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Version Control Schedule 
 
Version Issue Date Comments 
1   
2   
3   
4   
5 December 2014 Reviewed in line with Trust Policy 
6 July 2017 Reviewed at 3 years.  Mutually agreed flexible working added.  

More focus on flexible working as a benefit. 
7 October 2020 Review at 3 years. Flexible working pattern should be compliant 

with WTD, right to request flexible working from the first day, 
Flexible working to support employees with disabilities 

8 October 2022 Removal of one application in 12 month limit and minor amends to 
form and letters 

 
 

Statement on Trust Policies 
 

The latest version of ‘Statement on Trust Policies’ applies to this policy and can be accessed here 

http://uhnstrust/Central%20Functions/ExecutiveOffice/Trust%20Documents%20%20Templates/Statement%20on%20Trust%20Policies%20October%202018.pdf
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FLEXIBLE WORKING POLICY 
 
1. INTRODUCTION 

 
1.1. The purpose of this policy is to: 

• Inform staff of their right and entitlement to request flexible working and the different forms 
of flexible working that are available. 

• Facilitate provision of a high quality service to patients and other service users by providing 
a framework for managers to ensure all flexible working applications are treated fairly and 
equitably. 

• Outline the rights and responsibilities of employees and managers. 
• Promote the Trust as an employer of choice. 
• Allow employees the flexibility to balance their home and working lives. 
• Support employees through changing circumstances and life changing events. 
• Facilitate discussion between staff and managers to consider flexible working patterns and 

to find a solution that suits both the needs of individuals and the Trust. 
 
2. STATEMENT 
 
2.1. The University Hospitals of North Midlands is committed to being a first class provider of health 

services and a model employer.  Progressive people management results in positive patient 
outcomes (Department of Health, 2003).  To this end, the Trust is committed to meeting 
legislative requirements, Improving Working Lives principles and Working Longer commitments, 
and aims to provide employees with the opportunity to balance their work and personal lives 
wherever practicable. 

 
2.2. This policy will allow all Trust employees the right and entitlement to request to work flexibly and 

to have that request seriously considered by their manager. 
2.3. In addition to legislative requirements, the Trust is committed to promoting flexible working as a 

benefit, building flexibility into every job in order to attract and retain a multi-generational 
workforce. 

2.4. The Trust acknowledges that flexibility with hours, work pattern and work base can greatly 
improve work/life balance and support employees with their responsibilities outside of the 
workplace. The same consideration will be given to staff, whose condition or disability could 
benefit from temporary or permanent flexibility within their role 

2.5. The Trust supports the principle that employees who work non-standard working patterns shall 
have equal access to training, development and promotion opportunities. 

 
2.6. Employees are advised that a change in their working hours may affect their pay, annual leave 

and pension entitlements. 
 
2.7. Successful implementation of flexible working depends on consultation, open communication, 

and involvement of team members. 
 
2.8. Managers will consider how flexibility with hours, work pattern and work base can be built in to 

every job, prior to advertising. 
 
2.9. Prospective  employees  will  be  able  to  discuss  preferred  working  patterns  and flexible 

working options with managers at any time of the recruitment and selection process and not be 
disadvantaged as a result of this. 

 
3. SCOPE 
 
3.1. This policy will apply to all employees of the Trust, regardless of length of service, except 

doctors in training.   Any doctor in training wishing to undertake a flexible training programme 
should discuss this with their educational supervisor and the West Midlands Associate Dean for 
Flexible Working. 
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4. DEFINITION – WHAT IS FLEXIBLE WORKING? 

 
4.1. ‘Flexible working’ incorporates a wide variety of working practices that are different from 

standard practice.  In many cases, flexible working practices will be individually tailored to suit 
the needs of the individual and the department. Working hours should be compliant with the 
Working Time Directive (WTD) 

 
4.2. Changes to working patterns may be permanent or temporary. 
 
4.3. It is impossible to describe every example of flexible working and some practices may not be 

appropriate for every area of the Trust. The more commonly known ways of flexible working are 
given below as a guide to some options that may be available: 
• annualised hours or minimum hours 
• career break  
• compressed hours 
• flexi-time 
• flexible retirement 
• home working 
• job sharing 
• part-time working 
• personalised annual leave 
• team based self rostering 
• term time working 
• unpaid leave 
• variable time working 
• fixed work patterns 

 
4.4. The Employee Relations Team is available to provide advice and support in developing flexible 

working practices. 
 
