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Providing flexible work options is a valuable way .
of supporting employee goals to balance the @ @
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To all Ramsay Staff.
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It is with great pleasure that we introduce these Guidelines for all Ramsay
employees!

Promoting and supporting employees to achieve family and work life balance is vital for the health and wellbeing of our
workforce, and for the sustainability of our business. As a provider of a 24/7 service, we realise the importance of ensuring
employees feel satisfied with their working environment and feel able to manage other responsibilities they may have
outside of work.

We acknowledge that the health sector is a dynamic industry which is operating within a period of significant change and
uncertainty. Changing social trends, a skills shortage and an aging workforce are the key drivers of change in Australia,
making workforce sustainability paramount to our ongoing success as an organisation. We are continually seeking
innovative strategies to attract and retain experienced, high calibre staff, and we recognise that it is the exceptionally high
level of professionalism and service provided by Ramsay employees that ensures we deliver the highest standards of patient
care.

A key approach to increasing the attraction of working in our organisation is to maximise the potential to provide “family
and employee friendly” conditions within resource and operational constraints. The rationale behind this is that if a staff
member is given the opportunity to improve the balance between their work and family commitments, there will be reduced
likelihood of employee burnout, turnover and absenteeism. Given current and estimated future shortages in our industry, it
is now more important than ever that current and future staff members are supported via these strategies and retained into
the years ahead.

Work life balance initiatives are not a “nice to have” ... they are considered strategically critical to business success. Current
and future Ramsay employees will have an expectation that successful, progressive organisations such as Ramsay, will
provide enhanced flexibility measures and in order for us to maintain our employer of choice goals, we must be in a position
to incorporate these policies into our operational arrangements.

These Guidelines aim to provide practical help and easy to understand information about the range of options available to
make our workplaces truly family and employee friendly, and whilst Managers are encouraged to include “family and
employee friendly” conditions into our workplaces wherever possible, we acknowledge that there may be operational
constraints or impediments to allowing maximum scope in terms of flexibility requests.

There were many people involved in the production of this document and the development of strategies contained within,
but | would particularly like to acknowledge the National HR team and the Victorian Directors of Clinical Services, who were
involved in the early introduction of Flexible Work Practices into our Victorian Hospitals. After the success of this program in
Victoria, we are now pleased to offer these benefits nationally to all Ramsay staff.

| thank you for promoting and supporting the principles and practices mentioned throughout these Guidelines.

Yours sincerely,

@

Gavin O’Meara

Manager — People and Culture September 2011 T

RHC Guidelines - Flexible Work Guidelines V.4. March 2016 Page 1 of 27 Peop|e &CU |tu re
PLEASE NOTE THAT ANY MATERIAL PRINTED IS REGARDED AS AN UNCONTROLLED COPY. IT IS THE RESPONSIBILITY OF THE PERSON RAMSAY HEALTH CARE

PRINTING THE DOCUMENT TO REFER TO THE RAMSAY HEALTH CARE HR INTRANET SITE FOR UPDATES.



[ 1]
N

RAMSAY
People caring for people HEALTH CARE

TABLE OF CONTENTS
Page Number

Introduction 4

e Who is eligible to request flexible work options? 5

Working Across Multiple Ramsay Sites 6

Leave Options 7

e  (Cashing-out Annual Leave 7

Bankable Hours / TOIL 8

Working from Home 8

Rostering by Request 9

Parental Leave 10

e Federal Government Paid Parental Leave Scheme 11

e Returning to work after extended periods of Leave 11

Circumstances for refusing a Flexible Work Request 12

Additional Resources & Useful Contacts 14

Decision Making Model for Managers 15

Assessing Work Life Balance

Decision-making Model

Work Life Balance Checklist

Dealing with Stressors

Flexible Work Arrangements (FWA) Proposal form

Appendix A — Flexible Work Arrangements (FWA) Form 21
Appendix B - Home Work Station Checklist 24
Appendix C - Electrical Equipment Visual Inspection Checklist 27

RHC Guidelines - Flexible Work Guidelines V.4 March 2016 Page 2 of 27 People&CU |tu re
PLEASE NOTE THAT ANY MATERIAL PRINTED IS REGARDED AS AN UNCONTROLLED COPY. IT IS THE RESPONSIBILITY OF THE PERSON RAMSAY HEALTH CARE

PRINTING THE DOCUMENT TO REFER TO THE RAMSAY HEALTH CARE HR INTRANET SITE FOR UPDATES.



Flexible Work Practices Policy = wwew Gl

Ramsay Health Care is committed to the promotion of a work-life balance for all employees and seeks to
provide effective programs and policies which assist to optimise the health, wellbeing and work-life balance
goals for all staff. This commitment is in accordance with the philosophy of the Ramsay Way.

Ramsay Health Care is also committed to being a family-friendly employer of choice and values the
contribution made by staff to the successful performance of the organisation.

Ramsay Health Care recognises that employees come from different backgrounds and often have different
needs at various stages throughout their employment (eg. they may be parents of young children, students,
carers for elderly parents, have cultural celebrations that differ to gazetted public holidays or be part of our
50Plus workforce).

Employees may seek to balance their work and outside interests or responsibilities (eg. family, study,
community involvement) by utilising flexible work practices. We understand that individual needs will vary
over time and we are therefore committed to offering flexibility to all employees and reasonably
accommodating employees’ needs for flexibility, subject also to meeting the operational needs of the
business.

Ramsay Health Care has the following programs and options in place, as part of our commitment to flexible
work practices:

Flexible working hours Flexible Leave provisions
- Casual work - Flexible Leave program allowing purchase of
- Part time work additional leave
- Changed hours - Options for “cashing out” leave *
- Rostering by request (self rostering) - Double leave at half pay OR half leave at double pay *
(* only where provided for in relevant industrial instrument)
Flexible work locations - Study Leave
- Working across more than one hospital - Professional Development Leave
- Transfer & secondment opportunities within - Community Service Leave
the Ramsay group of hospitals - Leave Without Pay
- Working remotely from home or elsewhere - Paid Parental Leave

Flexible employment arrangements
- Jobsharing
- Bankable hours and time in lieu

Applications for flexible work arrangements should be made in writing to the relevant manager using the
processes set out in the Ramsay Flexible Work Guidelines and will be considered according to role
suitability and the operational needs of the business.

