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A

B Start Date is when you 

want this new work 

pattern to begin from. 

Please select the 

Monday of a new pay 

cycle. 

If you have multiple 
positions, you be able to 
choose which Position 
you want this to apply 
to.

Choose “Change of Work 
Pattern” for Type.

In consultation with your 
manager, full-time and 
part-time employees can 
now initiate a change of 
hours or work pattern 
through the “My Flexible 
Work - Change of Work 
Pattern” application. 

Managers can initiate on 
behalf of employees 
through Actions – Job 
Change – “Add Flexible 
Work Arrangement for 
Worker” in the 
employee Worker 
Profile. 
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If you wish to apply for more that one Flexible Work request, these will need to be requested 

separately. E.g. Change of Hours and Flexi-time are two separate requests.  
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https://support.staff.uq.edu.au/app/support/type/hr
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E Select a template that is 

relevant for you.

Select Submit.
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You’ll receive a prompt to complete the ‘Change of Work Pattern’ questionnaire – please click 

“Complete Questionnaire”. You can return to this at anytime through your Workday inbox.
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G Please read and take note of the information provided at the top of the questionnaire.
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H Input the total amount of 

hours for the fortnight / 

month / schedule 

(whichever is applicable to 

you) and then the amount 

of hours for each day. 

Please note for the days you 

don’t work, input “0”.

I When you submit the 

questionnaire, it will go to 

your Manager for review. 
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J Your Manager will receive a task in their Inbox.
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The task allows your Manager to review the information provided by you.
K

https://support.staff.uq.edu.au/app/support/type/hr


Need assistance, contact AskHR on
(07) 3365 2623 or via the online enquiry form

Flexible Work Arrangements (Change of Work Pattern)

6

L Once your Manager approves, the request will go through to the HR Partner as a To do task to initiate a 

Change of Work Pattern.

Date Published: 25.1.23

https://support.staff.uq.edu.au/app/support/type/hr

	Slide 1: Flexible Work Arrangements (Change of Work Pattern)
	Slide 2: Flexible Work Arrangements (Change of Work Pattern)
	Slide 3: Flexible Work Arrangements (Change of Work Pattern)
	Slide 4: Flexible Work Arrangements (Change of Work Pattern)
	Slide 5: Flexible Work Arrangements (Change of Work Pattern)
	Slide 6: Flexible Work Arrangements (Change of Work Pattern)

