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1. Introduction

Flexible Working legislation gives all employees the right to apply for flexible working
arrangements, at any stage of their career, and regardless of their personal reasons for making
the request. The arrangements requested are subject appropriate management approval. We
are committed to agreeing flexible working arrangements, provided that the needs and
objectives of both the organisation and the employee can be met.

2. Purpose

This policy provides a fair and consistent basis for making applications and the statutory
grounds under which requests can be refused, as set out in the Employment Rights Act 1996,
section 80G. The aim of the policy is to help employees achieve a good balance between their
work and their lives outside work, and to enable the Children First Learning Partnership to
retain skilled employees.

3. Scope

This policy applies to all employees, regardless of length of service but does not form part of
your contract of employment or any other contract to provide services and can be amended
from time to time and in consultation with the recognised trade unions. This policy does not
apply to agency workers, consultants, self-employed contractors, volunteers or interns. This
policy has been implemented following consultation with our recognised Trade Unions.
Decisions will be made in line with the trusts Scheme of Delegation.

4. Types of flexible working

There are many different types of flexible working arrangements, some of which are
described below. You may request a combination of working options or suggest your own
alternatives. Some arrangements may require a review of pay and benefits to ensure that
they remain consistent with the proposed changes. Where necessary, your contract will be
updated to accurately reflect the agreed terms.

Annualised Annualised hours mean contractual working hours are calculated as the total
Hours number of hours to be worked over the year. You have some flexibility on when
they work these hours over the year. Usually, the hours will be divided into set
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rostered hours during busy periods, and unallocated hours during quieter
periods. You can decide when to work your unallocated hours, subject to some
limitations. Payment will be in 12 equal instalments. However, arrangements
may be permitted where the pay for the work done is in the period the payment
relates to.

Compressed Compressed hours mean you work full-time hours (37 hours for NJC terms and

Hours conditions) or your contractual hours in fewer days by working longer blocks. For
example, a 5-day week is compressed into 4 days, or a 10 day fortnight into 9
days. There is no reduction in your pay.

Flexitime Flexitime working scheme allows you to choose when to begin and end work,

Working within certain limits and subject to the needs of the business/service. Exclusions

Scheme apply. See Flexitime Working scheme.

Hybrid Hybrid working is a mixture of working remotely and at other school premises.

Working Working remotely can include working from home or other agreed locations.

Job Sharing Job sharing is an arrangement where a full-time post is divided into 2 part-time
roles. The 2 job holders then share the overall duties and responsibilities. The
skills and the hours each employee wish to work must be compatible and meet
the needs of the organisation. Pay and benefits are shared in proportion to the
hours each person works. Job sharing can be considered where the creation of
a single part-time post is difficult, or where 2 individuals wish to work part-time.

Part-Time Part-time working covers any arrangement where an employee is contracted to

Working work anything less than typical full-time hours for the type of work in question.
For example, only working Monday to Wednesday.

Staggered Staggered hours mean having a different start and finish time to other

Hours employees. For example, working from 7am to 4pm instead of 9am to 6pm.

Term-Time Term-time working is where your contractual working hours are during school

Working terms only.

5. Who can make arequest?

You can make a request at any time, as long you:

* are an employee; and

* you haven’t made two formal requests during the last 12 months; and
+ you don’t have any outstanding request not yet concluded

6. How to make a request?

6.1 Information to Include

Subject to meeting the requirements set out in Section 5, you must submit your request in writing to
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your manager using the application FORM A or via email/in written format. Your request must state:

The date of the request

The date on which you want the change to take place;

Whether you have made a previous request/s and, if so, when.

AIW|IN|F

The changes you are requesting, including if it is for a fixed period or
permanent. There may be occasions where you only need flexibility for a
defined period, in which case a temporary fixed term agreement may be put in
place. There are therefore three contractual options:

* Permanent change to terms and conditions employment.

* Fixed Period change in working pattern of between one and six months, after
which you can either return to your previous hours/pattern or apply for a
permanent flexible working pattern.

« Trial of a new working pattern of between one and three months, after which
the working pattern will either end or continue as a permanent contractual
change.

If you are seeking a ‘reasonable adjustment’ for your disability through a
request for flexible working, it would be helpful for you to detail that in your
request. We will consider this in line with our legal obligations under the
Equalities Act 2010. Further information on determining what is a ‘reasonable
adjustment’ is available.