5. RIGHTS AND RESPONSIBILITIES 
 
5.1. Application of the policy 
 

5.1.1. Flexible working principles will be incorporated into the recruitment and selection 
procedure and the Trust’s commitment to flexible working included in all job 
advertisements. 

 
5.1.2. Candidates  for  employment  at  the  Trust  will  be  able  to  discuss  their  preferred 

working patterns with managers at any point in the selection process and not be 
disadvantaged as a result. 

 
5.1.3. All  posts  should  be  considered  for  flexible  working  unless  there  is  a  clear, 

demonstrable operational reason why this is not practicable. 
 
5.1.4. Staff will have the right to request flexible working arrangements and to have such 

requests considered seriously within the timescales. 
 
5.1.5. There is a requirement to consider flexible working options as part of the Trust’s duty to 

make reasonable adjustments for disabled staff under the Equality Act 2010 and staff 
returning from maternity leave. 

 
5.1.6. Managers and employees may suggest a mutually agreed flexible working 

arrangement when it is deemed that this would be beneficial to an employee’s personal 
circumstances or in line with service needs.  No change to working pattern or hours will 
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be enforced without agreement or consultation.  For changes proposed by the manager 
that are not mutually agreed, please refer to the Organisational Change Policy (HR04). 

 
5.1.7. Requests for flexible working should only be rejected on specific service-related 

grounds (A.1.2.3) where it can be demonstrated that all options have been considered 
and that granting the request is likely to have a detrimental effect on the service 
provided to patients or to staff. 

 
5.1.8. There is no automatic entitlement for staff to change their working arrangement; 

however, all possibilities will be explored before a decision is made. 
 
5.1.9. There is no limit to the number of applications that can be submitted but employees will 

be ask to confirm if they have made another application in the previous 12 months. 
 
5.1.10. Both manager and the employee must consider the effect of their change in working 

pattern upon the employee’s own health, safety and wellbeing and that of patients and 
colleagues. 

 
5.1.11. This policy should be considered in conjunction with the following Trust Policies and 

Procedures: 
 

• Trust Disciplinary Policy and Procedure (HR01)  
• Dignity at Work Policy and Procedure (HR02) 
• Grievances and Disputes Policy and Procedure (HR03)  
• Recruitment and Selection Policy (HR08) 
• Parental and Maternity Policy (HR11) 
• Equality and Diversity Policy (HR12) 
• Sickness Absence Management Policy and Procedure (HR14) 
• Job Sharing Policy and Procedure (HR27) 
• Employment Break Scheme (HR28) 
• Emotional Wellbeing and Mental Health Policy (HR38)  
• Job Planning Policy for Consultant and Associate Specialists/Speciality Doctors 

(HR45) 
• Trust Policy for Duty Rota Administration and Staff Rostering (C17) 

 
5.2. Employees’ rights 

 
5.2.1. To request a flexible working arrangement. 
 
5.2.2. To have their request considered properly in accordance with this policy and procedure. 
 
5.2.3. To be accompanied at meetings by a staff side representative or a colleague not acting 

in a legal capacity. 
 
5.2.4. To have a written explanation in the event of their request being refused. 
 
5.2.5. To instigate the Trust’s Grievance Procedure if dissatisfied with any decision made in 

respect of their flexible working request. 
 
5.2.6. Not to suffer a detriment for making a request under the right. 

 
5.3. Employees’ responsibilities 
 

5.3.1. To carefully consider the effect their preferred working pattern will have upon: 
Patients and other service users, the Trust/Division/individual members of staff 
and the team in which they work. 
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5.3.2. To ensure their request is valid by checking that all necessary information has 

been provided in their application. 
 
5.3.3. To submit a carefully thought out and fully completed application form to their 

line manager. 
 
5.3.4. To be prepared to discuss their desired working pattern with other members of 

their team if their desired working pattern has implications for the team or 
colleagues. 

 
5.3.5. To  ensure the  request  is  made  well  in  advance  of  the  date  they  wish  it  

to commence unless extenuating circumstances necessitate urgent 
consideration. 

