HIRING LAB
Flexible Work Arrangement (FWA)
Request & Response Form
For employers in Singapore. This form mirrors the process set out in the Tripartite Guidelines on Flexible Work Arrangement Requests (TG-FWAR), which took effect on 1 December 2024. Employees complete Section A; the employer completes Section B and returns a written decision within two months of the request.
  SECTION A — EMPLOYEE REQUEST (completed by the employee)
Employee name
 
Department / Role
 
Date of request
DD / MM / YYYY
Have you completed your probation period?
☐  Yes
☐  No (note: formal requests apply after probation)
Type of FWA requested (tick one)
☐  Flexi-place — where you work (e.g. work-from-home, split week)
☐  Flexi-time — when you work (e.g. staggered hours, compressed week; no change to total hours)
☐  Flexi-load — how much you work (e.g. part-time, job-share; pay adjusted to match)
Describe the specific arrangement you are requesting
 
 
Expected frequency (e.g. days per week, specific hours)
 
Proposed start date
DD / MM / YYYY
Duration
☐  Trial period (specify length): ____________
☐  Ongoing / permanent
Reason for the request
 
 
Employee signature
 
Date
DD / MM / YYYY
  SECTION B — EMPLOYER RESPONSE (completed by the employer)
Date request received
DD / MM / YYYY
Written decision due by (within 2 months of the request)
DD / MM / YYYY
Decision
☐  Approved as requested
☐  Approved with modifications (describe below)
☐  Not approved (state the legitimate business ground below)
If approved with modifications, describe the agreed arrangement
 
 
If not approved, the decision is based on a legitimate business ground (tick all that apply)
☐  Significant increase in cost to the business
☐  Significant decline in productivity or output
☐  Not feasible given the nature of the work
☐  Other legitimate business ground (specify below)
Note: under the TG-FWAR, a request may only be rejected on legitimate business grounds, and the reason must be given to the employee in writing. Preference alone (e.g. “we want everyone in the office”) is not a valid ground.
Explanation / notes to the employee
 
 
Reviewing manager name
 
Signature
 
Date
DD / MM / YYYY
A practical template from Hiring Lab — not legal advice. Confirm your own process meets the Tripartite Guidelines on Flexible Work Arrangement Requests (MOM / TAFEP).
Source: MOM, Tripartite Guidelines on Flexible Work Arrangement Requests (2024) · tal.sg/tafep
