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ABSENCE & WELLBEING
Flexible Working Request Form
Employment Rights  |  Absence & Wellbeing  |  White Cube Consulting

	ORGANISATION
	[Organisation Name]

	FORM REFERENCE
	Version 1.0

	DATE RECEIVED BY HR
	[Date]



 
Your right to request flexible working
Under the Employment Relations (Flexible Working) Act 2023 - which came into force on 6 April 2024 - all employees have the right to make a flexible working request from their very first day of employment. There is no qualifying period.
You may make up to two separate flexible working requests in any 12-month period. The organisation must respond to each request - including any appeal - within two months of the date the request is received. A flexible working request may only be refused on one or more of the eight statutory grounds set out in the Employment Rights Act 1996. If your request is refused, you will receive a written explanation of the grounds and a right of appeal.
Complete all sections of this form, sign it and return it to HR. You will receive a written acknowledgement of receipt within [e.g. 5 working days].

SECTION 01
Your Details

	FULL NAME 
	

	JOB TITLE 
	

	DEPARTMENT / TEAM 
	

	LINE MANAGER 
	

	DATE EMPLOYMENT COMMENCED 
	

	CONTRACT TYPE
	☐ Permanent    
☐ Fixed Term - end date: 
☐Other: 

	CURRENT CONTRACTED HOURS PER WEEK 
	


▪ Current working pattern (days, hours and location):



SECTION 02
The Change You Are Requesting

Please describe the change you are requesting as clearly and specifically as possible. The more detail you provide, the easier it is for the organisation to consider your request effectively.
	TYPE OF FLEXIBLE WORKING REQUESTED
☐ Reduced hours / part time     ☐ Compressed hours  ☐ Flexitime / flexible start and finish times     
☐ Remote / home working  ☐ Hybrid working     ☐ Job share     ☐Annualised hours  
☐ Term-time only working     ☐ Other - describe below:



▪ Your Proposed New Working Pattern
	PROPOSED HOURS PER WEEK
 


▪ Proposed working days and hours (specify each day if applicable):
▪ Proposed work location:
	PROPOSED START DATE
[Date]

	IS THIS REQUEST INTENDED TO BE
☐ A permanent change to your contract of employment  
☐ A temporary arrangement - proposed duration: 



[Important: If your request is approved as a permanent change, this will result in a written variation to your contract of employment. If you are requesting a temporary arrangement, state clearly how long you are requesting it for and whether you intend to return to your current pattern afterwards.]
	If requesting reduced hours - have you considered a job share arrangement?
	☐ Yes - open to job share
☐ No - not seeking a job share
☐ Open to discussion





SECTION 03
Reason for Your Request (Optional)

You are not legally required to provide a reason for your flexible working request. However, sharing the context behind your request may help the organisation to consider it more fully and to explore the most appropriate options with you. Please only share what you are comfortable with.
	PRIMARY REASON FOR REQUEST (OPTIONAL)
☐ Childcare responsibilities ☐Health condition r disability ☐ Other caring responsibilities (adult / elder) ☐Study or professional development ☐ Work-life balance  ☐ Menopause or long-term health condition 
☐ Other - see below ☐Prefer not to say


▪ Additional context (optional - please share only what you are comfortable with):
SECTION 04
How the Arrangement Will Work in Practice

This section is one of the most important parts of your request. Demonstrating that you have thought carefully about how your role can be delivered under the new arrangement strengthens your request and makes it easier for the organisation to approve it. Please answer the following questions as fully as you can.
Be specific. Vague assurances that "everything will be fine" are less persuasive than a clear explanation of how each aspect of your role will be managed - including areas that may genuinely need some thought or adjustment.

How do you propose to ensure your core role responsibilities can be delivered effectively under the new arrangement?


Are there any aspects of your current role that may be more challenging under the proposed arrangement? 


How do you propose to manage these?


Is there any impact on colleagues, clients or team operations that you have considered?


How could this be managed or mitigated?


Are there any IT, equipment, communication or access requirements that would need to be put in place to support the arrangement?


How do you propose to maintain effective communication with your manager, team and any clients or stakeholders under the new arrangement?




SECTION 05
Previous Flexible Working Requests

	Have you made a flexible working request within the last 12 months?
	☐ Yes     ☐ No



If yes - date of previous request:
Outcome of previous request:

[Note: Under the Employment Relations (Flexible Working) Act 2023, employees may make up to two flexible working requests in any 12-month period. A request will not be accepted where the employee has already made two requests in the current 12-month period, or where it is identical to a request made within the same 12-month period.]
SECTION 06
Employee Declaration

Please read each of the following statements carefully before signing.
☐  I confirm that this request has been completed accurately and in good faith
☐  I understand that this is a formal flexible working request under the Employment Relations (Flexible Working) Act 2023
☐  I understand that the organisation will acknowledge receipt of this request within [e.g. 5 working days] and will respond within two months of the date of receipt
☐  I understand that a meeting may be arranged to discuss my request before a decision is made, and that I have the right to be accompanied at any such meeting by a work colleague or trade union representative
☐  I understand that if my request is refused, the refusal will be based on one or more of the eight statutory grounds and a written explanation will be provided
☐  I understand that I have the right to appeal any refusal, and that details of the appeals process will be included in the refusal letter
☐  I understand that if my request is approved on a permanent basis, it will result in a written variation to my contract of employment
	EMPLOYEE SIGNATURE 
	

	PRINT NAME
	

	DATE
	


SECTION 07
For HR Use Only

Complete this section on receipt of the request. This section is confidential and should not be shared with the employee.
	DATE RECEIVED BY HR 
	

	WRITTEN ACKNOWLEDGEMENT SENT
	☐ Yes - date: 
☐ Pending

	RESPONSE DEADLINE (2 MONTHS FROM RECEIPT)
	[Date]

	MEETING ARRANGED WITH EMPLOYEE
	☐ Yes - date: 
☐ Pending   
☐ Not required

	HR INITIAL ASSESSMENT NOTES 
	


 
The Eight Statutory Grounds for Refusal
A flexible working request may only be refused on one or more of the following eight grounds under the Employment Rights Act 1996:
1 Burden of additional costs
2 Detrimental effect on ability to meet customer demand
3 Inability to reorganise work among existing staff
4 Inability to recruit additional staff
5 Detrimental impact on quality
6 Detrimental impact on performance
7 Insufficiency of work during the periods the employee proposes to work
8 Planned structural changes to the business.
A refusal must cite the specific ground(s) relied upon and provide a clear written explanation of why that ground applies. Refusing on any other basis - including assumption, personal preference or general inconvenience - may give rise to an Employment Tribunal claim for unlawful refusal of a flexible working request. Always take HR advice before refusing a request.


	OUTCOME OF REQUEST
	☐ Approved as requested   
☐ Approved with modifications (see notes)  
☐ Refused - ground(s):

	OUTCOME LETTER ISSUED
	☐ Yes - date: 
☐ Pending

	APPEAL RECEIVED
	☐ Yes - date:   
☐ No

	APPEAL OUTCOME
	☐ Upheld   
☐ Dismissed   
☐ Pending   
☐ N/A

	CONTRACT VARIATION ISSUED (IF APPROVED)
	☐ Yes - date: 
☐ N/A   
☐ Pending

	NOTES ON OUTCOME / MODIFICATIONS 
	

	HR SIGN-OFF 
	

	PRINT NAME 
	

	DATE 
	



This form and all associated correspondence should be stored securely on the employee's personnel file in accordance with the organisation's data protection and records retention policy.
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