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HR POLICY
Flexible Working Policy
Supporting work-life balance and flexible working arrangements

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees



This policy template is provided for guidance purposes. It should be reviewed and adapted to reflect the specific circumstances and requirements of your organisation before adoption. Employment law in this area has been updated by the Employment Relations (Flexible Working) Act 2023, which took effect in April 2024. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
SECTION 01
Policy Statement

[Organisation Name] is committed to supporting its employees in achieving a positive balance between their working and personal lives. We recognise that flexible working can improve wellbeing, productivity and staff retention, and we are committed to considering all requests for flexible working arrangements fairly, consistently and in good faith.
This policy sets out the statutory right to request flexible working and the procedure for making and responding to such requests. The statutory right is a right to request flexible working, not an automatic right to have a request approved. It does not guarantee that all requests will be approved, but it does guarantee that all requests will receive serious and fair consideration.
Employees approved for remote or hybrid working arrangements are expected to continue meeting all performance, communication, confidentiality and attendance standards.
Where homeworking arrangements are agreed, employees may be required to comply with homeworking health and safety requirements. Employees approved for remote or homeworking arrangements may be required to complete a homeworking risk assessment and cooperate with any reasonable health and safety requirements. Employees remain responsible for safeguarding company equipment, maintaining confidentiality and ensuring information is not accessible to unauthorised individuals when working remotely. The organisation may also agree temporary flexible working arrangements where appropriate.
Employees working remotely must continue to comply with all confidentiality, data protection and information security requirements. Flexible working arrangements may be reviewed periodically to ensure they remain operationally effective. The organisation recognises that flexible working may support wellbeing, inclusion and employee engagement where operationally feasible. This policy does not form part of any employee's contract of employment and may be amended from time to time.
Flexible working requests should be assessed objectively against business needs rather than assumptions about productivity or employee commitment.
SECTION 02
Scope

Under the Employment Relations (Flexible Working) Act 2023, all employees have the statutory right to request flexible working from day one of their employment (effective from 6 April 2024). This policy applies to all employees of [Organisation Name]. Agency workers, self-employed contractors and workers who are not employees do not have the statutory right to request flexible working, although the organisation may consider informal flexible arrangements on a case-by-case basis.
SECTION 03
What is Flexible Working?

Flexible working refers to any working arrangement that differs from the standard arrangement in place for the employee's role. Examples include, but are not limited to:
-  Part-time working — reducing the number of hours worked per week
-  Compressed hours — working full-time hours over fewer days
-  Flexitime — varying start and finish times around core hours
-  Remote or hybrid working — working from home or another location for some or all of the working week
-  Job sharing — two people sharing the responsibilities of one full-time role
-  Annualised hours — agreeing a total number of hours to be worked over the year with variation in when they are worked
-  Staggered hours — different start, finish and break times to standard
-  Term-time working — working only during school term times
SECTION 04
The Statutory Right to Request Flexible Working

Employees have the right to make up to two statutory requests for flexible working in any 12-month period. Each request must be made in writing and the organisation must deal with each request within two months of receipt (including any appeal), unless a longer period is agreed with the employee.
Employees are now required to consult with the organisation before a request is refused (Employment Relations (Flexible Working) Act 2023). The organisation must not refuse a request without first holding a meeting with the employee to discuss it.
SECTION 05
Making a Flexible Working Request

To make a statutory flexible working request, the employee must submit a written request to their line manager and/or HR which includes:
-  The date of the request
-  The flexible working arrangement being requested (with as much detail as possible)
-  The proposed start date for the new arrangement
-  An explanation of how the proposed arrangement might affect the organisation and the employee's role, and any suggestions for how these effects might be managed
-  Confirmation that this is a statutory request under the Employment Relations (Flexible Working) Act 2023
A flexible working request form is available from HR on request.
SECTION 06
Handling a Flexible Working Request

▪ Acknowledgement
The organisation will acknowledge receipt of the request in writing within 5 working days. A meeting will be arranged with the employee within a reasonable timescale to discuss the request before any decision is made.
▪ The Consultation Meeting
A meeting will be held with the employee to discuss the request in detail, including the proposed arrangement, the operational impact, and any alternative arrangements that might also meet the employee's needs. The employee has the right to be accompanied at this meeting by a work colleague or trade union representative. Where the chosen companion is unavailable, an alternative reasonable date may be agreed.
▪ The Decision
The organisation will consider the request carefully and in good faith. A written decision will be provided within two months of the date of the request (including any appeal), unless an extension is agreed. The decision will be one of the following:
-  Approval — the request is accepted in full
-  Approval with modification — the request is accepted with agreed changes to the arrangement proposed
-  Refusal — the request is refused, with written reasons provided
A request may only be refused on one or more of the following statutory grounds:
-  The burden of additional costs
-  A detrimental effect on the ability to meet customer demand
-  An inability to reorganise work among existing staff
-  An inability to recruit additional staff
-  A detrimental impact on quality or performance
-  Insufficiency of work during the periods the employee proposes to work
-  Planned structural changes to the organisation

▪ Approval and Trial Periods
Where a request is approved, the change will normally be made on a permanent basis unless otherwise agreed. In some cases, the organisation may propose a trial period of [e.g. three to six months] to allow both parties to assess the impact of the new arrangement before making a final decision. Any trial period agreement will be confirmed in writing.
Where a flexible working arrangement is approved, the employee's contract of employment will be updated to reflect the new arrangement. Please note that once a permanent change is made, the employee does not have an automatic right to revert to their previous working arrangement.
Trial periods will normally include agreed review points and success measures, including service delivery, performance, communication and operational effectiveness.
Informal arrangements do not create a contractual entitlement to ongoing flexible working.
Approved flexible working arrangements may be reviewed periodically where there is a significant change in business needs, organisational structure or operational requirements.
SECTION 07
Right of Appeal

Where a flexible working request is refused, the employee may appeal the decision in writing normally within 5 working days of the date of the refusal letter, setting out the grounds of appeal. The appeal will be heard by a more senior manager or HR, who was not involved in the original decision. The outcome of the appeal will be confirmed in writing and is final.
SECTION 08
Informal Flexible Working Arrangements

In addition to the statutory process, the organisation may agree informal flexible working arrangements where both parties are content to do so on a short-term or ad hoc basis. Informal arrangements are not made on a permanent contractual basis and may be varied or withdrawn by either party with reasonable notice. Any informal arrangement should be confirmed in writing to avoid misunderstanding.
SECTION 09
Equality and Non-Discrimination

The organisation is committed to considering flexible working requests fairly and without discrimination. A refusal of a flexible working request must not be connected to any protected characteristic under the Equality Act 2010. Particular care should be taken where a request relates to childcare, caring responsibilities or a disability-related need. Requests linked to a disability may also engage the organisation's duty to consider reasonable adjustments under the Equality Act 2010.
SECTION 10
Responsibilities

▪ Employees
-  Submit requests in writing with sufficient detail
-  Engage openly and constructively in any consultation meeting
-  Give reasonable notice of any proposed start date for a new arrangement
▪ Line Managers
-  Acknowledge and consider all requests fairly and promptly
-  Hold a consultation meeting before making any decision
-  Consult HR where there is uncertainty about how to proceed
-  Ensure decisions are well reasoned, documented and not discriminatory
▪ HR
-  Provide guidance and support to managers throughout the process
-  Ensure consistency of approach across the organisation
-  Maintain records of all flexible working requests and outcomes
SECTION 11
Policy Review

This policy will be reviewed [annually / every two years] or following any significant change in employment legislation. The policy owner is responsible for ensuring it remains current and compliant with current law.
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