Prepared by: National Human Resources July 2011

Approved by: Ramsay Executive Committee August 2011

Reviewed by: National Human Resources September 2011

Reviewed by: National Human Resources March 2016
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Introduction

Ramsay Health Care recognises the increasing importance of accommodating flexible work options and
family friendly work practices in maintaining a diverse, adaptive and high performing workforce able to
meet current and future patient/customer needs.

Flexible working arrangements can help employees balance the changing demands of their work roles
whilst balancing the needs, desires and responsibilities within their personal life. Flexible work can assist
employees to achieve their work life balance goals which could include combinations of more time for
exercising, caring for elderly parents, child-rearing, performing community service etc.

Flexible work can also assist in the attraction and retention of valuable employees!

Employee Surveys have shown that Ramsay Health Care compares more favourably than other
sectors (particularly the government sector) when it comes to flexible work practices.

In the 2010 Employee Survey, 83.7% of Ramsay employees agreed with the statement ‘my
workplace provides me with the flexibility to manage my work-life balance’.

These Guidelines aim to provide you with information about many of the flexible work options offered by
Ramsay Health Care and its Hospitals.

** Managers should review the FLEXIBLE WORK G
MANAGERS which contain useful information and tools for
ion of flexible work practices into workplaces.
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The information contained in these Guidelines includes the most common flexible working options
available at Ramsay Health Care. Employees are encouraged to discuss preferred options with their

People caring for people

Understanding Flexible Work Options

Manager.

Flexible work options may include:

Casual or part time work
Flexible hours

Working across more than one Ramsay Hospital

Flexible leave options

Working from home (only where role realistically permits this)

Job-sharing

Rostering by request (self-rostering)

" Ramsay offers me a
great range of
flexible options for
my clinical shifts. |
also loved that |
could take a travel
break to trek India

"I have 2 small
children so being
able to start my shifts
at 9.30 and finish at
3.00 has enabled me
to continue working
with small children.

| can also often pick

"I am very grateful
that my manager has
been able to
accomodate my
request for every
alternative Tuesday off
so that | can spend the
day looking after my
little grandson.

vonne Age

Without that option |
may have resorted to
finding a different job
elsewhere"

for 6 months and
return to my role
when | got back"

up extra casual shifts
when that suits me! "

Who is eligible to request flexible work options?

Under the Fair Work Act 2009, an employee is able to request flexibility (ie. a change in working

conditions) if:

1. They have been employed with Ramsay for at least 12 months (including casuals who have worked
regularly and systematically for 12 months and who have a reasonable expectation of continuing to
work with us).

AND

2. They:

« are parents or carers of a child who is of school age or younger
+ are carers (within the meaning of the Care Recognition Act 2010)
+ have a disability
« are55orolder
« are experiencing family or domestic violence
« are caring for or supporting an immediate family or household member who requires care or
support because of family or domestic violence
o)

v
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1. Part Time Work
Part time employees work less than 76 hours per fortnight on average. Part time employment
accrues cumulative benefits — such as annual leave, sick leave, paid parental leave and long
service leave on a pro-rata basis.

The advantages of part time work are:
e Meets individual needs of employees (assists them to achieve their work life balance goals
or manage their family responsibilities)
e Helps to retain and attract staff
e Provides flexibility for graduated change (such as returning from maternity leave or
leading up to retirement)

Extra Shifts

Part-time Hospital employees may also be able to “pick up” additional shifts alongside permanent
shifts.

Casual Work

Casual employment also provides an excellent flexibility option. (] RAMSAY HEALTHIGARE

The lifestyle choice for
— casual healthcare staff

Advantages of casual work are:
e You choose where you want to work

¢ You choose when you want to work
¢ You choose how often you want to work
e Shift notification via SMS at some Ramsay Hospitals —how easy is that!

2. Working across multiple Ramsay sites

This is a fantastic opportunity for staff to expand their skills. If you would like to increase your
hours of work, or simply incorporate more variety, you may like to consider working at more than
one Ramsay Hospital. Staff will be required to have one Hospital as their nominated “home
hospital”.

We can also sometimes help arrange city and rural stopovers, whereby if staff are travelling intra
or interstate, we may be able to facilitate work in another Ramsay Hospital for a few weeks or
months.

For more information and creative options, simply chat to your Manager.
3. Flexible Hours

Flexible attendance arrangements refer to a variation from standard hours. For example this may
include working shorter shifts (say in between school hours), working beyond standard hours or
even scheduling shifts around work flow (for example a combination of long and short days to
meet both operational and personal needs).

Advantages of flexible hours:
e Ability to better match work flow and staffing

e Means of tailoring work hours to meet individual needs
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e Retains and attracts staff

e Means of tailoring hours to meet changing or fluctuating needs

e Provides a way in which you might work a full time position while juggling multiple
responsibilities!

4. Leave Options

Flexible Leave Program

This program provides for permanent employees to accrue additional leave by reducing their
annual pay over 52 weeks to accommodate additional paid leave. It is a system of self funded
leave designed to be cost neutral to Ramsay Health Care.

An employee participating in the Flexible Leave Program effectively has an additional 2, 3 or 4
weeks approved leave without pay. Rather than lose the value of 2, 3, or 4 weeks pay in one
period, the employee can spread the salary impact over 26 fortnightly or 12 monthly pay periods.

For example, assume a full time employee has an entitlement to 4 weeks paid annual leave. If the
employee participates in the Flexible Leave Program they will receive up to an additional 4 weeks
leave. The combination of their standard leave entitlement and additional flexible leave provides
them with access to up to 8 weeks leave over a 12 month period.

For more information about this program, please click here to access the Group HR Intranet page
or contact your Manager or National HR .