 
5.3.6. To attend meetings and be prepared to discuss their request in an open and 

constructive way. 
 
5.3.7. To be prepared to be flexible themselves in order to reach an agreement with 

the employer. 
 
5.3.8. To consider whether a mutually agreed flexible working arrangement or 

reduced working hours may be appropriate following major life changing 
events, ill health or in line with service needs. 

 
5.4. Managers’ rights 

 
5.4.1. To reject an application when the employee’s desired working pattern cannot be 

accommodated within the operational service and business needs of the Trust. 
 
5.4.2. To consider an application withdrawn in certain circumstances. 
 
5.4.3. To seek an employee’s agreement to extend timescales where it is appropriate. 

 
5.5. Managers’ responsibilities 

 
5.5.1. To build flexibility in to all job roles, in order to promote flexible working as an employee 

benefit. 
 
5.5.2. To ensure a high quality service to patients and service users by proactively planning 

for flexible working.  To achieve this, managers must understand required staffing levels 
and skill mix required in order to create a clear framework within which flexible working 
can be accommodated. 

 
5.5.3. To ensure that staff are made aware of this policy and take a pro-active approach in 

promoting flexible working.   
 
5.5.4. Managers should actively encourage staff to consider whether flexible working 

arrangements or reduced working hours may be appropriate following major life 
changing events, ill health or in line with service need. 

 
5.5.5. To avoid any misunderstandings, managers should brief other team members and 

discuss any impact of the flexible working request, before agreeing the flexible working 
application. 

 
5.5.6. To seriously consider a request under the service-related criteria given in paragraph 

A1.2.3. 
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5.5.7. To adhere to the process and timescales stated in this policy.  Where, for extenuating 

reasons, this is not possible, the applicant must be provided with a timely explanation. 
 
5.5.8. To provide the applicant with appropriate support and information during the course of 

the application. 
 
5.5.9. To only decline a request where there are specific service-related grounds (see 

paragraph A1.2.3) and to explain the reasons in writing to the applicant. 
 
5.5.10. To ensure that any variation of the procedure is agreed in advance with the employee 

and recorded in writing. 
 
5.5.11. To ensure that the employee does not suffer a detriment for making a request under the 

right. 
 
5.5.12. To notify the Divisional Human Resources Team of any flexible working requests. 

 
6. EDUCATION AND TRAINING 

 
6.1. No formal training is required, however support and advice is available from Divisional Human 

Resources teams. 
 
7. MONITORING AND REVIEW 
 
7.1. This policy will be reviewed in 3 years or following legislative changes whichever occurs first, by 

the Human Resources team. 
 
7.2. Requests and outcomes, where notified, will be monitored annually, by Human Resources. 

 
7.3. Monitoring of applications and outcomes from managers and applicants will be recorded and 

kept for a minimum of one year. 
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Appendix 1 
 

A1 FLEXIBLE WORKING PROCEDURE 
 
 
A1.1 Making a flexible working application 
 
A1.1.1 Applications for flexible working must be made in writing. 
 
A1.1.2 Applicants will be expected to provide a carefully thought out application.  This will enable the 

manager to give serious consideration to the application. 
 
A1.1.3 Applicants (including employees on maternity leave) are also advised that the process could 

take up to 14 weeks to complete (if there is recourse to an appeal) and, therefore, should aim 
to submit applications with sufficient notice to take account of this. 

 
A1.1.4 The applicant must state: 

a) Their current working pattern; 
b) The desired working pattern; 
c) Whether they wish the change to be temporary or permanent; 
d) The date they wish this working pattern to commence and, if they wish a temporary change, 

the date they wish this to end; 
e) How the service they provide may be affected by the desired working pattern; 
f) The likely impact on their colleagues and team; 
g) If the application is related to the employee’s health; 
h) How the impact of points b)-g above could be overcome. 
i) If they have submitted an application in the past 12 months and the outcome. 

