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How to Apply for a sl
Remote Worker request

Introduction

This guide assists eligible staff on how to complete and submit the online form for a remote worker
request. Please ensure that you have read and understood the information regarding Flexible Work
Arrangements on our website prior to completing the online form.

Procedure

1. Log into Staff Services Online (SSO).

2. Select HR Online Forms tile.

HR Online Forms

»

3. Select Flexible Work Arrangement tile.

Flexible Work Arrangement

4. Please read the information displayed on the page, to ensure you are choosing the appropriate
flexible work arrangement type.
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https://www.adelaide.edu.au/hr/salary-and-benefits/voluntary-flexible-work-arrangements

5. Select ‘Remote Working’ to initiate a request.

Initiating a Flexible Work Arrangement

[7| View a Flexible Work Request

_'_'] End a Flexible Work Arrangement

@ Remote Working

Initiating a Flexible Work Arrangement - choose this option to request:

+ Reduced employment fraction

« Variable Start/Finish times (Full-time staff only)
= Compressed work week (Full-time staff only)
Purchased Leave

Change in Work Pattern (Part-time staff only)
= Job Share

View a Flexible Work Request - choose this option if you would like to see what Flexible Work Arrangement you have in place
End a Flexible Work Arrangement - choose this option if you would like to end any or all of your current flexible work arrangements
Remote Working - Choose this option if you would like to request working from home or a different location (other than the University)

For more information and FAQ's, visit the Flexible Work Arangements webpage
If you have any questions, contact the HR Service Centre, on 8313 1111, email HRSC

6. Click ‘Add request’.

Request Details

No requests created

* If you hold multiple positions with the university, please select the position this request applies to.
Note: This section will only be visible to those with multiple positions at the university.

7. Selectthe start date and end date, and click ‘Next’.

Add Request m

“Start Date  DOVRAMAYYYY

End Date DAY Y Y

“Remote Worker Type Hybnd ~
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8. Please review the guidelines, and click ‘Next’.
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9. Complete the mandatory fields (*) in the request details section, and click ‘Next’.

Request Details
Start Date  18/0672023
Details
N
“Remote Worker Typell Hybnd v
Remote Work Reason v
Remote Location) v
Remote Days) v

10. Please select the days you wish to work remotely, and click ‘Next’.

End Date 2810672024

Select Days
Y Y Y
{ Mon :. [ Tue || Wed :.: Thur :.
\ - .— -\___ ___,' -\\__ 4
{ Fi ) Sat [ Sun )
S PN

11. Please upload reason details or add a note providing reason for the request.

Request Reason
Add Document

No Document has been attached.

Add Attachment ‘ ‘ Add Note
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Add attachment, and click ‘Next’.

No Document has been atached.

File Attachment

Choose From

Upload Supporting Documents if
required.

Note: Only jpeg/jpg or PDF files can be
uploaded to the form

Add a note, and click ‘Next’.
Note E3

“Description l

*Note Text

4
8095 characters remaining

Attached By Lis:
Attached 02/06/2023 11:50:31 AM
Last Updated 02/06/2023 11:50:31 AM

Status Active

Please provide a clear reason as to why you would like to work remotely so that your supervisor can

consider your request.

Request Reason

Add Document

Add Attachment ] [ Add Note ]

2 rows
Document Name < Description < Attached By © Attached © Status
Note Working from Home 02/06/23 11:54.02 AM Active ‘ > ‘
Website_updates_for FWA docx Email communications 02106123 11:5429 AM Active ‘ > ‘

12. Acknowledgement : Check the box “I Confirm”, and click ‘Next’.

Acknowledgement

| confirm that this arrangement has been discussed with my supervisor.

| Confirm I
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13. Review the request and click ‘Submit’.

Sabhmit
Review and Submit
Start Date 19062023 End Date 2R06200¢
Details
Remote Worker Type  Hybod
Reicts Werk Readan Perscnal reasons
Remots Location  Home
Asdress Te?':!c‘;?&m
Remate Days Specic Days Per Week
Select Days
©-0-
° s || mn
Documents
2 rows
Document Hame © Description © Attached By © Aitached
Working from Home DH0E23 11.55:56 AM ¥
abes_for_FyWA docx Email communications 0823 11 55:56 AM ]

Contact Us

For further support or questions, please contact the Service Centre on +61 8 8313 1111 or hrservicecentre@adelaide.edu.au
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