








Template flexible working policy

Flexible working is where employees work in a way that suits their needs. For example, they could have varied start and finish times, or they work from home.
We have created a flexible working template that you can download and adapt to suit your company’s needs.
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How to use this template 
[bookmark: _Hlk155705491]Adapt this template to suit your business’ needs. 
Here are a few things about this template that you need to know: 	
· any [text in yellow highlight] is where you should insert information specific to your business 
· where there are options, for example, [option 1] or [option 2], select the best option for your business - if no options are suitable, insert something to suit your business 
· in the footer of the template, you will find a copyright symbol and rradar’s name - you need to remove this 
· when you are finished adapting this template, delete this cover sheet 

[Insert organisation name] flexible working policy

1. Purpose of the policy 

The aims of this policy are to:

· explain how employees can make a flexible working request
· ensure flexible working requests are managed fairly and consistently

2. Scope of the policy

This policy applies to all employees, including those who work part-time, or on fixed-term or zero-hours contracts. 

The policy does not apply to agency workers or self-employed contractors. 

3. Role and responsibilities

At [insert organisation name]:

· senior managers have overall responsibility for this policy 
· line managers are responsible for familiarising themselves with the contents of this policy and for applying it fairly
· employees are responsible for following this policy 
· [insert name] is responsible for reviewing this policy once a year

4. What is flexible working? 

Flexible working is where employees work in a way that suits their needs. Employees may request to, for example: 

· change their hours and times of work
· work during term time only
· increase their holiday entitlement
· change their place of work for all or part of the week - this may include working from home
· work part-time working
· start a job share

5. Making a flexible working request

Employees can make up to 2 flexible working requests within a 12-month period. These must be responded to within 2 months of receiving the request. Flexible working requests should be made in writing. 

The following information should be included in the application:

· the date of application
· that the request is in relation to the statutory right to request flexible working
· the working pattern they are applying for
· when they want the new way of working to start 
· if they have made any other flexible working requests - if so, when and what was the decision

Employees will be invited to a meeting to discuss the request. Based on the information given in the application and what is discussed at the meeting, the company may approve or reject the request. Alternatives to the employee’s request will also be discussed. 

Employees are entitled to be accompanied to the meeting by a fellow worker or trade union representative. 

6. Outcome of a flexible working request

A decision must be made within 2 months of receiving the request. 

6.1. Flexible working request approved

If the flexible working request is approved, the company will write to the employee explaining:

· when the new working arrangements will start
· the impact the new arrangements will have on salary and holiday entitlement
· that the new arrangements constitute a change in the employee’s terms and conditions

Please note, the company may hold a trial period of the new working arrangements. Terms and conditions will not be changed until the working arrangements are permanent. 

6.2. Flexible working request rejected

If a flexible working request cannot be accommodated, [insert organisation name] will consult with the employee before rejecting their request and ensure all possible alternative arrangements are explored. 

If no alternative is suitable for both the employee and the company, a flexible working request may be rejected on one or more of the following grounds:

· the business is planning changes to the workforce
· extra costs that will damage the business
· the work cannot be reorganised among other staff
· people cannot be recruited to do the work
· flexible working will affect quality and performance
· the business will not be able to meet customer demand
· there’s a lack of work to do during the proposed working times

The letter rejecting the request will:

· include details on which of the above grounds apply
· explain how employees can appeal the decision
· explain that employees have the right to make up to 2 flexible working requests in the same 12-month period

7. Appeals

It is best practice to allow an employee to appeal the company’s decision within a reasonable timeframe. For example, 5 working days from the date the original outcome was received.  

[bookmark: _Hlk91166210]Appeals should be made in writing and include the reasons for the appeal. A decision should be made within 2 months from the date of the original request or within a reasonable timeframe such as 5 working days from the date the appeal was received. The possible outcomes of the appeal are:

· the original decision is upheld, and the flexible working request is denied
· the original decision is overturned, and the flexible working request is accepted
· an alternative to the employee’s flexible working request is accepted

The appeal decision is final. There are no further internal stages of appeal. 
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