 
A1.1.5 If the application is related to the employee’s health they must provide evidence, or have an up-

to-date occupational health referral to support the application 
 
A1.2 Considering an application 
 
A1.2.1 Upon receipt of an application the applicant’s line manager should: 

a) Acknowledge the application;  
b) Arrange to meet with the applicant within 28 days.  If, for extenuating reasons, this is not 

possible then the line manager must notify the applicant at the earliest opportunity 
providing an explanation for the delay. 

c) Inform the member of staff that they may be accompanied at the meeting by a staff side 
representative or a colleague not acting in legal capacity. 

d) Assess the application against the service-related criteria given in paragraph A1.2.3 prior to 
meeting with the individual. 

e) Prepare for the meeting.  For example: 
• Make a list or draft an agenda of the issue they want to discuss at the meeting. 
• Ask other team members if they would want to cover any extra hours that may be 

created as a result of granting a request. 
• Familiarise themselves with this guidance and different types of flexible working. 

 
A1.2.2 The purpose of the meeting is to discuss openly the application to gain a mutual 

understanding.  Both the manager and the applicant should be prepared to be flexible.  This 
will allow for alternative options to be discussed if the requested pattern cannot be 
accommodated.  The service-related criteria given below must form the basis of discussion. 

 
A.1.2.3 All applications will be considered against the following service-related criteria: 

• the burden of additional costs  
• an inability to reorganise work amongst existing staff  
• an inability to recruit additional staff  
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• a detrimental impact on quality  
• a detrimental impact on performance  
• detrimental effect on patient care  
• insufficient work for the periods the employee proposes to work  
• a planned structural change to the Trust 

   
A1.2.4 Following the meeting, managers should notify the employee of their decision in writing within 

14 days of this meeting. 
 
A1.2.5 If an application is rejected an employee has 14 days to appeal in writing after the date of 

notification of their manager’s decision.  The appeal will be to the manager’s manager. 
 
A1.2.6 In the event of the applicant failing to attend the meeting without notification they should 

contact their line manager to explain their absence and to arrange another mutually convenient 
time to meet.  Should the applicant fail to attend the second meeting the line manager may 
consider the application has been withdrawn. 

 
A1.2.7 Managers may not be able to accommodate a number of requests made at any one time 

without a detrimental effect on the service.  In such cases, applications may have to be 
prioritised appropriately. 

 
A1.2.8 Managers should also be aware of the Equality Act 2010 when considering a request.                
  
A1.3 A flexible working request is accepted 
 
A1.3.1 The manager must confirm in writing that the Flexible Working Application has been accepted 
stating: 

• A description of the new working pattern. 
• Whether it is a permanent or temporary change.  If temporary the period of the change 

must be stated. 
• The date from which the new working pattern will take effect. 

 
A1.3.2 Where a request is accepted as a permanent change to the individual’s contractual terms and 

conditions, the applicant has no automatic right to revert back to their original working pattern. 
 
A1.3.3 A request may be agreed for a temporary or fixed term basis provided the reason for the 

temporary fixed term nature is confirmed in writing, and an end date and a review period are 
agreed where appropriate. 

 
A1.3.4 Where a temporary or fixed term change was requested, the applicant has the right to revert to 

their original working pattern or an alternative pattern may be mutually agreed.  In these 
circumstances the decision must be confirmed in writing within 14 days and the manager’s 
decision based on service-related grounds (see paragraph A.1.2.3). The decision must be 
confirmed in writing within 14 days. 

 
A1.3.5  Where the applicant requested a permanent change and the manager was unable to agree a 

permanent change against the service-related criteria in paragraph A1.2.3, but did agree to a 
trial period, a review meeting must take place.  At the meeting discussion of the impact of the 
flexible working application should take place and be based on service-related criteria in 
paragraph A1.2.3. 

 
A1.3.6 Where the permanent application cannot be supported on service-related grounds, the 

individual has the right to revert to their original working pattern or an alternative pattern may 
be mutually agreed.  The decision must be confirmed in writing within 14 days of the meeting. 

 
A1.3.7 Where the new arrangements result in a change in working hours and/or establishment for the 
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post, the manager must complete the appropriate payroll notification and establishment 
change forms. 

 
A1.4 A flexible working request is refused 
 
A1.4.1 An application must only be refused on service-related grounds as indicated in paragraph 

A1.2.3. 
 
A1.4.2 The manager will confirm rejection in writing stating: 

• The service-related grounds for refusing the application. 
• Give sufficient explanation why these service-related grounds apply in the circumstances. 
• The explanation must include relevant and accurate facts, and should not be overly 

complex or unnecessarily long.  Where a manager has developed a framework which states 
the required staffing levels and skill mix required within which flexible working can be 
accommodated this may form part of the explanation. 

