Flexible Working
Policy

Introduction

These guidelines outline the right
of eligible employees, both male
and female, to request ﬂexible
working arrangements in order
to care for a child or an adult. The
law gives some employees parents of children aged sixteen
or under (or under 18 if disabled)
and carers of certain adults - the
right to request a ﬂexible working
pattern and places a duty on
employers to consider such
requests seriously. It does not
provide employees with an
automatic right to work ﬂexibly.
The request can cover hours of
work, times of work and place of
work (as between home and
place of business only).

Deﬁnition of ﬂexible working



compressed working hours - allows
employees to work their total number
of agreed hours over fewer working
days. Typically a ﬁve-day week is
compressed into four days;



annual hours working - this is a
system whereby the hours which an
employee is contracted to work are
calculated over a whole year. Usually
the annual hours are split into two
parts. The larger part consists of set
shifts with the remaining shifts
unallocated. Usually the employee is
paid for unallocated shifts and owes
time to the employer.

Flexible working covers a wide range of
options including:






ﬂexible working hours - allows
employees to choose, within agreed
limits, when to begin and end work.
Employees may be required to work
during some essential periods (known
as "core times") and must work an
agreed number of hours within an
"accounting period" (which is typically
four weeks);
part-time working - there is no set
pattern to part-time working. It may
involve a later start time and earlier
ﬁnish time than a full-time position,
working mornings or afternoons only,
fewer working days in the week or any
other arrangement of working time
whereby the employee is contracted
to work less than normal basic fulltime hours;

The employer keeps these hours in
reserve and can call on the employee
to work at short notice as time
demands;


term time working - enables an
employee to remain on a permanent
contract but also to be able to take
paid or unpaid leave during school
holidays;



working from home - this can cover a
wide range of jobs.

job sharing - involves two people
carrying out the work which would
normally be done by one person;

Who can apply?

application in order to be able to care
for that child. Those with "parental
responsibility" include biological
parents, legal guardians, adoptive
and foster parents and those who
hold a residence order in respect of a
child. The right also extends to
spouses, partners and civil partners of
such people if they are responsible
for the upbringing of the child;

The following conditions must be satisﬁed
in order for an application for ﬂexible
working to be made. The applicant must:


be an employee who has entered
into or works under a contract of
employment. Agency workers are not
eligible;



have worked for the company for 26
weeks continuously at the date the
application is made;





not have made another application
to work ﬂexibly under the right
during the past 12 months. This is
regardless of whether a previous
application was made in respect of a
diﬀerent caring responsibility i.e. an
employee wishing to make a request
to care for an adult would still have to
wait a year even if their previous
request had been to enable them to
care for a child; and
either have, or expect to have,
parental responsibility for a child
aged sixteen or under or a disabled
child under 18 and be making the

or


be, or expect to be, caring for a
spouse, partner, civil partner or
relative or if not the spouse, partner,
or relative, live at the same address as
the adult in need of care and be
making the application in order to be
able to care for that adult. "Relative"
includes mother, father, adopter,
guardian, special guardian, parent-inlaw, son, son-in-law, daughter,
daughter-in-law, brother, brother-inlaw, sister, sister-in-law, uncle, aunt
or grandparent. Step-relatives, halfblood relatives and adoptive relatives
are also included.

How to apply
The application must be made in writing stating
that it is being made under the statutory right to
apply for ﬂexible working, conﬁrming the
employee's relationship to the child or adult and
that the employee has or expects to have
responsibility either for the upbringing of the child
or for caring for the adult. The application must be
dated.
The application must specify the ﬂexible working
pattern applied for and explain what eﬀect the
employee thinks this will have on the company's
business and how this may be dealt with. The
application must specify a start date for the
proposed change and whether a previous
application has been made (and if so when). The
employer is entitled to a reasonable time to
consider the proposal and implement it. This may
take 12-14 weeks.

How the employer should
respond
The employer must arrange a meeting within 28
days of receiving the application to discuss the
request. This meeting is not required if the
employer agrees to the terms of the application
and notiﬁes the employee accordingly within 28
days of receiving the application. The employee is
entitled to be accompanied by a work colleague at
the meeting if they so wish.
The employer must notify the employee of the
decision within 14 days of the date of the meeting.
This notiﬁcation will either accept the request and
establish a start date and any other action, conﬁrm
a compromise agreed at the meeting or reject the
request, setting out clear business reasons for the
rejection together with notiﬁcation of the appeals
process.
Employees should be aware that if the employer
approves their application, the variation in
contractual terms is a permanent one and the
employee has no automatic right to change back
to their previous pattern of work, unless the
application seeks the variation for a speciﬁed time
period only. A trial period may be agreed.

Appeals
The employer must arrange to hear the
employee's appeal within 14 days of being
informed of the employee's decision to appeal.
The employee is entitled to be accompanied by a
work colleague at the appeal if they so wish.
The employer must notify the employee of the
decision on the appeal within 14 days of the
appeal hearing. The notiﬁcation will either uphold
the appeal,
specifying the agreed start date and variation or
dismiss the appeal, stating the grounds for the
decision and an explanation for the refusal.

Grounds for refusal
The employer can refuse applications for ﬂexible
working arrangements for the following reasons:


if the application would have a detrimental
eﬀect on the ability to meet customer
demand or a detrimental impact on quality
or performance;



if the application would incur additional
costs;



if the employer is unable to re-organise
work among existing staﬀ;



if there is an insuﬃciency of work during
the periods the employee proposes to
work.

Where the employer refuses an
application
Wherever possible the company will try to reach
agreement with an employee on ﬂexible working
within the workplace. Employees enjoy statutory
protection against detrimental treatment where
the treatment relates to their application to work
ﬂexibly. An employee so aﬀected can complain
using the company's grievance procedure.
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