Flexible working policy
Introduction

XX supports blended and flexible working.  Our aim is to have a blended and flexible approach to working that ensures everyone stays connected, is supported by their teams and digital tools, where everyone feels included and where staff wellbeing, work life balance, organisational culture, quality and impact are the focus.  This policy sets out how to make a flexible working request and the time scales involved.
This policy aims to:

· ensure a fair and equitable experience of working for XX
· support a positive work life balance

· set out what you can expect from XX, and what your responsibilities are.

Who can apply for flexible working?

All XX staff can request flexible working. 

What is a flexible working request?

A flexible working request allows you to request set arrangements, that are protected and confirmed in your terms and conditions of employment. For example, reducing your working hours to part-time, changing your official office base because you are relocating to another area, or having set days or times off during the working week when you do not work.

Options for flexible working include:
· Part time working
· A fixed change to your times of work (i.e. start and finish time)

· A change to your place of work

· A fixed change to your work pattern (i.e. days and times of work)
Changes agreed in a flexible working request are normally permanent with a trial period of 6 months.  You can also follow this process to agree a temporary arrangement with your line manager.  

What if I want to change a flexible working arrangement? 

We do not limit the number of flexible working requests you can make.  If you need to
change your working arrangements more than once, you can make another flexible working request and agree a new working arrangement.  

How to make a flexible working request:
To make a flexible working request, complete the form below and share it with your line manager.  Your line manager will meet with you to discuss your request. If you want to, you can ask a current colleague or TU representative to join you at the meeting with your line manager to discuss the flexible working request.  

At the meeting you and your line manager will discuss the impact that the requested change will have on your outputs and the work of the project/department, taking into consideration: additional costs, service user demand, workloads, travel time and travel and accommodation expenses.  Your line manager will discuss the request with HR before deciding.  
If your request is agreed, your line manager will let you know and you will agree a start date for the change to be implemented.  HR will confirm the change to your terms and conditions in writing.  

If it is not possible to agree your request (due to one or more of the reasons below), your line manager, with the support of HR, will meet with you to let you know the outcome.  HR will confirm the outcome in writing. 

Requests can be turned down for the following reasons:

· Affordability – burden of additional costs 

· Detrimental effect on ability to meet service user demand 

· Inability to reorganise work among existing staff 

· Inability to recruit additional staff 

· Detrimental impact on quality 

· Detrimental impact on performance 

· Insufficiency of work during the periods the staff member proposes to work 

· Planned structural changes
If your request to work flexibly is turned down, you manager will explain why.  It may be possible to agree an alternative arrangement, your manager will work with you to find an alternative.  If it is not possible to agree an alternative, you can appeal against the decision to turn down your original request.

Appeals

If your request to work flexibly is turned down, you can appeal against this decision.  Put your appeal in writing within ten working days of receiving the flexible working final decision.  Your head of department or a director and HR will hear your appeal.  You can ask a current colleague or TU representative to join you at the appeal meeting.  

Appeal decisions

Your head of department or a director with the support of HR will meet with you to share the appeal decision. The decision will either:

1. Uphold the appeal, and agree to the requested change or/

2. Dismiss the appeal, and state the grounds for the decision 

See appendix 2 for the flexible working request process flowchart for the maximum length of time before a request is agreed or declined.
Appendix 1
Flexible working request form
Use this form to make a flexible working request. 

Your name:






Line manager’s name:

I’m making a flexible working request to change my:

 FORMCHECKBOX 

Work pattern

 FORMCHECKBOX 

Working hours and work pattern

 FORMCHECKBOX 

Work location (including working from home on set days)
If you are applying to change your work pattern and/or your working hours, see section 1 below.

If you are applying to change your work location, see section 2.

Section 1 – change to work pattern and/or working hours

1. My current working hours and work pattern are:
2. I’d like to change my working hours and work pattern to:
(Include the days of the week you’d like to work and your start, finish and break times):

3. What impact will this have on you, on your work-life balance and your ability to deliver your outputs?  Describe the pros and cons:

4. What support will you need to do this (what equipment, technology, and other support)?

Section 2 – change to my office base 
5. My current office base is:

6. I’d like to change my office base to:

7. What impact will this have on you, on your work-life balance and your ability to

deliver your outputs?  Describe the pros and cons:

8. What impact will this have on your travel time, travel and accommodation expenses and TOIL?:
9. What support will you need to do this (what equipment, technology, and other support)?

Section 3 – date of change

I’d like the above change, if agreed, to take effect from: [date]

Signature:

Date:
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* Timescales are for guidance, we aim to agree flexible working requests as close to the request date as manageable.   
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Complete flexible working request and share with your line manager





Within 28 days (max)*





 Meet with line manager to discuss the application








Within 14 days (max)*





Line manager confirms outcome, HR confirms in writing








Request accepted





Request rejected





Change is agreed (with option of 6-month trial period).  Consider what arrangements you and line manager need to make to implement the change.  





You can appeal against the decision to reject your request.  Appeal in writing, setting out the grounds for the appeal.





6-month trial period





Appeal within 10 days





Permanent change following successful 6-month trial period. Review if any issues.





Appeal stage 





Make your appeal in writing (to HR) within 10 working days of receiving the decision





Within 10 days*





Appeal hearing 





Within 10 days*





Your HoD or Director will confirm the appeal decision





Appeal accepted





Appeal rejected





Change is agreed - consider what arrangements you and line manager need to implement the change.





The appeal decision is final at this stage








