How to Design a Flexible Work Policy

In today’s evolving work landscape, flexibility is no longer just a perk but a necessity
for attracting and retaining talent. A well-crafted flexible work policy can enhance
employee satisfaction, boost productivity, and support work-life balance. Here’s
how to design an effective flexible work policy for your organisation:

Step 1: Assess Organisational Needs and Readiness

v

Evaluate Current Practices: Review existing work arrangements and identify
areas where flexibility could be beneficial.

Understand Employee Needs: Conduct surveys or focus groups to gauge
employee interest and specific needs for flexibility.

Determine Feasibility: Consider the nature of your business and job roles to
assess how flexibility can be integrated without compromising performance.

Step 2: Define Flexible Work Options

v

Types of Flexibility: Decide on the types of flexible arrangements to offer,
such as remote work, flexible hours, compressed workweeks, or job sharing.
Eligibility Criteria: Establish clear criteria for who can participate in flexible
work arrangements, based on job function, tenure, or performance.

Step 3: Develop Policy Guidelines

v

Set Clear Expectations: Define work hours, availability requirements, and
communication protocols to ensure clarity.

Performance Metrics: Establish how performance will be measured and
evaluated for employees working flexibly.

Approval Process: Outline the process for requesting flexible work
arrangements, including necessary approvals and documentation.

Step 4: Communicate the Policy

v

Policy Rollout: Clearly communicate the policy to all employees through
meetings, emails, and the company intranet.

Training for Managers: Provide training to managers on how to deal with
requests to implement and support flexible work arrangements effectively.
Open Dialogue: Encourage questions and feedback to ensure understanding
and address any concerns.

Step 5: Implement and Monitor the Policy

v

Pilot Program: Consider starting with a pilot program to test the policy and
gather insights for improvement.



v Use Technology: Use technology to support, flexible and remote working.

v Regular Check-Ins: Schedule regular check-ins with employees and
managers to discuss experiences and address challenges.

v Adjust as Needed: Be open to making adjustments based on feedback and
changing business needs.

Step 6: Evaluate Success and Impact

v Collect Feedback: Gather feedback from employees and managers to
assess satisfaction and identify areas for improvement.

v Measure Outcomes: Track key metrics such as productivity, employee
engagement, and retention to evaluate the policy’s effectiveness.

v Continuous Improvement: Use insights gained to refine the policy and
ensure it continues to meet organisational and employee needs.

HOW CAN WE HELP YOU? Find out about our HR Support packages

Get the peace of mind that comes from knowing that your business is protected
with our retained HR Support packages, which provides you with comprehensive
HR support, and all of the documents that you need.

The Retained HR Services package includes:

Unlimited expert consultancy
v

Bespoke case management documents e.g. disciplinary, absence, grievance and

redundancy
v

Bespoke contracts and employee handbooks
v

Offer document templates including terms and conditions of employment
v

Newsletters and legal updates.
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