• State the applicant’s right to appeal. 
 
A1.5 Extension of timescales when considering applications 
 
A1.5.1 Should line managers need more time to consider an application, they must obtain the 

agreement of the member of staff for an extension to the 28 day time limit to meet.  The 
applicant should be flexible in agreeing to this, if this is to allow their line manager more time to 
look into the implications of the flexible working request.  The agreement should be confirmed 
in writing. 

 
A1.6 Withdrawn applications 
 
A1.6.1 The manager must write to the employee in all instances were applications are withdrawn. There 

are 3 reasons why an application may be treated as withdrawn: 
 

i. Employee decides to withdraw the application 
An employee who withdraws their statutory request will need to declare this on any future 
applications in the next 12 months.  They must withdraw their Flexible Working request in 
writing. 

 
ii. Employee fails to attend two meetings 

 
Where an employee fails to attend two meetings without providing a reasonable 
explanation, their application will be considered to be withdrawn.  The manager must: 
• Seek advice from Human Resources in this instance. 
• Advise the employee that the application is considered to have been withdrawn within 

7 days of the scheduled meeting. 
 

iii. Employee refuses to provide the required information 
 
There may be occasions when a manager considering a request requires more 
information to enable them to make a decision.  If an employee refuses to provide this 
information then their application may be considered to be withdrawn.  The manager must: 
• Seek advice from Human Resources in this instance. 
• Advise the employee that the application is considered to have been withdrawn. 

 
A.1.7 Appeals 
 
A1.7.1 The applicant may appeal against the decision by writing to the manager’s manager within 14 

days of their original application, stating the grounds for appeal being refused.  An explanation 
of why they feel the refusal was unfair should be given to enable proper consideration of their 
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appeal. 
 

A1.7.2 The manager must meet with the applicant within 14 days after receiving notification of an 
appeal.  The applicant may be accompanied by a staff side representative or a colleague not 
acting in a legal capacity. 

 
A1.7.3 A decision of the outcome of the appeal will be confirmed to the applicant within 14 days of the 

meeting. 
 
A1.7.4 If an appeal is upheld the written decision must: 

• Include a description of the new working pattern. 
• State the date from which the new working pattern is to take effect. 
• Be dated. 

 
A1.7.5 If an appeal is dismissed the written decision must: 

• State the grounds for the decision.  These will be appropriate to employee’s own 
grounds for making the appeal. 

• Provide an explanation as to why the grounds for refusal apply in the circumstances. 
• Be dated. 

 
A1.7.6 Where an employee fails to attend the appeal hearing, s/he must contact the manager to 

explain their absence.  The manager will rearrange the appeal meeting at the next mutually 
convenient time, within 28 days. 

 
A1.7.7 Where  an  employee  fails  to  attend  the  second  appeal  meeting,  the  flexible working 

application will be considered withdrawn, except in extenuating circumstances.  It must be 
confirmed to the applicant in writing that the application is considered to be withdrawn within 7 
days of the scheduled meeting. 

 
A1.7.8 Applicants who feel aggrieved following the Appeal have recourse to proceed with their 

grievance from Stage 2 of the Trust’s Grievance and Disputes Procedure (Policy HR03). 
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Appendix 2 
 

FLEXIBLE WORKING APPLICATION FORM 
 
Introducing flexible/reduced hours working requires consultation, open communication and the 
involvement of all team members.  Your line manager will, therefore, wish to discuss your application 
with you.  Please ensure all sections of this application form are completed before passing to your 
manager for consideration. 
Personal Details 

Name:  Assignment Number:  

Ward/ 
Department:  Directorate:  

Division:  UHNM start date:  

Current Working Pattern 

Contracted hours per week:  

Description of days/times/shifts including 
start and end times  per day/shift:  

Does the working pattern vary for bank 
holidays? If yes, please describe including 
start and end times  per day/shift: 

 

Does the working pattern vary for weekends? 
If yes, please describe including start and end 
times  per day/shift: 

 

Requested Working Pattern 

Contracted hours per week:  

Description of days/times/shifts including 
start and end times per day/shift:  

Would the working pattern vary for bank 
holidays? If yes, please describe start and end 
times per day/shift: : 

 

Does the working pattern vary for weekends? 
If yes, please describe including start and end 
times  per day/shift: 

 

Please provide an explanation or extenuating circumstances for this application? 
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Please describe how you think this change in working pattern will affect the area in which you 
and your colleagues work: 

 

 

 

 

 

 

If your request is based on medical reasons, please provide clinical evidence.  If you cannot provide 
clinical evidence then an OH referral may be sought by management for this flexible working 
application process. 