Employees of Ramsay Health Care also have the ability to take
Annual Leave, Long Service Leave or Parental Leave at half time

for double pay or double time at half pay!

Annual Leave “Cashing Out” Option

Depending on their position, most permanent employees have 4 or 5 weeks entitlement to
annual leave per year. There are a number of employees who have worked within the business
for many years that may not in the past have taken regular leave, and now have a large
entitlement owed to them.

One alternative for those with significant annual leave balances is the voluntary option to “cash
out” a proportion of annual leave, as long as a balance of 4 weeks still remains after cashing out
of leave and as long as the relevant Enterprise Agreement (“EA”) permits this practice. Long
Service Leave may also be cashed out where the relevant EA provides for this.

Casual Bank whilst on Leave

Employees on periods of unpaid parental leave or approved leave without pay may (via
arrangement with the relevant Manager) be placed on the Hospital Casual Bank and work casual
shifts. This may be possible in corporate positions also depending on the role and operational
requirements.

Note however that the Fair Work Act 2009 requires that unpaid parental leave should be taken as
a ‘continuous period’. Under the Fair Work Act certain entitlements attach to the end of a period
of parental leave, namely the employee’s right to return to their former position. However,
despite this, Ramsay is happy to consider employee requests for casual work whilst on periods of
unpaid leave on mutually agreeable terms, including agreement as to the return from leave date.
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Please note that whilst Ramsay is happy to consider access to casual shifts whilst on periods of
extended leave, the Federal Government’s Paid Parental Leave Scheme does not support return
to normal duties during the period of Parental Leave and will result in cancellation of eligibility for
this Scheme. This does not apply to designated ‘keeping in touch’ days, which are designed to
encourage an employee’s continued contact with, and engagement to the organisation whilst on
extended periods of leave. ‘Keeping in touch days’ will also assist an employee’s transition back
into work upon their return.

5. Bankable Hours and Time in Lieu

A bankable hours system is operable in some of our Hospitals which may provide options for Time
in Lieu. For more information, discuss with your Manager.

6. Study Leave

Permanent employees may be entitled to paid or unpaid study leave for approved post graduate
study for the purposes of attending courses and/or undertaking or preparing for examinations or
attending other education events eg. conferences / seminars. Refer to your local Hospital policy
for additional information or speak with your Manager.

7. Working from home (Telecommuting)

This involves performance of work related tasks away from the regular workplace using
telecommunications technology to communicate with the Hospital or work unit. This is clearly not
applicable to all roles, particularly those that require patient contact or use of Hospital systems &
processes as part of day-to-day job requirements. However some support and administrative roles
may be suitable for telecommuting for negotiated and approved periods. Ramsay IT departments
can assist by providing remote access tokens which provide access to Ramsay IT networks /
emails.

Advantages of working from home are:

e Meets individual needs

e Productivity improvement

e Better use of time eg. less travel

e Accelerated use of technology in the Hospital environment

e Ability to be at home with a sick child/family member whilst still undertaking duties
e Improved engagement and motivation amongst team

Either the employee or the manager may initiate a proposal for working from home arrangements
but both must agree and neither is obliged to enter in to the arrangements. Managers will
consider all the information contained within the Flexible Work Guidelines before approving a
request.

Arrangements must be put in place by completing the Flexible Work Arrangements (FWA) Form
Telecommuting section and also completing the Health and Safety checklists (Home Work Station
Checklist and Electrical Equipment Visual Inspection Checklist) which are available on the National
HR Intranet here (also see Appendix).

Ramsay Health Care must ensure that the work site conforms to acceptable Health and Safety
standards, and the staff member working from home is aware of the need to maintain a safe

w
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working environment. For this reason employees must not work from home before the Health
and Safety Checklists are completed and these have been sent to National HR and approved.

8. Job Sharing

Job sharing involves the voluntary sharing of the duties and responsibilities of one position
between more than one employee eg. two people working part time to fulfil a full time role.

Advantages of job sharing:

e Meets individual needs

e  Multiple skills and experience can be shared in one role
e Diverse perspectives add value

e Mutual support and access to cover absences

e Mutual review and development

e Helps build high performing teams

9. Rostering by request (self-rostering)
In an endeavour to enhance the work-life balance for Ramsay employees, many of our Hospitals
encourage rostering by request. Under this structure, rosters are determined by responding to the
needs of the individual. Each month/fortnight, shifts can be requested for the up and coming
roster period, and where possible every effort will be made to accommodate employee requests.

Note that self-rostering is not offered in all Ramsay Hospitals due to operational constraints, size,
structure and acuity of wards.

10. Ramsay Health Care 50Plus Program

RAMSAY HEALTH CARE

I
E

At Ramsay Health Care we value experience. More than a third of
our current workforce is aged over 50 years of age. Our 50 plus
workforce have a broad range of work and life experiences, and Hea”h% wealthy
skills that they contribute to our organisation daily. & wise

In recognition of the contribution and commitment of this group of

employees, we have established 50Plus program. The 50P/us program was specifically designed to
address the changing needs and expectations of employees to provide a working environment and
culture that supports changing career and life goals.

The key driver behind the 50P/us program is to keep employees engaged and working through
their pre-retirement years and research suggests that for many, the desire is to have the ability to
‘down-shift’ or reduce hours or work in different ways. Accordingly, the provision of Flexible Work
Practices underpins this important program and Managers should wherever possible, enable
these employees to access part time or casual work where it is requested.

For more information please visit the 50P/us Intranet or feel free to email any questions to
50Plus.RHC@ramsayhealth.com.au .

ae
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11. Parental Leave

Ramsay Parental Leave

Parental leave is the term used to describe paid and unpaid leave available for the purpose of
caring for a newborn or adopted child. This leave is available to the primary caregiver and their
partner.

Eligibility and Entitlements:

e  Permanent employees who have completed 1 year of continuous service are entitled to 12
months unpaid parental leave as the primary care giver which can be taken in the following
manner:

» An unbroken period of up to 52 weeks, taken during and/or after the pregnancy

» Employees may also apply for up to an additional 12 months unpaid leave

> If both parents are Ramsay Health Care employees, the total period of leave will not be
greater than the due entitlement for one employee

In addition to unpaid leave provisions, an employee who has at least 12 months of continuous
service and who is the primary care giver is also entitled to 8 weeks paid leave.

