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Flexible Working Procedure

[bookmark: _Toc98251685][bookmark: _Toc102142782][bookmark: _Toc157088591]1.0	Introduction 
1.1	The University considers flexible working to be an essential tool in enabling it to deliver its core services to students and other stakeholders.  It aids the recruitment and retention of high calibre staff, by improving staff members’ motivation, performance and productivity, increasing wellbeing and reducing stress. 
1.2	Flexible working is embedded within the University’s ‘Ways of Working’ framework and many staff already benefit from significant flexibility in work location or work pattern via hybrid working. Hybrid working is non contractual and enables individuals and teams to flex as required within their role to balance the needs of students, other stakeholders and the peaks and troughs of the academic year, with their individual circumstances.
1.3	Schools/ Services are encouraged to continue to enable staff members to work flexibly in this informal way within the Ways of Working framework, subject to department requirements. Such informal arrangements are outside the scope of this Flexible Working Procedure.
1.4	Some staff members may seek a more formal arrangement resulting in a contractual change to their working arrangements. In such circumstances they should submit a formal flexible working request in accordance with this Flexible Working Procedure.
1.5	This procedure set out a framework and guidance for managers and staff members that will enable the University to consider all requests fairly and in line with statutory provisions.  It aims to facilitate discussion and encourage the staff member and School/ Service to consider solutions for flexible working that prioritises student and stakeholder requirements, as well as meeting the broader needs of the School/ Service and the individual.
1.6	Managers should seek advice from their People and Culture Business Partner throughout the procedure. They must inform the People Hub team of all formal Flexible Working Requests who retain a record for equality monitoring purposes.


2.0 [bookmark: _Toc157088592][bookmark: _Toc98251686][bookmark: _Toc102142783]Scope 
[bookmark: _Hlk98252960]2.1	This procedure document is intended as guidance for managers and staff members, and it does not form part of any individual staff member’s terms and conditions or contract of employment.
2.2 This procedure applies to employees of the University only. It does not apply to workers, contractors, consultants or self-employed individuals working for the University.
3.0 [bookmark: _Toc157088593]Eligible Employees
3.1 All employees have the statutory right to request flexible working.
 
3.2 Under the statutory procedure, two requests may be made in every 12-month period.  If a flexible working request has been submitted, the staff member must wait until that one has been considered and any appeal has been dealt with, before submitting another.
4.0 [bookmark: _Toc157088594]Principles
4.1 It is the responsibility of the Dean of School /Director of Service to ensure that School/ Service objectives can be met and are met.  Student, stakeholder and other School/Service requirements take priority, and the University has the right to reject an application if the desired working pattern cannot be reasonably accommodated. However, an application for flexible working will not be unreasonably refused. 

4.2 The benefits of the requested changes in working conditions for the University and staff member will be weighed against any adverse business impact of implementing the requested change. Managers will give careful consideration to all requests and endeavour to accommodate them or to reach a mutually agreed alternative, where possible. 

4.3 Any agreement which meets the needs of a few individuals should not inconvenience a larger number of other colleagues who are required to interact with them to do their job, or who will have to provide cover in their absence. Managers will consider times and days at which post holders need to be available to respond to queries and to interact with others.
4.4	Agreed changes will be permanent unless there are specific reasons why the change should be for a fixed period. Arrangements may include a trial period.
· Temporary arrangements may be agreed to deal with circumstances that are time limited or to make satisfactory long-term arrangements. The arrangement will cease at the end of the agreed period.
 
