need to be followed up or addressed, when I am not at 
work, or if I am working remotely? 

• Have I considered that what might be urgent for me, may be neither urgent nor important for others? How will this best be communicated? 
• How can I ensure that my working flexibly doesn’t add to my colleagues’ workload? 

 
BE CONNECTED 
You stay connected and available to your team and the wider Ministry. You support where needed, which may sometimes mean being flexible to 
change arrangements, in order to help.  

• How can I make myself available to others even if I am not in the office every day (including being contactable for urgent things when I am working 
flexibly?) 

• How do I ensure others know what my flexible work arrangements are? 
• How do I collaborate, share and engage with others while working flexibly? 
• What can I do to ensure my weekly 1:1’s with my manager/director, and my team and staff meetings are in person, at least fortnightly?   

 
MY HEALTH AND WELLBEING 
Your arrangements support your life needs and health & wellbeing 

• If my arrangement involves working from home, have I read and understood the Working-From-Home (WFH) agreement? 
• If I meet the requirements in the (WFH) agreement, have I completed the checklist for workstation set-up at for use on a regular basis? Have I raised 

any concerns with my manager? 
• What do I need to consider to ensure I am supporting my own health and wellbeing, including thinking about what working rhythms/behaviours I have 

adopted to ensure I am still active, and taking breaks during the day?  
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