Some employees are entitled to longer period of Paid Parental Leave depending on their

occupation type and the relevant Enterprise Agreement they are employed under.

Parental Leave offers flexibilty too!

Employees of Ramsay Health Care also have the ability to

take Parental Leave at half time for double pay (or double
time at half pay where EA permits). For example, an
employee who is eligible for 8 weeks paid leave may choose
to take 16 weeks paid Parental Leave at half pay.

Federal Government Paid Parental Leave Scheme

In addition to periods of parental leave provided by Ramsay, employees can access up to 18
weeks paid parental leave from the Federal Government. The government Paid Parental Leave
scheme can be accessed any time within the first year after birth and is paid at the National
Minimum Wage. This leave must be taken in a single block of leave and can be taken at the same
time or different time to the Ramsay provision for leave.

For more information about the Government Paid Parental Leave Scheme, please visit the HR
intranet or the Federal Government website.

Common Questions and Answers re: Parental Leave

Q: Can | take other leave during parental leave?
A: You may use accrued annual leave during any period of unpaid parental leave. You may also be able to access pro rata
long service leave as per the relevant EA provisions.

Q: Can | alter my period of parental leave while on leave?

A: You are entitled to extend or alter your parental leave as long as this does not mean that your leave will exceed the
maximum period of leave available to you. That is, you may increase a period of parental leave up to 12 months by
providing notice to your Manager, and up to 24 months with written approval from your Manager.

Q: Will my parental leave count as service?
A: Any period of paid parental leave will count as qualifying for service. A period of unpaid parental leave will not co
as qualifying service but won’t be regarded as a break in service.
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Q: How will I be paid my Ramsay paid leave?
A: If you are on paid parental leave, you may opt to:

e  Continue payments as per normal pay run (eg. fortnightly or monthly)

e  Have continuous payments at half pay or double pay

e  Receive a lump sum payment at the time of commencing leave
Q: Can | work a few casual shifts whilst on unpaid parental leave?
A: Whilst Ramsay will allow you to do this where your EA permits it, you will no longer be able to receive the 18 week’s
paid parental leave from the government if you return to usual duties at any time whilst participating in the
government’s Paid Parental Leave scheme.
Q: Will my current entitlement to Paid Parental Leave from Ramsay be affected by the Government’s Paid Parental
Leave scheme?
A: If you are currently entitled to Paid Parental Leave, this will not be affected by the government’s Paid Parental Leave
scheme.
Q: What happens with my superannuation?
A: Unless specified in your EA, you will not receive superannuation for paid parental leave. You will not receive
superannuation whilst on any unpaid leave, and you will not receive superannuation for any government paid leave.

Q: Can | apply for another position while | am pregnant?
A: You are entitled to apply for other positions. By law, being pregnant should not be a discriminating factor in your
ability to successfully acquire a new position in Ramsay Health Care.

Staying in Touch with Ramsay ...

Prior to commencement of any extended leave, including parental leave,
consider the level of contact desired whilst on leave. Managers are encouraged
to stay in touch via:

eemail

epost newsletters (eg. Hospital newsletter or Ramsay Way magazine)
eregular phone conversations

einvitation to attend social events or special education opportunities

eperhaps even consider inviting them to meetings or any planned morning tea
celebrations

Advise your manager if you desire this level of contact, and remember that all
attendance at any work related courses or social events is entirely voluntary
and staff cannot be paid for attendance. However, there are options for paid
work whilst on leave - see page 7.

Returning to Work after periods of Leave

If an employee has been on a period of extended leave (ie. more than 6 weeks), they are
encouraged to contact their Manager to discuss returning to work at least 2 weeks prior to their
return. This includes employees on extended annual leave, long service leave, parental leave, sick
leave, or leave without pay. This does not include employees who have workers’ compensation
claims or who are currently within return to work plans / suitable duties plans.

At the conclusion of any period of extended leave, including parental leave, an employee will
normally return to the position they held immediately before taking leave, or to a position
equivalent in pay, conditions and status as the original position.

In rare circumstances where the position has changed but essentially continues to exist, an
employee would normally return to the changed position and be consulted regarding any redesign
of the position whilst on leave.

In circumstances where the position no longer exists, and there are no suitable alternative
positions available, the relevant redundancy and redeployment provisions apply. In these
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circumstances an employee should always be consulted regarding the intention to declare the
position redundant.

Subject to operational requirements an employee may be able to return to the previous or an
equivalent position on a part time basis or with a reduction in hours to assist employees to

manage new or changed family or personal responsibilities.

12. Lactation breaks and breastfeeding mothers

Ramsay Health Care supports mothers who are breastfeeding by enabling areas in the workplace
whereby mothers can comfortably express or feed their baby whilst at work. Ramsay Health Care
promotes the following in relation to our breast-feeding employees:

e A positive attitude towards breast-feeding in the workplace

e Flexible working hours

o Flexibility of break times and scheduled lactation breaks as required for breast-feeding and
expressing

e Aclean private area that is safe from harm and hazardous waste and chemicals with
comfortable seating and access to power for breast pumps

e Nearby hand washing facilities

e Facilities for storage of equipment and access to a refrigerator for breast milk

grounds for refusing a reg uuq_(%

The Fair Work Act 2009 allows an employer to refuse (or decline) a flexible work request, only if there are
reasonable business grounds.

Factors that may be considered to be reasonable business grounds could include:

e the effect on the workplace of approving the request, including the financial impact of doing so
and the impact on efficiency, productivity and customer service

e the effect on Hospital or Ramsay operations, including the financial impact and the impact on
efficiency, productivity and customer service

e the inability to re-organise work among existing staff due to roles, workload etc.

e the inability to recruit a replacement employee or the practicality or otherwise of the
arrangements that may need to be put in place to accommodate the employee’s request,
including cost of same

The employer / manager does not have to choose between granting an employee’s request in full or
refusing the request. Rather, employers and employees are encouraged to discuss their working
arrangements and, where possible, reach an agreement that balances both their needs.