· [bookmark: _Toc98251687][bookmark: _Toc102142784]A trial period may be agreed to enable all parties to assess the effectiveness or viability of the arrangement. A trial period would not normally extend beyond 3 months. During the trial period there should be regular, documented meetings between the line manager and the staff member to assess how the trial is progressing and whether any changes may be necessary to assist the viability of the arrangement. The manager will make a final decision at the end of the trial period. 
[bookmark: _Toc157088595]5.0	Types of Flexible Working
[bookmark: _Toc98251688][bookmark: _Toc102142785][bookmark: _Toc157088596]Part-time working
5.1	A part-time arrangement is any that is less than the normal full-time contractual hours of work for the role. Any reduction in hours worked will mean a corresponding pro-rata reduction in pay and benefits.   Careful consideration must be given to ensuring the needs of the department are covered when considering any reduction in hours. Decisions will have to be made about whether the remainder of the post needs to be filled. If this is the case, any agreement to part-time working may be contingent on the department being able to recruit to the remainder of the post. 
[bookmark: _Toc98251689][bookmark: _Toc102142786][bookmark: _Toc157088597]Term-time (Part-year) working
5.2	A term-time arrangement is one where less than 52 weeks is worked during the year, but the pro-rata salary is paid in equal instalments across the whole year. This arrangement is usually only suited to roles where the activity of the post is only required during academic terms, or where there are significant peaks and troughs in resource required during the year.  Annual leave is normally taken during non working weeks outside term time. 
[bookmark: _Toc98251690][bookmark: _Toc102142787][bookmark: _Toc157088598]Job sharing 
5.3	Job sharing is a form of part-time working where two people share responsibility for a full-time job.  They are each entitled to receive the same conditions of employment (pro-rata) as full-time staff member. Job sharers may work split days, split weeks or alternate weeks. A 50:50 split is most common, but other variations are possible. Job share works best when both workers have a few hours per week overlap, to enable the effective handover of information and to allow them both to attend team meetings. For example, one person works Monday, Tuesday, Wednesday (half day), the other person works Wednesday, Thursday and Friday (half day).  The overlap period would thus be Wednesday for a half day.  
[bookmark: _Toc157088599][bookmark: _Toc98251691][bookmark: _Toc102142788]Compressed hours 
5.4	Compressed hours is when hours are worked in fewer days by working longer days, so that there is no reduction in your pay. For example, a 5-day week compressed into four days, or a 10-day fortnight into 9 days. It is important to ensure appropriate breaks are considered when working longer days.
[bookmark: _Toc157088600]Flexible start and finish times
5.5	Core hours and start and finish times are determined by each Dean of School/ Director of Service, in consultation with staff members, to meet the needs of students and other School/ Service users.  
[bookmark: _Toc102142789][bookmark: _Toc157088601]Hybrid working/ Home working
5.6	Hybrid working is when some of duties are carried out from home rather than on University premises. It may apply to those who work both full and part time hours. Work may be undertaken from home on agreed days or more flexibly according to School/ Service needs. Home working may also include those who work from home all of the time. 
5.7	Non contractual hybrid working or home working may be informally agreed under the Ways of Working framework without the need for a formal flexible working request.
[bookmark: _Toc98251693][bookmark: _Toc102142790][bookmark: _Toc157088602][bookmark: _Toc98251694][bookmark: _Toc102142791]6.0	Making a Request 
6.1 	A flexible working request must be submitted in writing using the University’s Flexible Working Request form at Appendix 1.  If the request does not contain all the required information, the staff member will be asked to resubmit it with the necessary additional information.
6.2	Two requests may be made in every 12-month period. If a flexible working request has been submitted, the staff member must wait until that one has been considered and any appeal has been dealt with, before submitting another.
6.3	The staff member must include the following in any request
· the date of the request
· the proposed changes to their terms and conditions
· the date on which they would like the change to take effect
· a statement that this is a statutory request
· if and when they have made a previous application for flexible working
[bookmark: _Toc157088603]Timescales
6.4	Following receipt of the flexible working request, it will be dealt with as soon as possible. However, all requests will be dealt with within two months, from receipt of the request to notification of any appeal decision.
6.5	Timescales may be extended where this is mutually agreed. Any extension, and the date on which it will end, will be confirmed in writing by the individual’s line manager.
[bookmark: _Toc157088604]Consultation Meeting
6.6	Your line manager will consider the proposal and organise a meeting with you to discuss your request.  This will normally take place within 14 calendar days from the receipt of the application. 
6.7	You may invite a University work colleague, or trade union representative to accompany you to the meeting.  The representative may address the meeting on your behalf and confer privately with you but cannot answer questions directed to you.  If the person you choose is unable to attend the meeting, the University will re-arrange the meeting for a date within seven calendar days of the original date; or you will need to consider an alternative companion to accompany you.
6.8	The consultation meeting is an opportunity for you to explain how the proposed working arrangements would benefit you and for your manager to consider and discuss any alternative flexible working options that may be available and suitable for you and the University.
6.9	At the consultation meeting, you are encouraged to be as open as possible about your needs to enable a constructive discussion about what is feasible.
[bookmark: _Toc98251696][bookmark: _Toc102142793][bookmark: _Toc157088605]Management Decision
6.10	Following the meeting your line manager will consider your proposed flexible working arrangements carefully, weighing up:
· the potential benefits to both you and the University; and
· any adverse impact of implementing the changes.
6.11	Each request will be considered on a case-by-case basis - agreeing to one request will not set a precedent or create the right for another employee to be granted a similar change to their working pattern.
6.12 Your line manager will give you their decision, in writing, normally within 7 calendar days of the meeting. 
[bookmark: _Toc157088606]Where the Request is Granted
6.13	Your request may be granted in full or in part. For example 
· your manager may propose a modified version of your request;
· your request may be granted on a temporary basis; or
· you may be asked to try the flexible working arrangement for a trial period. 
[bookmark: _Hlk72420344]6.14	If agreed, your line manager will write to you with details of the new working arrangements, details of any temporary arrangement or trial period (not normally beyond 3 months), the changes to your contract of employment and the date on which the changes will commence.  
6.15 	Unless otherwise agreed (and subject to any agreed temporary arrangement or trial period) the changes to your terms of employment will be permanent.  
6.16	The People Operation Team will confirm the changes to you in an amendment to contract letter.
[bookmark: _Toc157088607]Reasons for Rejecting a Request 	
6.17 	There will be circumstances where, due to business and operational requirements, it is not possible to agree to a request because of 
· the burden of additional costs
· a detrimental effect on ability to meet client/ customer/ funder demand
· an inability to reorganise work among existing staff
· an inability to recruit additional staff to do the work
· a detrimental impact on quality 
· a detrimental impact on performance
· insufficient work during the periods you propose to work.
· planned structural changes to the team/ University
Requests will not be rejected for any other reason.
[bookmark: _Toc102142794][bookmark: _Toc157088608]Appeal 
6.18	You have the right to appeal if your request for flexible working is rejected or only agreed in part.
6.19	Your appeal should be made in writing to the Associate Director Employee Relations & Policy within 14 calendar days of receiving the written decision.  
6.20 Your letter or email should set out the grounds of your appeal. 
6.21	An appeal meeting will normally be held within 7 calendar days of receipt of the appeal. This meeting will normally be with an individual who did not take the original decision. 
6.22	You may invite a University work colleague, or trade union representative to accompany you to the meeting. See clause 6.7.
6.23	The appeal manager will give you their decision, in writing, normally within 7 calendar days of the meeting. Their decision is final and there is no further right of appeal.
6.24	Under the statutory procedure, two flexible working requests may be made in every 12-month period. A second request cannot be submitted if the appeal outcome from a first request is still outstanding.
[bookmark: _Toc102142796][bookmark: _Toc157088609]7.0	Withdrawn Applications
7.1	If you fail to attend a meeting and a re-arranged meeting, or an appeal meeting and a rearranged appeal meeting, without good cause your application will be treated as withdrawn. The University will confirm the withdrawal in writing.
7.2	Where the University is willing in principle to accept a request for flexible working but requires further information before this can be done (e.g. a health and safety risk assessment) and if you unreasonably refuse to comply with the request for further information, then the University will treat the application as withdrawn. The University will confirm the withdrawal in writing.
7.3	If you withdraw a formal request for flexible working, this will still count as one of the two requests that you can make within a 12 month period. If you decide to withdraw your application, you must notify your line manager (or if they are not available, your Dean of School/ Director of Service) in writing as soon as possible.  
[bookmark: _Toc102142798]