Please state how the impact of the request can be mitigated/minimised: 

 

 

 

Have you made a previous statutory request in the past 12 months? Yes  No  

What were the circumstances for the previous application and what was the outcome? 
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Declaration 

Signature:  Date:  

 
Please use additional paper if required. 
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Appendix 2 (cont’d) 
 
Points to consider when making an application 
 
A2.1 A new working pattern will normally be a permanent change unless otherwise agreed.  Think 

carefully about your request as you have no right to revert back to your former hours/pattern of 
work. 

 
A2.2 Think about the date you would like your new working pattern to begin.  Be aware that the 

process can take up to 14 weeks to complete and sometimes longer where a problem 
arises. 

 
A2.3 Take time to consider how your colleagues will manage if your working pattern is changed 

and discuss with them any implications your application has for them. 
 
A2.4 If you request a flexible working pattern that results in you working fewer hours, your pay and 

annual leave entitlement will reduce too. 
 
A2.5 It is to your advantage to provide as much detail as possible about the pattern you would 

like to work. 
 
A2.6 Think about what affect your flexible working pattern will have on your job. Your application 

should show that your plans will not harm service provision, and may in fact enhance it.  It may 
mean that you are able to provide extra cover at peak hours, which improves patient care. 

 
A2.7 Once the application is complete immediately submit to your manager.  Make sure you 

submit your application to the right person.  If s/he is absent it may be necessary to submit it 
to a different manager. 

 
A2.8 The more notice you provide your manager the more likely they will be able to implement 

the change when it suits you. 
 
A2.9 If you are due to go on maternity leave think carefully about when to make your request.  Bear 

in mind that you may need to attend meetings with your employer so that your request can be 
properly considered.  If you want the changes to start on your return from maternity leave you 
should make your application in good time. 

 
A2.10 Be prepared to expand on any points within your application at the meeting with your 

manager and familiarise yourself with the Flexible Working Policy and Procedure so that 
you understand your own and your manager’s responsibilities. 

 
A2.11  If you are requesting a flexible working pattern due to health reasons you must provide 

evidence, or an up-to-date occupational health referral will be required to support your 
application. 
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Appendix 3 
 

CONFIRMATION OF RECEIPT OF REQUEST TO WORK FLEXIBLY  
 
Note to the manager 

 
Please see sample wording below for you to use to confirm receipt of the flexible working request.   
 
Please use your letter headed paper. 
_______________________________________________________________________________ 
 
Dear NAME 
 
I confirm that I have received your request to change your working pattern and I shall be arranging 
to meet with you within 28 days to discuss this.  You are entitled to be accompanied at this meeting 
by a staff side representative or a colleague not acting in a legal capacity. 
 
At the meeting, we will discuss your request in detail and you should be prepared to expand on any 
points within your request.   
 
If you haven’t already, please familiarise yourself with the Flexible Working Policy and Procedure so 
that you understand the responsibilities. 
 
Yours sincerely 
 
 
NAME OF MANAGER 
JOB TITLE OF MANAGER 
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Appendix 4 
 
FLEXIBLE WORKING REQUEST HAS BEEN ACCEPTED 
 
Note to the line manager 
 
You must write to your employee within 14 days following the meeting with your decision.  
 
Please see sample wording below for you to use to generate a letter to your member of staff. 
 
Please use your letter headed paper. 
 
 
Dear NAME 
 
Following receipt of your flexible working application and our meeting on DATE I have seriously 
considered your request and I am pleased to confirm that I am able to accommodate your application. 
 
We have agreed that your new working pattern will be DESCRIBE WORK PATTERN. 
 
Your new working arrangements will commence on DATE. 
 
