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NOTES
· Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm 
· This form serves as a template for the recording and documenting of flexible work arrangements.
· A copy of this form is kept by the line manager and the position holder.

STAFF MEMBER DETAILS
	Staff member name
	

	Staff member position title 
	

	Position grade 
	

	Academic faculty / PASS department
	

	Academic department / PASS unit
	

	Division / section
	

	Line manager name
	

	Line manager position title 
	

	Date of compilation 
	

	Date for review 
	




OPERATIONAL FLEXIBILITY
	Record the operational flexibility of the position, as defined in the OPERATIONAL FLEXIBILITY section of the HR191 Position Description.
See also: UCT Flexible Work Approach Guideline

	Work Location
( tick appropriate box and provide detail in space below)
	
	Onsite
	
	Hybrid
	
	Remote

	
	

	Work Schedule
( tick appropriate box and provide detail in space below)
	
	Structured
	
	Semi-Structured
	
	Unstructured

	
	




FLEXIBLE WORK ARRANGEMENT
	Record the details of the flexible work arrangement, as agreed between the line manager and staff member 
See also: UCT Flexible Work Approach Guideline

	Work Location
( tick appropriate box and provide details of ordinary working locations)
	
	Onsite
	
	Hybrid
	
	Remote

	
	

	Work Schedule
( tick appropriate box and provide details of working hours and/or schedule)
	
	Structured
	
	Semi-Structured
	
	Unstructured

	
	

	List UCT provided remote technology and connectivity resources (such as a laptop).
	

	Confirmation of review of the UCT Flexible Work Approach Guideline.
	Staff member signature
	
	Line manager signature

	


	Confirmation of completion of the applicable Success Factors programme on managing Flexible-Work Arrangements (i.e. HR003 or HR004).
	Staff member signature 

(programme HR003)
	
	Line manager signature 

(programme HR004)
	

	Confirmation of OHSE Risk & Ergonomic Assessment
	Staff member signature
	
	Line manager signature
	




AGREED BY
	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Position Holder
	
	
	
	

	Direct Line Manager/Supervisor
	
	
	
	

	Area Line Manager
	
	
	
	

	HOD
	
	
	
	

	Dean / ED
	
	
	
	






COMPLETING A FLEXIBLE WORK AGREEMENT
HR196
When do I use this form?
A FLEXIBLE WORK AGREEMENT is the document recording a Flexible Work Arrangement agreed between a UCT and a staff member. It records:
· The Work Schedule Flexibility defined in the HR191 Position Description.
· The Work Location Flexibility defined in the HR191 Position Description.
· Confirmation of the completion of a learning and development programme on managing Flexible-Work Arrangements 
· Confirmation of the completion of an OHSE Risk & Ergonomic Assessment.
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· If a Flexible-Work Arrangement has not been intentionally considered, approved, and documented via this form and the HR191, an onsite, structured arrangement will apply by default.
· No position automatically qualifies for any measure of Operational Flexibility.  
· It is the operational need of the unit and the operational requirements of the position that determines Operational Flexibility.  
· The operational needs of the unit and the operational requirements of the position are always prioritised (these being determined by the line manager as part of the position design when determining Operational Flexibility, the final authority being the Executive Director or Dean of the unit (or their delegated authority).   
· Should a staff member be unable or unwilling to meet the operational needs of the unit and the operational requirements of the position under a particular Flexible-Work Arrangement, the arrangement must be reviewed by the line manager, and advice must be sought from Human Resources.
· Arrangements must be reviewed at least annually as part of the performance management process, or at any other time that either Operational Flexibility of the position or the needs and preferences of the staff member change.  
· Any fully remote staff member may be required to attend work onsite from time to time at the request of the line manager.  
· Staff must avail themselves to onsite work and meetings when required and at their own arrangement. 
· Line must provide sufficient and reasonable notice of such requirements. 
· Any fully onsite staff member may be required to work remotely or from a different location from time to time at the request of the line manager.  
· Staff must avail themselves to offsite work when required and at their own arrangement.   
· Line must provide sufficient and reasonable notice of such requirements and provide basic necessary resources.
Where do I send this form?
· Once completed and signed, a copy should be kept by both the line manager and the staff member.
· A copy of this form is sent together with the relevant documentation to HR Administration.
What other forms do I need to complete?
None.
What training do I need to complete?
· Completion of the SuccessFactors programme on managing Flexible-Work Arrangements is a prerequisite for any arrangement involving remote or unstructured work.  
· The programme is available on Success Factors for the line manager (HR004) and the staff member (HR003).
Where can I get further assistance?
· For more detailed guidelines on the UCT Flexible Work approach, consult the UCT Flexible Work Approach Guideline or contact your HR Business Partner.
· For detailed guidelines on OHSE Risk & Ergonomic Assessments contact the OHSE team at https://uct.ac.za/staff/occupational-health-safety-environment-ohse 
18 August 2026                                                                                   Page 6 of 6                                                                                                    HR196
image2.png
Note




image1.png
UNIVERSITY OF CAPE TOWN





