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[bookmark: _Toc221470991][bookmark: _Toc221477820]Flexible Working Policy
1. [bookmark: _Toc221470992][bookmark: _Toc221477821]Statement 
1.1 [Insert Organisation's Name] recognises that a better work-life balance can improve employee motivation, performance and productivity, and reduce stress. Therefore, we want to support employees to achieve a better balance between work and other priorities.
1.2 We are committed to agreeing any flexible working arrangements, provided that the needs and objectives of both the organisation and the employee can be met.
2. [bookmark: _Toc221477822]Purpose
2.1 This policy sets out [Insert Organisation's Name]'s approach to flexible working, outlining who is eligible, how to make a request, and how requests will be considered. It aims to ensure that arrangements are agreed fairly and consistently, balancing the wellbeing and preferences of employees with the operational needs of the organisation.
3. [bookmark: _Toc221477823]Scope
3.1 [bookmark: _Toc221019849]This policy applies to all employees. It does not apply to agency workers, consultants, zero-hours workers or volunteers.
4. [bookmark: _Toc221477824]Related Documents
4.1 This policy should be read alongside the following [Insert Organisation's Name] policies and relevant legislation:	Comment by Helen Roger: Adapt to the needs of the organisation
· ACAS Guide: What flexible working is - Statutory flexible working requests - Acas
· Data Protection Policy
· Health and Safety Policy
· [bookmark: _Toc221470993]Leave Policy
5. [bookmark: _Toc221477825]Key Principles 
5.1 We are a flexible working first organisation, recognising that employees flourish when able to work when and where suits them best, providing that contractual and organisational requirements are met.
5.2 All applications for flexible working will be treated objectively, based on the potential impact on the organisation and colleagues.
5.3 It is our policy to encourage open discussion with employees, and any colleague that thinks they may benefit from flexible working is encouraged to discuss this with their manager in the first instance to talk about options.
5.4 We will consider all requests for flexible working, considering the impact on employee wellbeing, equal opportunities and organisational needs. We will make decisions in collaboration with you, and our aim will always be to come to an arrangement that benefits you whilst ensuring we can continue to meet the needs of our team and clients.
5.5 It may not always be necessary to seek formal agreement to work flexibly on an occasional basis, provided that your manager is aware of and has agreed to this arrangement.
6. [bookmark: _Toc221477826]Definitions- Flexible Working
6.1 Flexible working is any type of working arrangement that gives flexibility or a variation on how an employee works.
6.2 The following options are examples of the types of flexible working that are already offered or that will be considered by the organisation. We also recognise that different employees have different needs and there may be others, or a combination of options suitable to both the organisation and the employee.
· Annualised hours
· Compressed hours
· Part-time working
· Part year working (such as term-time)
· Job sharing
· Working primarily from home or another location
7. [bookmark: _Toc221470995][bookmark: _Toc221477827]The Needs of the Organisation 
7.1 Where a flexible working arrangement is proposed, we will need to take into account a number of criteria including (but not limited to):
· the costs associated with the proposed arrangement
· the effect of the proposed arrangement on colleagues
· the need for, and effect on, supervision and performance management
· the existing structure of the department and team
· the availability of staff resources
· details of the tasks specific to the role
· the workload of the role
· whether it is a request for a reasonable adjustment related to a disability
· any health and safety issues
8. [bookmark: _Toc221470996][bookmark: _Toc221477828]Eligibility
8.1 All employees have a statutory right to request flexible working from the first day of employment.
8.2 [Insert Organisation's Name] is also open to discussing flexible working arrangements with employees before their first day.
8.3 Hiring managers will:
· include flexible working options that are available in job adverts
· discuss flexible working with the successful applicant before they start
9. [bookmark: _Toc221477829][bookmark: a301176]Making an Application for Flexible Working 
9.1 If you wish to apply for flexible working, you should submit a written application to your line manager, using the Flexible Working Request Form. The application must set out:  
· the date of application, the change to working conditions the employee is seeking and when you would like the change to come into effect,  
· that it is a statutory request and if you have made a previous application for flexible working and the date of that application,  
· if the request is made in relation to the Equality Act 2010, for example as a reasonable adjustment for a disability.  

9.2 Whilst there is no obligation to do so, if you have any information or suggestions as to how you believe the request can be accommodated, it will be useful to include these in the application.
9.3 You should allow as much time as possible between the date of the application and the date you would like the flexible working arrangement to start. This is to allow time for the application to be considered and for an assessment to be made as to whether or not it can be accommodated. 
9.4 It can take up to 2 months from first receipt of the flexible working application for an application to be decided upon.  
9.5 An accepted application will mean a permanent (unless otherwise agreed) change to terms and conditions of employment, which will be confirmed in writing. It is important therefore that, before making an application, the employee gives careful consideration to which working pattern is most suitable for them and any financial implications it might have in cases where the desired working pattern will involve a decrease in salary.  
10. [bookmark: _Toc215481763][bookmark: _Toc220672377][bookmark: _Toc221477830]Dealing with requests  
10.1 The line manager will arrange to discuss the desired work pattern with the employee and how best it might be accommodated.  
10.2 The meeting will be arranged within 10 working days of the submission of the flexible working request.
10.3 The discussion will allow you to explain the reasons why you are seeking the change if you choose to tell their line manager this. It will also provide an opportunity to consider other alternative working patterns should there be problems in accommodating the desired work pattern outlined in the application. 
10.4 The discussion does not have to be face to face, if you and your line manager agree it can be held by phone or some other way.  
10.5 You have the right to be accompanied during this discussion by a work colleague or a trade union representative (a ‘companion’). It is your responsibility to arrange the attendance of any colleague or trade union representative. This individual has the right to decline to attend. The name of the companion and whether they are your workplace colleague or trade union representative must be provided to the line manager at least 24 hours prior to the meeting.  
10.6 The companion is primarily there as a form of support for the employee but may:  
· address the meeting  
· confer with the employee during the meeting and request an adjournment.  