Insert if the arrangements are permanent: Please note that the change in your working pattern will be 
a permanent change to your terms and conditions of employment and you have no right in law to 
revert back to your previous working pattern.  (Manager must also complete variation to contract) 
 
Insert if the arrangements are temporary: Your new working arrangements will cease on DATE when 
you will revert back to your current contracted working pattern. 
 
If you have any questions regarding the above please do not hesitate to discuss with me as soon as 
possible.   

 
Yours sincerely 
 
 
 
NAME OF MANAGER 
JOB TITLE OF MANAGER 
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Appendix 5 
 

FLEXIBLE WORKING REQUEST HAS BEEN REJECTED 
 

Note to the line manager 
 
You must write to your employee within 14 days following the meeting with your decision.  Before 
making this decision you must ensure that full consideration has been given to the application.  You 
must state the service-related ground(s) (paragraph A.1.2.3) as to why you are unable to agree to a 
new working pattern and the reasons why the ground(s) apply in the circumstances. 
 
Please see sample wording below for you to use to generate a letter for your member of staff. 
 
Please use your letter headed paper. 
 
 
Dear NAME 
 
Following receipt of your application and our meeting on DATE I have considered your request for a 
new flexible working pattern. 
 
I am sorry but I am unable to accommodate your request for the following service-related grounds: Pick 
from list. 
 
• the burden of additional costs  
• an inability to reorganise work amongst existing staff  
• an inability to recruit additional staff  
• a detrimental impact on quality  
• a detrimental impact on performance  
• detrimental effect on patient care  
• insufficient work for the periods the employee proposes to work  
• a planned structural change to the Trust 
 
The grounds apply in the circumstances because GIVE REASONS. 
 
If you are unhappy with the decision you may appeal against it by writing to NAME OF LINE 
MANAGER’S MANAGER, JOB TITLE OF LINE MANAGER’S MANAGER, within 14 days of the date of 
this letter.  In this letter you must state the grounds on which your appeal is based. 

 
Yours sincerely 
 

 
 

NAME OF LINE MANAGER 
JOB TITLE OF LINE MANAGER 
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Appendix 6 
 
RESPONSE TO AN APPEAL AGAINST A FLEXIBLE WORKING REQUEST REJECTION 
 
Note to the appeal manager 
 
You must inform the employee giving notice of your decision within 14 days after the meeting at 
which you both discussed the appeal.  If you decide to turn down the appeal you must state the 
grounds for refusal.  (Please refer to Paragraph A.1.2.3 in the Trust’s Flexible Working Policy) 
 
Please see sample wording below for you to use to generate a letter for your member of staff. 
 
Please use your letter headed paper. 
 
 
Dear NAME 
 
Following our meeting on DATE I have considered your appeal against the decision to refuse your 
application to work a flexible pattern. 
 
I accept your appeal against the decision. I am therefore able to accommodate your original request to 
change your working pattern.  Your working pattern has been agreed as GIVE DETAILS. 
 
Your new working arrangements begin from DATE. 
 
Insert if the arrangements are permanent: Please note that the change in your working pattern will be 
a permanent change to your terms and conditions of employment and you have no right in law to 
revert back to your previous working pattern. (Manager must also complete variation to contract) 
 
Insert if the arrangements are temporary: Your new working arrangements will cease on DATE when 
you will revert back to your current contracted working pattern. 
 
Yours sincerely 
 
 
 
APPEAL MANAGER NAME 
APPEAL MANAGER JOB TITLE 
 
OR 
 
Dear NAME 
 
Following our meeting on DATE I have considered your appeal against the decision to refuse your 
application to work a flexible pattern. 
 
I have rejected your appeal on the following service-related grounds: Pick from list. 
 
• the burden of additional costs  
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• an inability to reorganise work amongst existing staff  
• an inability to recruit additional staff  
• a detrimental impact on quality  
• a detrimental impact on performance  
• detrimental effect on patient care  
• insufficient work for the periods the employee proposes to work  
• a planned structural change to the Trust 
 
These grounds apply in these circumstances because GIVE REASONS. 

 
If you are dissatisfied with this decision you may raise a grievance from Stage 2 of the Trust’s 
Grievance and Disputes Policy and Procedure (HR03). 
 
