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	Date of Application:
	

	Employee Name:
	

	Employee Commencement Date:
	

	Employee Mobile Phone Contact Details:
	

	Name of Immediate Manager:
	

	Name of Leadership Team Member:
	

	Probation status at time of application
Please tick applicable field.
	Still in probation:
	

	
	Successfully completed probation:
	

	Team:
	

	Location:
	KL Office

	Reason for Request:
	

	
	



	Hybrid Working Pattern Being Sought



	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:
	

	Summary of Change from Current Arrangement:
	

	Duration (cannot be indefinite – reviewable every 4 months)
	





Specific Residential Address
	When working from home I shall be located at:
(Please specify residential address)
	




* Please note that a change in address will require a new Hybrid Working Agreement Request Form to be completed.
I also attach, as part of my application:
      [image: ]
	
	Completed Working from Home Safety Risk Assessment (available on the Intranet)

	
	Copy of Emergency Evacuation Procedure displayed in the designated workspace

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


Please apply tick/s as applicable.
I confirm that the information provided on this form is true and correct.
	Employee Signature:
	



	Date:
	




Name and Signature of Immediate Manager 
	Name of Immediate Manager

	Please print name below



	
Signature of Immediate Manager
	





	Health and Safety Evidence endorsed by Head of People and Culture:

	Please print name below
PETER WALLBRIDGE



	
Signature of Head of People & Culture
	






APPROVAL DECISION SECTION

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



Recommended/ Approved by:
	Name of Recommending Leadership Team Member (PLEASE PRINT):  
	



	Signature of Leadership Team Member:


	

	Date:

	


	
Signature of CEO:

	

	
Date:

	




Commencement and Review Dates:  
	Commencement Date:
	



	Review Date:
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