10.7 However, they are not allowed to:  
· behave in any way that prevents the case being fully heard, or  
· answer questions put directly to the employee   

10.8 An application will be considered as withdrawn if you fail to attend two meetings without providing reasonable notice or reasonable explanation of non-attendance. [Insert Organisation's Name] will confirm any withdrawal of an application in writing.  This request will still be classed as one of the two requests allowed within a 12-month period.
10.9 Following the discussion, the line manager will consider the request carefully weighing up the advantages against any adverse impact on the business. 
10.10 The line manager’s recommendation will then be made to Senior Management, where a final decision will be made. [Insert Organisation's Name] will then write to the employee to either:  
· accept the request and confirm a start date and any other action;  
· confirm a compromise agreed at the discussion; 
· reject the request, setting out business reasons and how these apply to the application, as well as the appeal process.  

10.11 If the line manager is unsure whether the arrangements requested are sustainable for [Insert Organisation's Name] or about the possible impact on other employees’ requests for flexible working, the flexible working arrangement may be agreed for a temporary or trial period, before reaching a final decision on the request. 
10.12 If this is the case, it will be confirmed to you in writing. The line manager will agree review points with you to discuss how the new arrangements are working and make any adjustments as necessary.
10.13 You can withdraw your flexible working application either verbally or in writing.  
11. [bookmark: _Toc215481764][bookmark: _Toc220672378][bookmark: _Toc221477831]Grounds for refusing a request  
11.1 The business grounds for refusing a flexible working request must come from at least one of those listed below:  
· the burden of additional costs;  
· an inability to reorganise work among existing staff;  
· an inability to recruit additional staff;  
· a detrimental impact on quality;  
· a detrimental impact on performance;  
· a detrimental effect on ability to meet customer demand;
· lack of work during the periods the employee proposes to work;  
· planned structural changes to the business.  
12. [bookmark: _Toc221477832]Time Limits
12.1 We will deal with all flexible working applications promptly, without undue delay. All requests, including any appeals, must be considered and decided on within a period of two months from first receipt of the flexible working application.  
12.2 This time limit may be extended in exceptional circumstances, for example to accommodate a trial period, through agreement between the line manager and the employee making the request.
13. [bookmark: _Toc221470999][bookmark: _Toc221477833]Appeals
13.1 If you are unhappy with the decision, you have the right to appeal. 
13.2 All appeals have to be submitted in writing to the [CEO, director or manager], or where the appeal is against the decision of the [CEO, director or manager], to the [CEO, director, manager or Chair of the Board of Trustees] within 7 calendar days of the date of receiving the written confirmation of the outcome. 
13.3 In the letter, you must clearly state the full grounds on which you are appealing including all details which you feel are relevant to the appeal. 
13.4 The appeal should not simply outline that you are unhappy with the outcome.  
13.5 An appeal meeting will be arranged within 10 calendar days of receiving the appeal . 
13.6 Appeals will be heard by an impartial manager who, wherever possible, will be more senior to the manager making the original decision. 
13.7 You will have a right to be accompanied by a workplace colleague or a trade union representative. Please note, that the recommendation of the appeal hearing would also need to be considered by the [Senior Management Team or equivalent] before a final decision is made.  
13.8 [bookmark: _Toc511384529]Appeal decisions are final and will be confirmed in writing following the appeal meeting.  
14. [bookmark: _Toc215481761][bookmark: _Toc220672374][bookmark: _Toc221477834]Line manager’s responsibilities 
14.1 Any action taken under this policy will normally be taken by the employee’s immediate line manager. In cases of appeal, only an appropriate manager (normally one who has not been involved in the case so far) can hear the appeal.  
14.2 It is the responsibility of the line manager to:  
· consider and respond constructively to any requests for flexible working,
· ensure that requests for flexible working are dealt with in a prompt and timely way,  
· make themselves familiar with this policy and procedure,  
· consider each request for flexible working on its merits, taking into account individual circumstance and take action as appropriate to individual and business circumstances,  
· ensure employees understand the possible outcomes of the procedure for requesting flexible working.  
15. [bookmark: _Toc221477835]Monitoring, Review and Reporting
15.1 [Insert Organisation's Name] will monitor and review this policy on an 18 month cycle, or sooner if required by changes in legislation or learning incidents that require earlier updates. 
15.2 All information collected for the purpose of monitoring this policy will be handled sensitively and in confidence. Personal data will be processed and stored securely in accordance with [Insert Organisation's Name]’s Data Protection Policy and UK GDPR. Access will be limited to those who require the information for legitimate business, HR or legal purposes.
15.3 This policy will be reviewed regularly to ensure it remains effective, inclusive, and aligned with organisational needs and best practice. 
15.4 This policy does not form part of any employee's contract of employment and it may be amended at any time. You will be notified of any changes to this policy by the relevant staff member and the most up-to-date version will always be on the intranet. 


[bookmark: _Toc221477836]Appendix A- Flexible Working Request Flow Chart
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