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Hybrid Working Agreement Request Form

	Date of Request:
	

	Employee Name:
	

	Employee Commencement Date:
	

	Employee Mobile Phone Contact Details:
(Please also update payroll at the same time)
	

	Team Name:
	

	Name of Immediate Manager:
	

	Name of Leadership Team Member:
	

	Probation status at time of application –
Please move tick to applicable field
[image: ] 

	Still in probation:

	

	
	Successfully completed probation:
	

	Location:
	

	Reason for Request:
	  







	


	



[bookmark: _GoBack]Where your Request is being made referencing an NES Legal Entitlement to Request Flexibility, please confirm below which category of the Legal Entitlements apply to your application.  Requests unrelated to Legal Entitlements will be treated as discretionary requests.
I hereby confirm that I am:
   [image: ]  
	
	A parent or guardian of a child who is of school age or younger or of a child under the age of 18, with a disability

	
	A carer (as defined)

	
	A person who has a disability

	
	55 years of age or older

	
	Experiencing family or domestic violence

	
	Caring for, or supporting, an immediate family or household member who requires care or support because of family or domestic violence.


Please place tick [image: ]symbol/s in applicable box/es above, or delete if inapplicable.  Ultradata may ask you to verify the detail where a Legal Right to Request Flexibility is being referenced.

Given my Legal Entitlement to Request Flexibility, I have also provided the following material to assist Ultradata to understand my needs.  This material is attached:
	
Please insert below the details of any supplementary documents or material you have attached to this request:













	Hybrid Working Pattern Being Sought.  Please complete table below:



	Working in the Office:
(please refer specific days or hours)
	



	Working from Home in a Designated Work Space:
(please refer specific days or hours)
	



	Requested Date to Start (can be no earlier than two weeks from the date the approval is granted)
	



	Summary of Change from Current Arrangement:
	



	Review Period: 
(All agreed arrangements are subject to review after a four-month period, unless approved for a period shorter than four months).
	




	Specific Residential Address:

When working from home I shall be located at:
	





* Please note that a change in address will require a new Hybrid Working Agreement Request Form to be completed.

Health and Safety Requirements:

I have also separately provided, for review, the information required to satisfy health and safety requirements, including:

· Completed Working from Home Safety Risk Assessment;

· Copy of Emergency Evacuation Procedure displayed in the designated workspace;

· Evidence of appropriate first aid and fire equipment, suitable for the designated workspace.

This material has been reviewed and approved by the Head of People and Culture, as per below:

	Approval of Head of People & Culture
	   Peter Wallbridge


	Signature of Head of People & Culture

	

	Date:

	



EMPLOYEE CONFIRMATION

	I confirm that the information provided on this form is true and correct.
	Print Employee Name: 

	Signature of Employee:
	 

	Date:
	




IMMEDIATE MANAGER CONFIRMATION
	I confirm that I have discussed with the applicant and endorse the enclosed application:
	Print name of Immediate Manager Below:




	Signature of Immediate Manager
	

	Date:
	






APPROVAL DECISION SECTION
	|_|   Approved
	|_|   Approved but on hold
	|_|   Not approved/further justification required



Recommended/Approved by:
	Print name of Recommending Leadership Team Member (as above):  
	



	Signature of Recommending Leadership Team Member:  
	


	Date:
	  





	
Signature and approval of CEO:


	

 

	
Date:


	

 



Commencement and Review Dates:  
	Commencement Date:
	



	Review Date:
	






Commercially Sensitive and in Confidence

[image: ]Commercially Sensitive and in Confidence
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