If the employer/manager does refuse a flexible work request, the reasons for the refusal must be given to
the employee in writing, within 21 days of the request being made.

As well as providing this in writing, many managers will have discussed this with the employee in person.

(|}
D)

L)
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People caring for people

Steps for Putting Flexible Work Arrangements in to

The following steps should be followed by employees when putting Flexible Work Arrangements in to place.

Step 1- Complete the worksheets below to reflect on your own work-life balance and the Flexible
Working Arrangements that would suit you and your family.

Step 2 - Consider the effect of these arrangements on your department or team.

Step 3 - Decide on the Flexible Work Arrangements which you would like to request and complete
the FWA Proposal tool.

Step 4 - Share your proposal with your manager and discuss the options available; allow your
manager time to consider the request and respond.

Step 5 - Formalise and document the arrangement by completing the Flexible Work Arrangements
(FWA) Form and any other checklists or forms that may be required (e.g. Health and
Safety Checklists; change of employment contract; payroll forms etc.).

-

®

v
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Ramsay Health Care reserves the right to make changes to these Guidelines without notice.

Additional Resource Materials:

e Commonwealth of Australia, Balancing Breastfeeding and Work, Commonwealth of Australia, 2000
http://health.gov.au

e Lee, Catherine “Can remodelling improve your work/life balance?” Feb 2005
http://www.remodellingteam.org/submitted article.php?id=25

o Reilly Peter, Flexibility at Work: Balancing the interests of employees and the employer: Gower
Publishing, 2001

Useful Contacts and Resources:

e National HR — National HR Services Team: Ph. 07 3394 7624

e Information on Employee Assistance Program:
http://vwidc95/sites/corporate/humanresources/Pages/Employee-Assistance-Program.aspx

¢ Ramsay National HR Intranet: Click here (for policies, tools and information relevant to Leave,
Enterprise Agreements etc.)

e National Safety Team Intranet: Click here

For any questions about the information contained in these Guidelines, or for
advice on completion of the Tools on the following pages, please contact:

HRenquiries@ramsayhealth.com.au

v
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This page examines the type of tools that Managers will use when they consider

I I ; RAMSAY
Flexible Work Practices- Tools e Gl
requests for introduction of flexible work practices. Whilst Managers will attempt

to build culture of support for allowing employees to balance the demands of Y 2 ‘/6\'/‘ =
work and personal life through flexible work options, they also must consider the / _\J { ﬂ WLLV [J.\

operational and financial implications of any change in the department.

Manager's Decision-making Model

Arrange relevant
meetings. Discuss
proposal & considered

Assess contribution of changes.

flexible work options
to achieving

department goals

Assess if flexible work
options will assist to

Turn proposal into a
plan. FInetune details
for flexible options &

reach unit goals + serve implemetation

individual needs

Invite a formal proposal - ’ Gain

assess all implications for
dept KPIs & others team
members

agreement/approval
with review time and
{ performance targets

Implementation Checklist

These are the things a Manager will consider prior to, during & after implementation of new flexible work arrangement:
Job redesign and workload Balance of workload components

Consider impact on workload of others & principles of equity

Realistic and explicit measures required

Attitudes to flexibility on both parts fair & professional

Employee is a high performer who exhibits Ramsay Way values

Is relevant professional development available to assist employee if needed?

Consider cost-benefit of professional dev. Needs to implement

Technology to Enhance Is the technology required accessible and available?

Flexibility Work health and safety needs considered?

Communication Processes Do you need to consider facilitating meetings/support for new arrangements?

Have all affected parties been informed?

Have you ensured the arrangement has documented using the Flexible Work Arrangements
Form and the Health and Safety Checklists?

Does the employee contract require alteration as a result?

Ensure paperwork prepared correctly for pay roll staff if changes needed

Recognition & reward for all staff involved in supporting successful flexible arrangements

Performance Measures

Professional Development

Documentation

Recognition and Reward
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The next few pages are for Employees to assist in assessing existing

work life balance and establishing whether work, life & wellness goals s /
would be enhanced by the provision of Flexible Work Options. / N / y Y i 5 \/8 \ ' \
MMM

Personal Worksheets for Ramsay Emp

These next pages are optional for your own personal use and are designed to assist you:

e Better analyse your own situation and assist you to understand your workplace needs

e Test if workplace arrangement changes may assist you to improve the balance between work, life and
family needs

e Develop a formal proposal for your preferences for flexible working arrangements that considers both
work and personal factors. This can then be further discussed in an appointment with your Manager.

1. Assess your work life balance

If you are contemplating changes at work to better balance life, work and family, it is important to carefully
examine the full range of issues. At the outset it is useful to remember:

¢ That flexible working arrangements relate to balancing the needs of both you and the business

¢ That the needs of the business may vary over time, as will that of the employee

e That different Hospitals and departments may vary in their ability to offer flexibility at times

¢ That individual flexibility cannot compromise team capability, work product or realisation of goals

e The factors that Managers need to consider when making decisions about flexible work options

e What factors are influencing you to consider ways of better balancing work and life?

e Other actions you might take to improve that balance?

