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SUPERVISOR GUIDE: TEAM FLEXIBILITY 
 

Creating an open and honest dialogue about flexible working is one of the keys to creating a 

true flexible working culture. The most effective way to successfully introduce flexible working is 

through team-based discussions. These discussions create a spirit of collaboration and 

cooperation within a team that helps make flexibility work.  

 

This guide is designed to support you to have an effective conversation with your team about 

the flexibility they want and the barriers that need to be overcome.  

ZEST also offers a Supervisor Guide to Flexible Working to support individual conversations and 

a handy Flexible Work Agreement to record what you put in place on our online resource page. 

 

ASSESS YOUR READINESS 

Before you start driving flexibility within your team, it’s important you assess your readiness and 

ability to lead the desired change.  

Diversity Council Australia (DCA) has developed a great quiz you can use to assess if you have 

a team-based approach to flexible working. It’s provided at Attachment A. 

If your results aren’t where you hoped you can expand your knowledge by accessing DCA’s 

excellent resources. The Workplace Gender Equality Agency also has some brilliant resources 

available. Or you can contact us to discuss your needs! We can tailor a training or coaching 

package to boost your flex capability. 

  

ACCESS FOR ALL 

Before any team flexibility discussions occur, you need to set a strong foundation. It needs to be 

made clear that team flexibility is about creating flexibility that is available to everyone for any 

reason (or no reason). Communication about this needs to start weeks, if not months, ahead of 

more detailed discussions. Failure to build this foundation will limit the success of the program 

as you’ll likely have pockets of resistance that will be tough to beat.  

 

Talk about your plans at team meetings, during individual catch ups, add into your team 

communications or newsletters, put posters up; whatever works! Just make sure everyone feels 

included from the outset. 

 

BROADEN YOUR MINDS 

When asked about flexible working options most people’s minds will turn to working part-time 

and working from home. While these are common flexibility offerings, they are just the tip of the 

iceberg! There are three main categories of flexibility; 

o WHEN people work 

o WHERE people work, and 

o HOW people work. 
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ZEST has a Flexible Work Inspiration document in the online resource library that provides lots 

of ideas. 

 

Employees also need to understand that flexibility can be structured or unstructured.  

 

o Structured options are those that require changes to their work pattern or who use the 

same type of flexibility in a consistent pattern (eg working from a suburban office every 

Wednesday).  

o Unstructured options are responsive to personal or business need (eg someone works 

from home while waiting for a tradesperson, or a critical document needs to be 

completed so someone stays back late but comes in later the next morning).  

Some people may use only one type, others may use both. The aim is to provide everyone with 

options! 

 

SMASH BARRIERS 

Most people have a ‘but flexibility will never work in my role/team because XYZ…’. The reality is 

that flexibility can be built into every role, but not every flexibility option will be appropriate in 

every situation. For example a Receptionist who needs to physically greet clients can’t work 

from home, but they could self-roster or job share.  

 

Ask your team to identify the things that prevent them from accessing the flexible working 

options they want. These could be practical issues like technology issues or access to physical 

documents or they may be mindset challenges like ‘our clients won’t like it’ or ‘only women get 

flexibility’.  

 

Once you’ve collated the list of barriers, it’s time to smash them! The team should collaborate to 

identify ways that roles or work can be redesigned or how they can work together to enable the 

flexibility they desire.  

 

MAKE IT REAL 

Now it’s time to create a team flexibility plan: 

o what flexibility options are going to be on offer for the team? 

o How will barriers to flexibility be overcome?  

o What needs to be implemented or changed? 

o What communication needs to happen? With whom? 

o What are the business opportunities we create from being more flexible (longer client 

service hours? E-meetings instead of face-to-face? More cross skilled employees?)  

o How will success be measured? 

o What will we do if certain options aren’t working or some barriers aren’t shifting? 
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  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. 
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ATTACHMENT A: TEAM-BASED FLEXIBILITY QUIZ 
 

 
Taken from DCA FutureFlex  


