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Flexible Working Arrangements Policy
Purpose
PHARMAC recognises that supporting employees to balance their work and family commitments will have a positive impact on the quality of work, productivity and the general well-being of employees. This policy outlines options available for flexible work and provides guidance on how decisions on requests for flexible working arrangements will be made.

Guiding principles
· PHARMAC actively promotes practices related to flexible working hours and conditions, cultural needs, family health and welfare and employee wellbeing. 

· Flexible working arrangements are at PHARMAC’s discretion.  However, PHARMAC will comply with the requirements of the Employment Relations Act 2000 which allows employees to request flexible working arrangements.   
· PHARMAC understands that employees have external factors that may affect their ability to attend work.
· PHARMAC is primarily focused on outputs not inputs and generally expects employees to manage their own time effectively to get the work done, while meeting contractual expectations regarding minimum hours of work.   
· Decisions on flexible working arrangements will take account of:

· the safety and preferences of employees;

· PHARMAC’s needs (quality and timely work), including consideration of both benefits (including retention) and potential costs, such as impacts on other staff, inability to recruit a replacement, stakeholders and PHARMAC’s business activity generally. 
Policy Detail
Flexible working arrangements may consist of:
· flexible working hours – such as start and finish times, compressed working hours, time-banking, and/or 
· flexible working arrangements – such as part-time work (permanent or temporary), job share and job split, part-year employment, changes to work duties and flexible working locations.
Employees may request flexible working arrangements, including working hours and arrangements, and any other change in their terms of employment, to enable the employee to deal with the effects of family violence.  In such cases, changes such as rerouting payslips, changing bank accounts into which salary is paid and changing work phone and email address may also be made.
Every effort will be made to accommodate varied working conditions that will assist an employee to deal with the effects of domestic violence, for the length of time that the variations are needed. 
PHARMAC will not request proof of family violence when an employee requests a flexible working arrangement due to being affected by family violence. 
Approval Processes

Ad hoc requests to work from an alternative place of work (usually home) can be approved by the employee’s manager, subject to him/her being satisfied that appropriate levels of work will be completed.
Requests to work short term or permanently from an alternative place of work, either temporarily or permanently, part- or full-time will be approved by the appropriate SLT member.
Each case will be assessed and considered in accordance with legislative requirements and the guiding principles listed above. 
Such arrangements will be agreed in writing prior to the flexible working arrangement taking effect. 

In considering approvals for these types of arrangements, agreement will be made on a reasonable split between personal and organisational costs.  Many people have private internet access already and may reasonably be expected to make this available for work use.  A home-based employee can also generally expect to pay for all reasonable personal travel to the office, meals and where applicable, accommodation associated with regular, on-going office meetings.  
In considering its fair share of costs, PHARMAC will need to feel satisfied that these are reasonable and defensible (in terms of general expectations of the public sector).  In the case of any out-of-town working arrangements, this would include balancing those costs (including travel costs) against the alternative of recruiting replacement staff.

All requests for flexible working arrangements will be responded to as soon as possible, or at least within legislated requirements. 
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