¢ That changes to work may not always be the best action, or certainly not the only option you can
take to improve your work, life and family balance

e That you have a responsibility to present a well thought out plan for flexibility to your Manager

¢ That flexible working arrangements must be reviewed regularly and fine-tuned to be successful for
both the individual and the workplace

e That if a revised arrangement is not working out, reinstatement of previous arrangements may
need to occur
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2. Work Life Balance CHECKLIST

1. You are seeking to achieve better work, life and family balance. What changes at work are you
CONSIACIING? DELGII DIIEFIY: wvveeeeeuuriesaaiueres cureeesaasueeesesssesessssaesaaasss Sassseeesnansssessssnsseessssnsesssnsssseesnssssesesnnnssees

2. What are you hoping to aChi€VE? Detail Briefly: ........uiecevueiiies ceeeiiesaieieeeeeesiiieeeeestaeaeeeeeeaeeesseaesanssae sennees

3. Toget a broader picture, list ten things that you feel currently contribute to work, life and family
imbalance, or are stressors in your life then plot them in Table 1 below:

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Table 1

Work Life Family
In my control
Not in my control
Can take action
Cannot take action
E
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3. Employee Decision-making Model

This uses a similar approach to decision making approach to that of your Manager:

!
Assess Arrange meeting with your Manager.

contribution of Discuss your proposal
flexible work

options to
‘:‘Z:‘E sospltfigs)s(l\zlitlal d:;:':::gﬁ !g:gls details for flexible options &
. . implemetation
assist you to reach
your work/life
balance

Develop a formal
proposal for your l
manager - make Seek agreement/approval with review
sure it meets your time and performance targets
needs and that of
{ your department

4. Dealing with other stressors

EMPLOYEE ASSISTANCE PROGRAM (EAP)
The Ramsay Health Care Employee Assistance Program is an initiative to provide staff with confidential counselling and
support for either work related or personal issues.

WHY TALK TO A COUNSELLOR?

Talking to a counsellor can help you identify and resolve issues that may be causing you difficulty or stress. It is possible
you may be feeling overwhelmed with work or personal situations and sometimes it is hard to know what to do or
whom to talk to, particularly about concerns you would like to keep private. The Counsellors used in all Ramsay EAPs
are qualified professionals with many years' experience.

IS COUNSELLING CONFIDENTIAL?
Yes! When you see a Counsellor, no details of your session will be discussed with anyone at Ramsay. The Counsellors
do not provide reports or information to Ramsay about any issues that are discussed with them.

WHO PAYS?

Ramsay will pay for up to three visits per calendar year, per employee. If an employee feels additional visits are
required a request may be made for additional sessions with the Counsellor.

HOW DO YOU MAKE AN APPOINTMENT?
Please refer to the National HR Intranet site for information.
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5. Flexible Work Arrangements (FWA) Proposal

Utilise this tool to assist you to put together your proposal for Flexible Working Arrangement options. This
will ensure that your plans are well considered and communicated clearly. Provide your Manager with a
copy of this tool or take it with you to a meeting with your manager to seek discussion around your
flexibility needs.

Your NAME:

Position and Department:

Date:

Flexible Work Option/s proposed:

[] Reduction to hours - part time work

[] Flexible attendance arrangements (flexible hours or changes to hours)

[] Flexible use of ADOs/RDOs, TOIL, Banking of Hours

[] Casual opportunities

[] Other Ramsay Hospital opportunities

[] Telecommuting (working from home)

[]Job Sharing

[] Flexible Annual Leave Options (purchase more leave, taking double leave at half pay, cashing out leave)
[] Other:

Schedule proposed:

Monday | | /|
| |

| Wednesday | |/ !
Thursdy |\ 0
Fiday | ' |
satwrday | |\ 0

Sunday

How will the proposed schedule contribute to meeting the department, Hospital or team goals?

Who will be affected and how?
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What are your suggestions regarding this (and how it may work best?)

What additional resources/equipment/considerations will you require?

What additional review criteria would you suggest for yourself and your Manager to assess how your
performance is meeting expectations?

How frequently do you propose the arrangement be reviewed?

(1]
N
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Appendices

Appendix A — Flexible Work Arrangements Form - available on HR Intranet

Peaple caring for people

Flexible Work Arrangements (FWA) Form

INSTRUCTIONS: Please complete all information in the fields below, sign this form and obtain approval by a
member of the Hospital Executive (or Senior Ramsay Manager for corporate staff).

If the FWA involves Telecommuting (ie. working from home) please complete all 3 pages and forward the
completed form to Group HR for confirmation that all conditions have been met and a safety self-
assessment can be arranged. Until final approval has been provided by Group HR and the Ramsay Safety
team, a FWA involving Telecommuting will not be regarded as approved.

EMPLOYEE NAME: EMPLOYEE NO.

Position and Department:

Commencement Date of FWA:

Flexible Work Arrangement details:

:l Reduction to hours - part time werk

:| Flexible attendance arrangements (flexible hours or changes to hours)

:| Flexible use of ADOs/RDDs, TOIL, Banking of Hours

:| Casual work

:l Telecommuting (working from home or other location) — contact Sroup HR for final approval
:| Job Sharing

[] study Leave [specify approved hours below)
Other:

Use the schedule below or blank space to specify changed working hours and/or location of the FWA:
Hours/Times On site At home [ elsewhere
[at Hospital/in office) [if appropriate)

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Confirm any other FWA details:

Review Date for FWA: [review skould occur annualy]
Signed by Employee: Date:
Approved by Manager: Print Mame:

Use mext pages if ormengement involves Telecommurting (ie. working from another locolbn)

. i I i g
IRTIMG THIE DO URMINT TO AEFLR TO THE RAMSLT T N

People&Culture

AN Forma - Raxibls Wark Armangements [P | Forme W1 Novemizer 3112
PLEAST NOTT THAT ARY MATTEAL PEMTID 5 RIGARDID A5 AN URCOATROLLED OOFY. IT S Tl BESPOREIMLITY OF THE PLESOM
CAR HE INTRAMIT SITE FOE UFDATES.