If you change your mind and want to withdraw your request you may do so, in writing. An email
will suffice. Your manager will consider your proposal, and each request will be considered on
a case-by-case basis. Agreeing one will not set a precedent or create the right for another
employee to be granted a similar change to their pattern.

6.2 Responding to the request

On receipt of your request or application, your manager will acknowledge it in writing (email is
acceptable). If your written request can be approved in full, your manager will confirm this
request (FORM B), state the contract variation agreed to and the date from which it will take
effect. At this point the process is complete. Alternatively, your manager will arrange a meeting
with you, without unreasonable delay, to discuss your request (called a flexible working
meeting). You will be given advance notice of the time, date and place. Such meetings can
take place in person, via video call, or telephone if neither of those are possible. Requests can’t
be rejected without having a flexible working meeting.

All requests will be dealt with within 2 months of application, including any appeal. This time
limit may be extended with the agreement of both the employee and line manager and
confirmed in writing.

Whilst there is no statutory right to be accompanied at the meeting, we will allow you to be
accompanied by a TU representative or work colleague where it is reasonable to do so. This
includes factors such as providing your manager with enough time for them to deal with your
companion’s attendance, sharing the name of companion and whether they are a TU
representative or work colleague.
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6.3 The flexible working meeting

At the meeting, you and your manager will have a conversation to make sure all the relevant
information is understood before a decision is made. For example, potential benefits or other
impacts of accepting or rejecting the request, and any practical considerations involved in
implementing it.

If your manager can’t accommodate your request, alternative working arrangements will also
be explored at the meeting. It may be possible to secure some of the benefits that the original
request sought by modification to the original request, or it may be helpful to consider a trial
period to assess the feasibility of an arrangement.

You should also be aware that any change in contract i.e. reduction in hours, reallocation of
duties, etc as a result of a successful application could impact upon pension, salary and other
benefits as applicable. Advice can be sought from Payroll Provider and Pension Providers.

Consideration should also be given to the impact of the request on the management of health
and safety and how any hazards identified are to be controlled within a risk assessment.

A record of the discussion should be kept.

If you can’t attend the meeting, you should contact your manager immediately and give
reasons. The meeting will be rearranged. If you fail to attend a rearranged meeting without
‘good cause’ your manager may treat your application as having been withdrawn. Each case
will be considered on its own merits; any withdrawn application will be confirmed in writing.

7. Extension of Time

All requests will be dealt with within 2 months of application, including any appeal. This time
limit may be extended with the agreement of both the employee and line manager and
confirmed in writing. Agreement to an extension can recorded by completing Form F -
Extension of Time Limit.

8.The Decision

The decision will be given to you in writing without unreasonable delay, taking into account
the statutory two-month time period for deciding requests, including any appeal.



8.1 Request Accepted

If a request is accepted, on a permanent basis or fixed term/temporary, your manager will
ensure any necessary changes are made to your payroll record and system, including the
issue of a new statement of employment particulars, where appropriate.

8.2 Trial Period

If a trial period is necessary to assess whether the proposed new arrangements would work or
not, you will be informed of the decision. As well as outlining the period of the trial it will also
outline why the request has not been accepted at this stage. If you refuse to accept a trial
period you still have a right of appeal.

8.3 Request Declined

A request to work flexibly should not be declined unless there is a detrimental business impact
and after all options of finding a mutually agreed solution have been explored. This includes
investigating all feasible options other than the working pattern originally proposed.

A decline can only be justified if one or more of the following detrimental business impacts are
identified:

+ 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

+ a detrimental effect on ability to meet customer demand

« insufficient work available for the periods the employee proposes to work
+ planned structural changes to the employer's business

If your request is declined, it must be supported by evidence and demonstrate the decision was
considered fairly. You will be given written reasons for the refusal, including the specific
ground(s), brief explanation of how the grounds apply, and the appeal process (FORM C).

9. Appeals

If you wish to appeal the decision about your request, you can let your manager know the reasons for
the appeal in writing.

You must clearly set out your grounds of appeal and can use FORM D.

Your appeal must be submitted to your manager. An appeal meeting will be arranged with you without
unreasonable delay. You will be given advance notice of the meeting so that you can prepare for it.

The appeal should be dealt with impartially, so wherever possible by a manager who has not previously
been involved in considering your request, but whom has sufficient authority to make a decision. They
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will consider all information /evidence available to them before making a decision to uphold or reject the
appeal.