[bookmark: _Toc157088610][bookmark: _Toc98251698][bookmark: _Toc102142799][bookmark: _Toc98251699]Appendix 1 - Flexible Working Request Application Form 
All employees have the statutory right to request flexible working. Under the statutory procedure, you can make two requests in every 12-month period. If you have submitted a flexible working request, you must wait until that one has been considered and any appeal has been dealt with, before submitting another. If you are uncertain whether you are eligible to make a request, please contact the People Hub team.
I wish to submit a statutory request for flexible working.
	Full Name
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Line Manager
	Click or tap here to enter text.
	School/ Service
	Click or tap here to enter text.
	Date Form Submitted
	Click or tap to enter a date.
	Have you submitted a previous request for flexible working?
	Yes / No

	If yes, date of last two previous applications
	Click or tap to enter a date.	Click or tap to enter a date.
	Are you a disabled person whose request for flexible working is related to your disability?
	Yes / No

	1. Please describe your current working pattern (days/ hours/ times worked/ working location etc)

	Click or tap here to enter text.
	2. Please describe the working pattern you would like to request (days/ hours/ times worked/working location etc)

	Click or tap here to enter text.
	3. I would like the above change(s) to take effect on
	Click or tap to enter a date.
	4. Optional  - Please outline how you think your proposed change can be accommodated and in particular any adverse effects addressed  

	Click or tap here to enter text.
	5. Optional - Please provide any relevant additional information you would like to be considered.

	Click or tap here to enter text.
	Signed:
	
	Date:
	Click or tap to enter a date.


Note: Line Managers should complete and send a copy of the decision outcome email to the individual and the People Hub.
Appendix 3 - Request Agreed/ Alternative Agreed
Appendix 4 – Request Rejected


[bookmark: _Toc102142801][bookmark: _Toc157088611][bookmark: _Toc102142802]Appendix 2 - Line Manager Template: Invitation to a Flexible Working Consultation Meeting
Meeting to be held within 14 calendar days of receiving the application. 