Group Human Aesources
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Peaple caring for pecple

Flexible Work Arrangements (FWA) Form

Telecommuting / Working from Home / Working Remotely

Proposed Primary Workplace

Details of days and hours at Primary Workplace

Remote/alternate workplace (specify address)

Describe proposed work area in alternate

workplace [eg. workstation/desk with office chair in
dedicoted study of a private residence)

Proposed work hours at alternate workplace
[specify doys and howrs)

Remote workplace telephone number

Employee Mobile number

Employee private/home Email address

Equipment & Furniture to be used in alternate/remote Workplace (if applicable)
Equip ment to be used | Who owns Whose responsibility | Details

it? to maintaim it?
e.g. Office Chair Empiayee Shared responsibiity 50,50 spiit for cost of ony maintenance — manoger to
ensuve amplcyes coverad by foolity's indempity insurance
&.g. Lophop Computer Rom=ay Romsay NE - doe for upgrode une L7
£.g. Printer Cartridiges Bamsay Romsay Empiy cartridges to be retumned o supply dept for

replacement to be sved

i )

People&Culture

Group Human Resources
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Peaple caring for people

Flexible Work Arrangements (FWA) Form

Telecommuting Checklist

Group HR notified of proposed Telecommuting FWA I:‘
Home Workstation Safety Checklist completed | attached to this FWA Form []
Electrical Equipment Visual Inspection form completed | attached to this FWA Form [

Telecommuting Agreement

| confirm | have read and understood the terms and conditions associated with this FWA and will comply
with requirements set out im this form, the Ramsay Health Care Flexible Work Policy and Guidelines.

| have made arrangements with the company for that the costs of maintenance of equipment owned by
myself and the supply of consumables, as detailed above.

| agree that equipment owned or leased by Ramsay Health Care remains the property of the company and
will be used solely for the purposes of company work. | agree to notify the company if any problems or
difficulties arise with the operation of company owned equipment and that the company may have access
to the home based work site during hours of work or after provision of 24 houwrs notice for the removal of
the equipment. | acknowledge that there may be a requirement to return the equipment te head office for
repair if required.

SIGNED by

[name of Employes] [signature]
Date

SIGNED by

[n@me of Superisor] [signarture]

Date

APPROVED by

[Group HR signature] [signarture]
Date

B Poemra - Planbls Wiark drrangerrants [F#] Farm WL Hossmizer 2017 1 ﬁ ' i
PLERSE MOTE THGAT ARY BAATTRSLL FEBITICHES RESARDED A2 AA URCDATROLED SOPY. 1T B THE BESPOAEIMLITY SF THE BERSOA BRKTING THI GOCURSINT T SERER T THE RAMSAY WILTH

AR WE IRTRARIT SITE ROE UPDATE. mw&mlture

Troup | luman Aescerces
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Appendix B— Home Work Station Checklist - available on HR Intranet

RAMSAY

People caring for people (ENETRENI

nsert Hospital Name=

@ NATIONAL FLEXIELE WORK PRACTICES
SAFETY TEAM WORKING FROM HOME
Py ey e SELF ASSESSMENT CHECKLIST

if amy equipment or furniture is requined.

This chedklist is to be completed by staff members intending to work from home. This checidist should be completed
by the st=ff member applying to work from home ard should be reviewed by the supervisor prior to the staff
member commencing a working from home arrangement to determine if the home work area is sppropriate and or

Employee Name:

Facility [ Department:

Phione:

Supervizor | Manager Detmils

Supervisor Name:

Facility / [epartment:

zi%

The chair to be used is easily adjusted from 2 seated pasition (back height & angle ) [OJves OHe s
The seat back is adjusted so the lumbar support of the chair supports the lower back v Oue s
The forearms and wrists are parallel to the floor or angled down slightly [ ves OHe
‘When chair height is adjusted appropriztely, the feet are positioned on the ground O ve: OHe
If feet are not positoned on the ground, 2 foot rest or support is provided D s D N D Na
Seat back angle is adjusted so user is in an upright position when using keyboard [ ves e
WORKSTATION DESK
Desk is I_:rge enough for the mrr'plr..l-ur -u:'_ml:c:d.ti.:--\'.': [ll:rj|rr'|:||.‘b=r and reading / writing) O ves Clne Qe
{Austrolian Stondard 44471997 advises thvs showid be ot leest 1500mm x S00mm)
Desk is between 680mm and 735 mm high O ves OHe Ousa
If desk is height adjustzble - is this easily adjusted ? Adjusted so forearms are parallel to . .

] MyA
floor or angled down slighthy? Llves One O
Desk is designed so freguent trunk twisting / notation is not reguined O v=s OOHe Owia
User is zble to sit close to workstation withaout army impediment . ,

N M
[Chesck that the desktop is thin, chair arms are not in the way, clear leg roomi) Dves One O

bl S afaty M--y; | Group HR Ticerared Chaonssboar 31111 | Page 13
] 2 Faarly of Lagwsate e Lidn Harderwid On
Desciimiit Conliollad Mol Salaty Tean | Gisiip HR Dissifrmidil Cindi MET—F =% 10=11
[ |}
D)
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®

NATIONAL

FLEXIBLE WORK PRACTICES

SAFETY TEAM WORKING FROM HOME
R e SELF ASSESSMENT CHECKLIST

nsern Hospital Name=

downwards)

[f doouments are regularty referred to, they n be positioned & supported (i.e. wse of
docurnert holder, or desk slope) to svoid unnecessany neck movement (looking sideways / O ves Oue s

MONITOR

Is positioned at spprowimately an anmes distanoe when inan upright seated position O ves COHe e

Iz positioned at an spproprizte height |neck remains in o rewtral position - not reguired to [ves [Ine []wie
look ypwords or downwards to wiew monitor] !

i using = laptop, this is either raised, or this is positioned on a docking st=tion O ves e Ouia

KEYBOARD AND MOUSE

Elbow= remain close to side of body when keyboard and mouse zine wtilissd

Owe Clse Owa

Mouse is ot the same level as the keyboard Ove Ose Owa
Separate keyhoard and mouse is used i utilising laptop compute for extended periods Ofe e OQwe
WORE ENVIRONMENT

Lighting is sdequate [able to resd without eye strain] - Matural light / glare controlled Ovem CQwe Owea
Moize bevels are not distracting from t=sk concertration O¥e COse OwWa
Ventilation [natursl or artificial] is adequate Ovem Oke Owa

iff required.

ALL ELECTRICAL EQUIFMENT is in mood working order and conds /7 plugs have been visually
inspected for soundness with no obwviows fautts. Use Electrics] Eguipment Visual Checklist | fm Cae e

DATE COMPLETED:

Mease attach PHOTOGRAPHS of the workstation following s=t up and at the completion
of this assessment [and following any necessary adjustments). This form will not be
sccepted without supporting photographs.

