
FLEXIBLE WORK
ARRANGEMENT REQUEST

(FLOW CHART)

Joint Discussion with HR

Line Manager discusses needs
& format of FWA

(Place, Time, Load)

LINE MANAGER RECEIVES FWAR

HR performs cost-benefit analysis

that productivity can be sustained?

Line Manager & HR approve FWA request

Outline expectations before formalising
agreement to be

reviewed every 1-3 months

Are there urgent projects at hand to be
completed before implementation?

Does employee have skillsets needed to
remain productive?

Can employee’s job function be performed
effectively with flexi-arrangement?

Is employee willing to
undergo upskilling?

<6 months
(Propose delayed of FWA

till after completion of
project or propose an

alternative FWA format)

Discuss performance with
1 month test period

What are the Infrastructure
needed to enable the WFH

req uest?

Employee’s request should include desired
arrangement/reasons/proposed schedule

Con sid eratio ns
•Infrastructure cost, effects on morale/retention
•K PIs
•Review Com & Ben Policy
•Review employee’s contract

Is employee able to remain
prod uct i ve ?

Discuss alternative while
implementing potential

i nfrastructure s.

>6 months
(Consider alternative plans, e.g.
Train other employees to cover

duties, hire new employees)

Post training, discuss
implementation plans with

the employee

Does employee’s performance inspire trust
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FLEXIBLE WORK 
ARRANGEMENT REQUEST
(EMPLOYERS’ CONSIDERATIONS)

CONSIDERATION

improvements in FWA formats.
Can service levels be maintained with flexible 
schedules? Will core hours be required?

Are there alternative arrangements that could 

address the employee's needs (e.g., compressed 

wo r kw eek )?

Could a hybrid model (part remote, part on-
site) be a suitable alternative?

Could the job responsibilities be redesigned
to better accommodate workload
fluctuations?

FLEXIBLE TIME FLEXIBLE PLACE (REMOTE WORK) FLEXIBLE LOAD

Can the core duties be performed outside of 
traditional hours (e.g., evenings, weekends)?

Can the job's core responsibilities be 
effectively performed remotely?

Can job responsibilities be shared, adjusted, 
or temporarily reduced during certain 
periods?

-

-

What is the impact on core duties and responsibilities and how can employers adjust these duties?

How will a variable time, load and place affect deadlines, quality, and expectations?

Does the company have the necessary
technology and infrastructure to support
secure remote work? Are there data security
and privacy concerns with remote work?

How will a variable workload impact
stakeholder relationships and satisfaction?

Example: Establish clear communications with employees and stakeholders on preferred meeting dates and timings. 

Does the flexible schedule comply with labour laws? Are there any legal or regulatory issues to Does the variable workload adhere to 
employment contract terms and any relevant 
legal requirements for minimum hours or 
notice periods?

Are the proposed hours compliant with company 
policies?

consider regarding remote work or working 
from abroad (e.g. cyber security/insurance)?

Example: Update employment contract with new compensation and benefits related to FWA. 

What tools (e.g., time-tracking software, 
communication platforms) are needed for flexi-
time?

Does the employee have the necessary 
equipment and software for remote work? 
Employees must and should be well 
equipped with the do’s and don’ts of working 
remotely and utilisation of public wifi 
systems etc

What resources (e.g., additional staff, 
temporary support) might be needed during 
peak workload periods?

Example: Ensure employee has logistical support (e.g., laptops, business phone line and VPN) to perform duties effectively. 
Are there any financial implications for the company Are there cost savings (e.g., transport, office How will a variable workload affect labour

costs and budgeting?(e.g., overtime pay adjustments)? space) or additional expenses (e.g., home
office setup) associated with remote work?

Example: Establish how the company’s current OT, transport or tech allowance be affected with implementation of FWA. 

How will the flexible schedule impact the 
employee's work-life balance?

How will the company support the well-being How will the company ensure a manageable 
of remote employees (e.g., virtual social 
events, mental health resources)?

workload, prevent burnout, and promote 
well-being during periods of increased work?

Will a trial period be implemented to assess the 
arrangement's effectiveness?

How often will the remote work arrangement How will performance be evaluated during 
be reviewed to assess its effectiveness and 
address any issues?

periods of reduced or increased workload?

Example: Establish periodic reviews with employee. Allow team members to be part of the review of FWA to improve format and structures. 

Does the employee have a proven track record of
managing their time effectively and meeting
deadlines?

Has the employee demonstrated consistent
productivity and self-discipline in previous
work-from-home situations?

Does the employee's performance history
indicate an ability to adapt to varying
workloads and maintain quality output?

- Are there historical performance to take reference from? 

Example: Set clear expectations before the start of FWA where both employer and employee should agree on set parameters on the outcomes 
and measurements. Employers should look towards developing a trust culture in the organisation and equip their workforce with the necessary 
skillsets, hardware and training to effectively contribute to their organisations.
How will flexible hours affect team communication, How will the team ensure effective How will the team ensure adequate coverage 

and productivity when workloads fluctuate?collaboration, and project coordination? communication, collaboration and positive 
team dynamics with remote team members?

- How will FWA employees be included in team activities and decision-making processes?

Requirements

Cost Implications

Alternative Solutions

Trial Period and Review

Employee Performance and 
R e lia bili ty

Impact on Team and Workflow

Job Role and Responsibilities

Technological and Logistical 

Compliance with Company 
Policies and Legal Requirements

Employee Well-being and Work-
Life Balance

Example: Establish core working hours so that team members are made aware that the common time slots for meetings etc

Example: Establish clear communication structure, platforms and boundaries. Team members can be included in review process to suggest 

Su pp or t

Business Needs and Operational 

Flexible work arrangements offer numerous benefits but require thoughtful planning. This table outlines key
considerations for employers to evaluate before implementing flexi-time, flexi-place, or flexi-load options, promoting
informed decision-making and a smooth transition. It is a generalised table and not meant to be specific to allow 
organisations the flexibility to adjust the table.


