Flexible Working Arrangements Policy – July 2003

Human Resources


Sun Microsystems'

- Flexible Working Arrangements policy -

What are the aims of Sun Microsystems' Flexible Working Arrangements Policy?


  To support business and Sun's people strategy, i.e.:

 - Improve our marketplace positioning as an "employer of choice" enabling us 

to  attract and retain the best talent. 

 - Improve access to Sun products and improved quality of service to all 

 customers.

 - Employ an increasingly diverse workforce that reflects the diversity of our 

 customer base.

 - Improve the productivity of our workforce.

Why should we have a policy around this?

· We want to ensure that all employees have the flexibility to pursue work/life balance goals and be able to meet their family, social and outside commitments

· We want to maintain industry standards and ensure that Sun provides the same or better benefits then our competitors in the industry.

· We have an ageing population  - it is estimated  that by 2010 we will not have enough qualified employees to do the jobs we currently have (Hewitt) and therefore we need to ensure flexibility to attract staff as the candidate market shrinks.

· Advocating that it is possible to achieve success within an organisation without working 12 hours a day.

· Employee's indicated in the Power of Sun Survey that more flexible hours/work practices were desired.

General Guidelines for Flexible Working Arrangements

· Policy applies to all Sun employees excluding Temporary/Casual employee's including interns, and Contractors or Consultant vendors.

· All flexible arrangements shall be addressed on a case by case basis through a process of consultation between the employee, manager and human resources. 

· All arrangements are voluntary and not an entitlement and must be consistent with the needs of the business, with no party experiencing a negative impact. 

· The employer has the right to review and terminate any arrangement given the required four weeks notice is given.

· The suitability of the role and the individual, as well as the impact on customers and the employee's team will be considered.

· A cost/benefit analysis of the move may occur.

· Employee's seeking such arrangements must have 12 months continuous service.

· Employee's undertaking a flexible working arrangement should in no way be disadvantaged in career development and training opportunities.

· Managers must be able to manage by results and output, and have an effective approach to communication. Employees performance goals must be clearly documented.  

· Any employee working less than 18 hours a week is not eligible for salary continuance.

· In principle most jobs could be altered to be more flexible, however, some jobs are more suitable and easily adjusted.

Part Time Work 

Principle: Sun Offers employees flexible work practices that enable them to combine personal or family needs whilst meeting Sun's business requirements

Definition: Part Time work is a voluntary work arrangement whereby an employee or Sun as a company performs a job function in reduced hours.

The benefits of Part Time work  include:

·  increased flexibility in working hours and arrangements

· ability to remain in paid employment when otherwise impossible (e.g. due to family or personal reasons)

Who? This policy applies to all Sun Employees. Please note that management need to approve Part Time work and it's viability within the LOB. It does not apply to:

· Temporary/Casual employees including interns

· Contractors or Consultant vendors

When? This policy is applied when:

· Sun Identifies a Part Time job opportunity

· an employee identifies a Part Time job opportunity

· an employee requests a reduction of hours and Sun recognises that the job function can be performed through a Part Time work arrangement.

NB: As stated above an employee is not automatically entitled to Part Time work. Sun will make the decision in view of business and employee requirements.

High Level Process:

· Part Time job opportunity is identified – by business or employee

· Approvals are gained from LOB head and HR to implement

· Establish terms & conditions of employment e.g.: minimum hours of work etc.

· Manage Part Time job arrangement – Measure and monitor progress

Guidelines:

 Where proposed part time role meets Sun's requirements for the position, every attempt will be made to facilitate a part time arrangement at an employee's request.

Suitable positions include those requiring minimal supervision and project based work. It is also suitable for jobs where customer contact is currently planned/scheduled or could be planned/scheduled. 

Responsibilities must be clearly defined and distinguishable. 

It is not to be a full time job done in part time hours. 

An employee working part time would be expected, where reasonable, to attend all team meetings and be accessible on days off provided satisfactory notice is given.

