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COMMUNICATING FLEXIBLE WORKING  

 

Offering people the opportunity to work flexibly is one thing, but communicating the varied 

arrangements to external and internal stakeholders is another. No-one wants a frustrated client 

wondering why their contact is answering their calls during standard business hours on a 

weekday! 

 

Email signatures and out-of-office messages are one of the best ways to communicate flexibility 

as its often the content people reference when they are dialling someone’s number or replying 

to an email. The suggestions below can be used as out of office messages or added into 

signature block templates. They also be adapted for internal employee directories or ‘status’ 

bars for online programs such as Skype. The content is intended as a guide only and should be 

tailored to your organisational context.  

 

WORKING LESS THAN FULL TIME HOURS 

 

Option 1: 

 

Company ABC supports/encourages flexible working. 

Our office hours are 9:00am-5:00pm weekdays, you can call our office number 1234567 and a 

member of the team will assist you. If you wish to speak to me directly, my contact hours are: 

MON TUE WED THU FRI 

8:30AM-4:45PM 8:30AM-4:45PM 7:30AM-4:00PM -  7:30AM-4:00PM 

 

Option 2: 

 

I work flexibly and am in the office between 10:00am and 3:00pm each day. Outside these 

hours you can send me an email or, if your enquiry is urgent, contact <insert contact details of 

another staff member>. 

 

Option 3: 

 

Company ABC allows me to work a condensed week/9-day fortnight and consequently I am out 
of the office every/every other Wednesday. I am not contactable on that day; however you can 

call <insert contact details of another staff member> if you require assistance.  

 

SET CLIENT CONTACT HOURS 

 

Option 1: 

 

In order to deliver the best service I can, I take external calls between 10:00am and 2:00pm 
each day. The best method of contacting me outside those hours is by email or feel free to call 

and leave me a voicemail. 
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Option 2: 

 

Delivering quality outcomes to you is my priority. Each day between 2:00pm and 5:00pm I focus 

my attention solely on doing the really tricky stuff and don’t take calls or check emails.  
If you have an urgent issue during this time please call my assistant <insert contact details of 

another staff member>, otherwise I’ll respond to you in due course.  

 

Option 3: 

 

Company HIJK is committed to professional development and provides employees with 2 hours 
each week to focus on research, webinars or networking activities. Consequently I am 

unavailable between 9:30-11:00am each Thursday. If you have an urgent issue during this time, 

please text my mobile. 

 

WORKING REMOTELY 

 

Option 1: 

 

Please note that I’m working from home/alternate office today. I am contactable on my mobile 

<insert mobile number> or by email. 

 

Option 2: 

 

Company XYZ supports remote working which means while I may not be at my desk, please be 

assured that I’m working hard wherever I’m located and will attend to your email in due course. 

You are also welcome to call my mobile <insert mobile number>. 

 

WORKING AMENDED START/FINISH TIMES 

 

Option 1: 

 

Please note that I am sending this email outside standard business hours because I work flexibly 

and it suits me to do so. There is no requirement for an immediate reply, so please respond to 

this email during your scheduled work hours.  

 

Option 2: 

 

Company ABC encourages flexible working. My work hours are 7:30am to 4:00pm Monday to 

Thursday. You are welcome to contact me by phone or email during those hours.  

Please note: Friday is my non-work day. I will attend to your queries on my return to the office 

or, if your query is urgent, you can contact my colleague <insert contact details of another staff 

member>. 
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OUT OF OFFICE REPLIES 

 

Option 1, internal working from home notification:  

Thank you for your email. Please note I’m working from home/alternate office today. I’m 

available on skype and email as usual- please feel free to reach out! 

 

Option 2, internal and external non-work day notification: 

Thank you for your email. I work flexibly and today is my scheduled non-work day. I will attend to 

your email on my return to the office on <insert date>. (Optional) If your enquiry is urgent, I can 

be reached on <insert mobile number> or contact <insert contact details of another staff 

member>. 

 

Option 3, internal and external client service hours notification: 

Thank you for your email. Please note I work flexibly today and my contact hours are <insert 

time>. I will attend to and respond to my emails and voicemails during this time. If your enquiry is 

urgent, please contact <insert contact details of another staff member> or provide mobile 

number. 

(Optional) I will be available during standard business hours tomorrow. Please book time in my 

online calendar if you’d like to secure a time for us to talk. 

 

   

 

LIKE THIS DOCUMENT BUT WANT MORE? 

ZEST can fully customise this document to suit your needs, business context and branding. 

 

By providing expert support, ZEST can help you achieve your flexible working goals through: 

 Senior Leadership education and coaching 

 Supervisor training and coaching 

 Employee training 

 Development of policies, strategies and procedures 

 Review of existing policies, strategies and procedures 

 Creation of entire flexible work programs 

 Evaluation of flexible work initiatives 

 

Email enquiries@zestbcc.com.au or call Tanya on 0423 406 766 to discuss your requirements. 

 


