Flexible working flow chart — April 2024

Step 1
Employee makes
| flexible working |

request in writing to /
their manager

Manager
considers the
request

As soon as possible

Step 2
Manager meets with the
employee in meaningful
|' consultation to discuss the
request and any possible
options/alternatives if the
original request cannot be
granted.

Within two months

Step 3
[ Manager must decide the
tcome of a flexible

\ ou
Kworking request

/

Manager to seek
advice from HR if
needed

]

Request rejected

Request accepted

The new working
pattern will resultin a
permanent change to
an employee's terms

and conditions of
employment, unless
agreed otherwise

Optional step

s

At the earliest opportunity

Request accepted

Employee to
decide whether to
appeal this
outcome within
ten working days

Appeal panel to
decide on
outcome

Request rejected

Manager and employee
agree on a trial period for
the alternative working
pattern. A review of the
working arrangements
should take place before
the end of the trial

Flexible working arrangement

Flexible working arrangement
confirmed

withdrawn

Employee to decide
whether to take the case
to an employment
tribunal within three
months of the request
being refused or the
manager failing to follow
correct proceedure