When a decision is made about your appeal, you will be informed in writing, taking into account the
statutory 2-month period for deciding the request. The decision will include what has been decided and
why (FORM E).

A record of the appeal meeting will be made to reflect the discussion.

10. Roles and Responsibilities
10.1 Employee’s responsibilities

To complete application forms comprehensively, in line with the policy guidance and other
guidance provided by flexible working resources.

To engage fully in the consultation meetings to help the school consider all material
information relevant to the request.

Employees have the responsibility to make appropriate enquiries to ensure they have all
necessary information before progressing a flexible working request, particularly where the
request may affect their contractual terms of employment, such as pay and/or benefits.

10.2 Manager’s responsibilities

When handling flexible working requests, managers must ensure that their decisions are in full
compliance with the Equality Act 2010. This includes giving appropriate consideration to any
protected characteristics that may be relevant to the request.

These characteristics are:

* Age

+ Disability

+ Gender reassignment

+ Marriage and civil partnership
* Pregnancy and maternity

* Race

* Religion or belief

+ Sex

+ Sexual orientation

Any information disclosed by an employee in support of their request must be treated
sensitively and without bias. Employers must take care not to unlawfully discriminate —either
directly or indirectly—against the employee based on any of these characteristics. A fair and

inclusive approach is essential to ensure that all employees are supported equitably in their
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flexible working arrangements.
Managers must deal with flexible working requests in a fair, reasonable manner. Flexible
working requests should be considered in line with correct facts and evidence.

Managers should be mindful of the statutory time limit to respond to a flexible working request.
If it is likely that a decision will not be reached before the 2-month period lapses, managers
must approach the employee to consider an extension of time with them in good time.

11.STANDARD DOCUMENTS

Form A - Flexible Working Application

Form B - Flexible Working Application Outcome (including Trial Periods
Form C - Flexible Working Application Rejection

Form D - Flexible Working Appeal

Form E - Flexible Working Appeal Reply (including Trial Periods)

Form F - Flexible Working Extension of Time Limit

12.Community Impact Assessment

We consider carefully how the decisions we make affect people who share different protected
characteristics (race, disability, sex, gender re assignment, religion, belief, sexual orientation,
age, marriage and civil partnership, pregnancy and maternity). The Community Impact Analysis
highlights the proactive and positive approach we take to supporting employees who request
flexible working, whilst taking into consideration any employee protected characteristics.

DOCUMENT AND VERSION CONTROL

Version | Implementation Revision Detail By

date

02 July 2004 Initial Release Strategic HR

03 July 2016 To reflect changes in Tracey Beardmore,
practices/government guidance Strategic HR
To remove the formal
homeworking policy (applied to
core council employees only)

04 11.09.2023 To reflect the decision to allow People Services
employees to make a request Staffordshire
from Day 1 of employment. County Council
Date of review- Autumn 2022 COO
and ratification changed to
Autumn 2023(Front cover)
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https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/CFLP%20FORM%20A%20Flexible%20Working%20Application.pdf
https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/CFLP%20FORM%20A%20Flexible%20Working%20Application.pdf
https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/FORM%20B%20Flexible%20Working%20Acceptance%20(1).pdf
https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/FORM%20C%20Flexible%20Working%20Application%20Rejection%20v2.pdf
https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/FORM%20D%20Flexible%20Working%20Appeal%20v2%20(1).pdf
https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/FORM%20E%20Flexible%20Working%20Appeal%20Reply%20v2%20(1).pdf
https://cflpacademy.sharepoint.com/sites/CFLPHUBSITE/CFLP%20OFFICE%20HUB/Office/Templates/Staff/Flexible%20working/FORM%20F%20Flexible%20Working%20Extension%20of%20Time%20Limit.pdf
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10.09.2025

Version number / date changed

Page 3 — added in form available
from OFSM

Added into page 4 - In such
circumstances, if the original
request can’t be accepted in full,
then both the manager and the
employee should discuss if it
may be possible to secure some
of the benefits that the original
request sought.

Added into page 5 - The application
process should take no longer than
2 months from the date of
application.

OM

Cross referenced to
the SCC policy
dated April 2024
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18.9.2026

Version number / date changed
Refreshed policy removing process
timescales, introduce tables,
condense information, reasonable
adjustments and being

accompanied.

Updated to reflect
new SCC policy
OM
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