Yours sincerely 
 
 
 
APPEAL MANAGER NAME 
APPEAL MANAGER JOB TITLE 
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Appendix 7 
 
FLEXIBLE WORKING NOTICE OF WITHDRAWAL (EMPLOYEE) 

 
Note to the employee 
 
You must notify your line manager that you wish to withdraw your application to work flexibly.  Once 
you have withdrawn your request you will need to declare this on application for flexible working in the 
next 12 months. 
 
Please see a form of words below you can use to advise your line manager of your withdrawal.   
 
 
Dear NAME 
 
I wish to withdraw my request to work flexibly which I submitted to you on DATE.  I understand that I 
will need to declare this if I apply for flexible working in the next 12 months. 

 
Yours sincerely 
 
NAME 

 
CONFIRMATION OF WITHDRAWAL OF FLEXIBLE WORKING APPLICATION 
 
Note to the manager 
 
Once your employee has told you that they wish to withdraw the application and return it to you, 
you are not required to give it further consideration.  Please see a form of words below you can 
use to generate a confirmation letter to your staff member.   
 
This should be sent within 7 days of receiving the withdrawal.  
 
Please use your letter headed paper. 
 
 
Dear NAME 
 
I confirm that I have received notice that you wish to withdraw your flexible working request dated 
DATE, and that you understand you will toned to declare this if you submit another Flexible Working 
request within 12 months. 
 
Yours sincerely 
 
 
 
NAME OF LINE MANAGER 
JOB TITLE OF LINE MANAGER 
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Appendix 8 
 
FLEXIBLE WORKING NOTICE OF WITHDRAWAL (MANAGER) 
 
There are 2 occasions where a manager may make the decision to consider a Flexible Working 
Application has been withdrawn. 
 

1. Employee fails to attend two meetings. 
Where  an  employee  fails  to  attend  two  meetings  without  providing  a  reasonable 
explanation. 

 
2. Employee refuses to provide the required information. 

There may be occasions when a manager considering a request requires more information to 
enable them to make a decision.  If an employee refuses to provide this information then their 
application may be considered to be withdrawn. 

 
Please see below the forms of words you can use to generate a letter to your staff member to 
inform them that you have considered their application to be withdrawn and that they toned to 
declare this if they make another application within 12 months. 

 
Please use your letter headed paper.  
 
 
Dear NAME 

 
I am writing to inform you that I have made the decision that your Flexible Working Application has 
been withdrawn on the following grounds. 
 

• You have failed to attend two meetings without providing a reasonable explanation. 
• You have refused to provide the required information. 

 
GIVE SPECIFIC DETAILS. 
 
You will need to declare this if you make another  Flexible Working request within 12 months. 
 
Yours sincerely 
 
 
 
NAME OF LINE MANAGER 
JOB TITLE OF LINE MANAGER 
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Appendix 9 
 
FLOW CHART DEPICTING TIMESCALES OF FLEXIBLE WORKING APPLICATION PROCESS 
 
  Employee submits 

request for flexible 
working. 

Manager meets with 
employee within 28 days 

of request. 

Manager confirms the 
outcome of request in 
writing within 14 days of 
meeting. 

End of process Decision appealed 
within 14 days of 
outcome letter. 

Appeal meeting 
held within 14 days 

of appeal 

Manager confirms 
the outcome of 

appeal in writing 
within 14 days of 

Request approved Request declined 

Decision accepted 

Request approved Request declined 

Decision accepted Grievance raised at 
Stage 2 of 

Grievance and 
Disputes Procedure 

(HR03) 
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Policy approval 

I have reviewed and approve this policy in line with the Trust’s formal governance process on the basis 
that this was ratified at the Trust Joint Negotiating & Consultative Committee (TJNCC):  

Signatures 

Signed (Staff side representative):  _________________________________ 

Name printed:     _________________________________                                                   

Role:      _________________________________                                                                  

Date:      _________________________________                                                                 

 

Signed (Management side representative): _________________________________ 

Name printed:     _________________________________                                                   

Role:      _________________________________                                                                  

Date:      _________________________________ 

Please note that this policy is subject to further compliance review and there may be further minor 
changes that will not affect the material content of the policy ratified at TJNCC.  These changes will be 
referenced in the version control section of this policy. 