Part time employees are to work a minimum of 16 hours per week and not more than 32 hours per week. Within this the actual hours of work can be negotiated between the manager and employee and a set number of hours decided. These hours can be changed by mutual agreement of both parties. Any employee working less than 18 hours a week is not eligible for salary continuance.

Sun reserves the right to enact a probation period at the beginning of any part time work arrangement.

A part time work arrangement can be terminated with the giving of four weeks notice by either party. 

Flexible Working Hours

Principle: Sun Offers employees flexible work practices that enable them to combine personal or family needs whilst meeting Sun's business requirements

Definition: Providing a level of flexible work options in the daily start and finish times within the core operating hours of 7am and 9pm.

The benefits of Flexible Working Hours  include:

· Allows Employees to balance work/life

· Ability of employees to determine their own working arrangements

· increased flexibility in working hours and arrangements

Who? This policy applies to all Sun Employees. Please note that management need to approve a Flexible Working Hours and it's viability within the LOB. It does not apply to:

· Temporary/Casual employees including interns

· Contractors or Consultant vendors

When? This policy is applied when:

· Sun Identifies Flexible Working Hours opportunity

NB: As stated above an employee is not automatically entitled to Flexible Working Hours arrangements. Sun will make the decision in view of business and employee requirements.

High Level Process:

· Flexible Working Hours identified– by business or employee

· Approvals are gained from LOB head and HR to implement

· Establish terms & conditions of employment including times and dates employees will be in the office e.g.: it is the intention of this policy that it is known in advance the days and time when someone will be in the office

· Manage Flexible Working Hours – Measure and monitor progress

Guidelines: 

Where proposed flexible hours meets Sun's requirements for the position, every attempt will be made to facilitate a flexible working week arrangement at an employee's request.

The core hours of work are 7am to 9pm, however, exception to this can be negotiated with employee's individual manager. Actual hours of work e.g. 7am to 4pm or 9.30am to 6.30pm etc. is to be negotiated with individual manager. The agreed hours of work must then be communicated effectively to anyone that may be impacted by the agreement.

Sun Microsystems Australia's standard working week consists of 40 hours.

The employee must be able to effectively manage their work load and be a good communicator for this to be successful. 

The employee should be at work in peak/busy times and would be expected, where reasonable, to attend all team meetings provided satisfactory notice is given. 

Sun reserves the right to enact a probation period at the beginning of any flexible hours arrangement.

A flexible hours arrangement can be terminated with the giving of four weeks notice by either party. 

Paid Maternity Leave 

The offer of 12 weeks paid maternity leave for women with 12 months continuous service with Sun (excluding Temporary/Casual employees, interns, and Contractors or Consultant vendors). The exceptions to this, where payment can be made to a woman's partner, should include where the mother has died, where the mother is not medically able to care for the child (based on a doctor's opinion).

The leave will be paid at  fixed salary, and  does not include any "at risk" component.

Paid maternity leave may commence up to six weeks before due date, provided the required notice of ten weeks is given and a medical certificate is provided as per the current maternity leave policy.

If the employee were eligible for any Government assistance then the payment to them would be reduced by this amount. As per current parental leave policy a total of 52 weeks can be taken. All other aspects of the parental leave policy are to remain the same.

Note:  Paid maternity leave was introduced at 1 July 2003.  Women on maternity leave prior to 30 June 2003, returning at a date after 1 July 2003 are eligible for paid leave for the period between 1 July 2003 and their return to work date.

Part Time Return to Work

Employees returning to work following maternity leave, are eligible to request return on a part time basis working a minimum of 20 hours per week. This applies for a period of six months after the completion of leave, and is role dependant and requires   your direct managers' approval.   Employees may apply to return to work and take up other flexible working arrangements for 6 months i.e. flexible working hours, within the guidelines of that policy. 

Every attempt will be made to facilitate a flexible working arrangement at an employee's request. Notice of intention to return to work under a flexible working arrangement is to be communicated by the employee to their manger no less than 10 weeks prior to completion of leave. Where possible details of the flexible arrangement are to be discussed and agreed upon before the commencement of leave.