Phoiographs ABscied

Oves QMo

GROUP HR f FACILITY / MST USE OMNLY: List any actions or equipment (e.g. dorument holder, monitor stand] or
modifications [e.g. workstztion adjustments] required

e in il s il 5l l.'-!q- | e HA ik o ] Do i 21111 I Pisgm 2 5l 3
wrmes Lbum = Tty of Lageiathn Lo Hirearened Lin
Dhzciimait Conlyolled Mo el Salily Toirn | Sl HR Dol Coda MET —F =% 1011
[ 1 ]
(B}
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FLEXIBELE WORK PRACTICES

NATIONAL
SAFETY TEAM WORKING FROM HOME
e SELF ASSESSMENT CHECKLIST

=<|nser Hospital Mame:=

The employee represents and warranties that to the best of their knowledge the information in this sssessment is
aocurate and complete.

The employee scknowledges and agrees by signing the Declaration below that

#  Ramsay Health Care and INSERT FACIUTY NAME are relying, and are entitled to rely, on the information
provided by the individual employee in this assessment.

*  ‘Whilst all reasonable effort is made to ensure 3 ssfe working emvironment Ramsay Health Care and INSERT
FACILITY NAME cannot be aware of or responsible for all potential risks to heslith and safety in the
employes's home.

#  Ramsay Health Care znd INFERT FACILTY MAME do not accept responsibility and will not be lizble for sny
incidents or injuries arising from matters outside: their knowledze or control, or cused or contributed to by
activities unrelated to the work being undertaken within the flexible work practices agreement.

In consideration of Ramsay Heslth Care and IMSERT FACIUTY NAME entering imto this flexible work practices
arrangement, the employes agrees and undertzkes to take all ressonable steps to ensure their own health and
safety and that of other people in the home work emvironment, and to notify their manager immediately of any risks
to health or safety of which they become aware and of any changes to the information provided in this 2ssessment.

i

I have read and understood the conditions set out in this Flexible Work Practices Home Work Station Checkdist. |
indicate my acceptance of the tenms of this document by signing below.

Employes: Signature: Dyt

NST [ Safety Review:

Date Received:

Safety Professional Signature: Dyt

i

Human Resouroes: Signature: Date:

Ralarancs Lkt

Azl e’ Zina b v Sandands 43401997 Offics D, Standards Acdiralla

Assirallas Srandand 1590 31990 Sonnen Band Wharkitatikvid - Par 1. Werkstotien Fomitune. Stafdands Ausiralla
Himlkek Safery in o Oiffioe, BEW 'WorkDomer Suthority, 1995

Krpboord Wonkitminn A5 s iment inssection Cherhibie, Uslvies ity of il our.

Krpboord Wonkitoten 45 i sement Inssaotion Cheokibit, WerkSals &uitealla

st il Mt ful S ety l'-gl; | Sis HR b e Chionds b 20111 | Page 33
virs Lua 3 Faarly of Lagwsalhe LTaiom Ture el
Dezeirnent Controllad Mators Sefety Tean | Sreup HR Corsurreant Coxia MET—F —% 1011
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Appendix C — Electrical Equipment Visual Inspection Checklist - available on HR Intranet

.
n
RAMSAY

People caring for people (UIYSERSNL:

HOME BASED WORK
NATIOMAL . i " »
M S AFETY TEAM ELECTRICAL VISUAL SELF ASSESSED INSPECTICN
o CHECELIST
Hama: [ |
Addrass:
Equipment Ownership: | O Saf O Hoepital
Distalle of Equipmant:
Hamsa:
e By Dosignation: | Dapartmant:

BAPORTAMNT: Prior to commeandng any wvisual inepaction —disconnect all squipment and connections from powsr sourca.

& = Action Required P = Paes {no action raquirsd]

Visually chack e cords, piUgs, OUBEl 50CKats and olar 3ccassaries for aDvious damaga. Lok
o

Discolowration (may indicala hast, chamical or maisiura svposurs)

a

Cuis, abraskans, twisis in e ouler shaalh of the cond (These may e Jdeap ouls such
=l e ey canss ana wisinis)

m]

O

+  Blaciical tapa o oM fagn abjacts atachad 19 Ma cord (may A2 3 Dradk or cul

+  [amagat h2 NEuasn an \2 En pugs

Prysically Chagi

«  Fladbia cords Dy running e cord Trough a hand 1 dact any wising of he innar
WE&EI’ETBJEH'EEHE Ehasain.

+ PN plugs and OMar cONNRCEONG 10 ansua Ty ara not kos2 by Bghlly wigghing mam

Chacit it faiia cards ana affiacivaly ancharad 10 equipman, plugs and cord Sdansians
SNSNEN SO,

For powsr baards, chaok 12 madmum la3d waming ks imact and a3sy 10 kdamify and raad.

Chack Inat any aparaiing canirdis ara i good woring order b2 Tal ey are saourad, aigned
and In appropriaialy kdamitad,

O:.00 0:0;,0:00 0O

O 0 OO0 OO0 0

Chack i3l cowars, quards and the 2 are sacurad in e mannar imiandad oy the: manuiaciurar

o suppiler. i you araunswe oontac] (whara possinis) the manutsciransunnilsr, o mark ha
fam 25 nol i usa unil aia 10 da 50

a

Chatkl Inal vaniiaion inkxds and =dhgusts on Sleciical equipmeant are unabsinuciad.

a

(=]

Caonrdis or dlanms an e dewice are in wariding andar

s T2 amiranmant detimantal 1 12 5312 use of dlacical equipmant? £g:wal arads,

oooOo 0O

oo

[ Coimeciive Sctiona:

= a3

d=icH 5 Keniiiad Dy any of e Grifienia 3bowe Then e am ks NOT tabe connecied 1 amy

powar painL
+  Famava fam sanica, (ansurs Tag Oul ks placed on Mam) and e Ram nesds 1o undanga an dactrical Test and Tag”
program
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