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Part B – Manager recommendation 
A written response from the HR delegate to the employee is required within 21 days of the manager receiving the written request. 

Manager details 

Manager’s name  

Manager’s employee number  

  

Role title   

Unit  

Branch  

Division  

  

Delegation level  
 

Award/ Certified Agreement conditions that limit the request 

 
 
 

* If any 

The genuine operational requirements of the role 

•  

•  
 

* These are the aspects of the role that cannot be changed and the role still meet its operational requirements 

The negative impacts granting the request would have on the role’s genuine operational 
requirements or the work group 

•  

•  
 

* Include what actions could be considered to mitigate the negative impacts or why these actions could not be considered could be 

considered. 

The positive impacts granting the request would have on the role’s genuine operational 
requirements or the work group 

•  

•  
 

 

Manager’s recommendation to the HR delegates regarding granting the request including 
conditions (if relevant) 

I recommend the request be: 
 granted in full  
 granted in part  
 refused 
 

I recommend the following conditions be attached to the approval: 

•  

•  
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The manager’s reasonable grounds for recommending to grant the request in part or not to 
grant the request   

 
 
 

* Reasonable grounds can include if the employee is currently on a Performance Improvement Plan (PIP)   

If approved in full or part, I recommend the following end date for the flexible work 
arrangement  

 
* Generally up to 12 months as work arrangements change and to allow for the arrangement to be reviewed. 

If not granted, what other flexible work arrangements could be considered that would allow the 
role’s genuine operational requirements to continue to be met.  

 
 
 

Be aware that the Queensland Industrial Relations Commission has jurisdiction to hear and decide a dispute over this request under 

Chapter 6 of the Industrial Relations Act 2016. 

The date the manager’s recommendation was provided to the HR delegate  

 
* email the request form to your HR delegate.  No signature is required where your personal work email address is used to forward the 

form.  Insert the date the form is emailed to your HR delegate in the above box. 
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Part C – HR delegate decision 
A written response from the HR delegate to the employee is required within 21 days of the manager receiving the written request. 

HR delegate details 

Delegate’s name  

Delegate’s employee number  

  

Role title   

Unit  

Branch  

Division  

  

Delegation level  

 

HR delegates decision regarding the request for flexible work arrangements 

My decision: 
 I grant the request in full with the conditions and end date below  
 I grant in part the request with the conditions and end date below 
 I do not grant the request 
 

 

Conditions 

My decision to grant the flexible work arrangement in full or part is subject to the following 
conditions 

 The conditions recommended by the manager in part B 
 The conditions recommended by the manager in part B plus the following conditions 
 
 
 The conditions specified here 

 
 

 

End date 

Unless circumstances change or the arrangement is reviewed earlier I approve the below end date 
for this flexible work arrangement   

 The end date recommended by the manager  
 __/__/____ 

 
* Generally up to 12 months as work arrangements change and to allow for the arrangement to be reviewed 

The HR delegate’s reasonable grounds for granting the request in part or not to granting the 
request   

 
 
 

* The Queensland Industrial Relations Commission has jurisdiction to hear and decide a dispute over this request under Chapter 6 of the 

Industrial Relations Act 2016.  Reasonable grounds must be provided and be able to be defend the decision in the Queensland Industrial 

Relations Commission.  Reasonable grounds can include if the employee is currently on a Performance Improvement Plan (PIP).   

The date the HR delegate’s decision was provided to the employee and manager  

 
* email this completed form to the employee and the employee’ manager.  No signature is required where your personal work email 

address is used to forward the form.  Insert the date the form is emailed to your employee and employee’s manager. 
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