Dear NAME
In order to discuss your application for flexible working, I invite you to attend a meeting on DATE, TIME AND LOCATION. 
The purpose of this meeting is to discuss your flexible working request and how best it might be accommodated. We may also discuss other alternative working patterns as part of this discussion. 
You may invite a University work colleague (who may be a Trade Union representative who is also a University colleague) to accompany you to the meeting.  
If the person you choose is unable to attend the meeting, we can re-arrange the meeting for a date within seven calendar days; or you will need to consider an alternative companion to accompany you.
If you have any questions about the content of this letter, please contact me on NUMBER or by email to EMAIL ADDRESS. 
Yours sincerely

SIGN OFF TO BE INCLUDED
CC: People Hub






[bookmark: _Toc102142803][bookmark: _Toc157088612]

[bookmark: _Toc102142804]Appendix 3 - Line Manager Template: Decision - Request Agreed/ Alternative Agreed
Dear NAME
Further to our meeting on DATE to discuss your flexible working request, I confirm that I agree your request (*If a trial period has been agreed) subject to a trial period of 3 months. Your new working pattern will be as follows:
OR 
I am unable to accommodate your original request. However, I am able to offer an alternative pattern, which we have discussed, and which you agreed would be suitable. Your new working pattern will be as follows: 
[*Details of changes to be made on a trial basis including, for example, the number of working hours, what days or times will be worked or when the staff member will be allowed to work at home.]
The trial period will begin on DATE and end on DATE.
We will review the new working pattern regularly during the trial period. If at the end of the trial period, it is established that the new working pattern is not possible on a permanent basis, you will revert to your previous working pattern. 
OR 
 [Details of changes to be made on a permanent basis including, for example, the number of working hours, what days or times will be worked or when the staff member will be allowed to work at home.] This is a permanent change to your terms and conditions of employment.
These changes will be effective from DATE .  
Yours Sincerely 
SIGN OFF TO BE INCLUDED
CC: People Hub


[bookmark: _Toc102142805][bookmark: _Toc157088613][bookmark: _Toc102142806]Appendix 4 - Line Manager Template: Decision - Request Rejected
Dear NAME
Further to our meeting on DATE to discuss your request for flexible working, after careful consideration, unfortunately I am unable to agree to your request for the following reason/s:
*more than 1 reason can be selected. Give examples and elaborate as much as possible on each reason selected
•	The department cannot afford the burden of additional costs (this may include accommodation or equipment or additional administration costs).
•	There will be a detrimental effect on the department's ability to meet the demands upon it
•	It is not possible to re-organise work amongst existing staff
•	The department will not be able to recruit additional staff
•	There will be a detrimental impact on quality
•	There will be a detrimental impact on performance
•	There will be insufficient work during the periods the staff member proposes to work 
•	There are planned organisational changes 
You have the right to appeal against the decision to refuse your request for flexible working. 
If you wish to appeal, you must do so in writing within 14 days of receipt of this letter to the Associate Director Employee Relations & Policy.  
You will then be invited to an appeal meeting. 

Yours Sincerely 

SIGN OFF TO BE INCLUDED
CC: People Hub



[bookmark: _Toc102142807][bookmark: _Toc157088614][bookmark: _Toc102142808]Appendix 5  - Flexible Working Process Flowchart

Employee completes the Flexible Working Request Application form

NO
Flexible Working Request Application form to be completed.

Y


2 requests may be made in 12 months. Line Manager will confirm to the employee they are not eligible to make a statutory flexible working request. 
Is this a 1st or 2nd application by the staff member in the last 12 months?
NO


Y


If 1st application
If 2nd application, has the 1st application process completed?

Employee cannot submit 2nd application until first application process, including any appeal outcome, has completed.
NO




Y



Line manager will invite employee to a consultation meeting to discuss request. Meeting to take place within 14 days of receipt of request.






The line manager will confirm to the employee in writing within 7 days that the request has been declined and why.
The line manager will email the Flexible Working application to People Hub with reasons why application has been rejected. 
The People Hub team will send written confirmation to the employee.




Is request  agreed?

NO


Y




N
Is appeal  upheld?

Appeal Manager will write to employee with outcome within 7 calendar days and copy People Hub team.


People Hub team will send written confirmation of contractual changes to employee.

The line manager will confirm to the employee in writing within 7 days that the request has been accepted, including details of any trial period.
The line manager will email the Flexible Working Application to the People Hub Team.
The People Hub team will send written confirmation of contractual changes to employee.
confirmation of the contractual changes

Y
Within 14 calendar days, the employee may submit an appeal against the original decision to the Associate Director Employee Relations & Policy 
Process concludes. There is no further right of appeal.
Appeal Meeting will be held within 7 calendar days
Y

