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1. Introduction 

1.1 Background 
1.1.1 Our Workforce Plan 2023-2028 sets out how we will attract, develop and retain our 

most valuable asset – our people. The effectiveness of our organisation hinges not 
just on attracting the best talent, but also in creating an inclusive culture that 
supports its people and recognises the unique attributes and needs of every Team 
Ceredigion member.  

 
1.2.2 The Council recognises that taking a flexible approach to how, where and when 

work is carried out is a key enabler to achieving this. Flexible working allows 
people to balance their work commitments with their responsibilities and interests 
outside of work. This can aid health and wellbeing, reduce turnover, increase 
motivation and talent attraction, and ultimately can lead to better outcomes for our 
service users.  

 
1.2.3 In line with this, we are committed to promoting flexibility, recognising that flexible 

working can provide benefits to both our people and our organisation. Whilst the 
Employment Relations (Flexible Working) Act 2023 affords all employees with a 
statutory right to request flexible working, this policy reflects the Council’s ambition 
of establishing a culture where we encourage a ‘yes by default’ approach to 
flexible working where service needs can be met. As such, all suitable roles within 
the Council will by default have access to the Council’s flexi time scheme and 
hybrid working offer. 

1.2 Aims 
This Policy aims to: 

• confirm the commitment of the Council to maximising the availability of a range 
of flexible-working arrangements. 

• ensure standards or service delivery is not negatively impacted by any flexible 
working arrangements. 

• describe the types of flexible working arrangements and the process by which 
staff may request them. 

• ensure all statutory flexible working requests are dealt with in compliance with 
the Employment Relations (Flexible Working) Act 2023 

1.3 Scope 
The policy applies to all Council employees but excludes those on relief contracts or 
employed under the delegated powers of School Governing Bodies.  

1.4  What is flexible working? 
1.4.1 Flexible working is any type of working arrangement that gives some degree of 

flexibility on how long, where and when an employee works.  
 
1.4.2 There are some informal arrangements which have no impact on contractual 

terms or minimal impact on service delivery. These can be one off, temporary or 
ad-hoc in nature such as swapping shifts or altering start and finish times under 
the flexi-time scheme. Informal arrangements such as these can be agreed 
between the employee and their line manager and do not necessitate a statutory 
flexible working request. 
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1.5  Types of flexible working 
The following are examples of flexible working arrangements. It is recognised that there 
may be alternatives or a combination of arrangements which are suitable to both the 
Council and the employee: 

• Part-time working 
• Term-time working 
• Annualised hours 
• Compressed hours 
• Flexi-time 
• Hybrid Working 
• Job-sharing 

 
Further information on the types of flexible working can be found on CeriNet. 
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2. Flexi-time Scheme 

2.1 Introduction 
2.1. The flexi-time scheme is a discretionary, informal work arrangement, that allows 

eligible employees to vary their working hours within certain limits. There is no 
contractual right to flexi-time.  

 
2.2  The scheme is offered with the intention of providing a degree of flexibility for 

employees and for the Council. This can help employees achieve a healthy work-
life balance whilst the Council can benefit from a wider time span of service 
delivery, as well as increased employee retention and productivity. 

2.2 Eligibility 
2.2.1 The scheme will apply to all employees apart from those work a shift rota, set 

hours or are employed under chief officer terms and conditions.  
 
2.2.2  Where it is not possible for employees to participate in the scheme, this will be 

confirmed by their Corporate Manager.  

2.3 Principles 
2.3.1. The scheme is based upon trust and positive working relationships within teams to 

ensure effective service delivery. 
 
2.3.2   The overriding principle with regards to the operation of the scheme is business 

need. Flexi time does not imply an automatic right to accumulate credit hours. 
Employees do not, for example, have the right to work early and stay late 
irrespective of whether work is available.  

 
2.3.3 The Council is committed to ensuring that the working patterns of employees do 

not compromise their health. 

2.4 Responsibilities 
Managers 
2.4.1  Manager must ensure the needs of the service always have priority and that 

services are adequately staffed throughout standard office hours. 
 
2.4.2  The Council must comply with the requirements of the Working Time Regulations. 

In line with this, managers should ensure employees accessing the scheme do not 
exceed reasonable working hours.  

 
Employees 
2.4.3 As there are no specific core times, all employees must arrange, within their own 

teams and following approval of their manager, start and finish times to ensure 
adequate service cover. Periodically, there will be a need to change such 
arrangements owing to staff absences such as annual leave, sickness etc. 

 
2.4.4 To ensure service delivery is maintained, employees should communicate their 

working hours to colleagues, ensure their calendars are shared appropriately, and 
use ‘out of office’ facilities on email and voicemail whilst away from office.  
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2.5 Standard Working Week  
The standard working week is 37 hours, with the following working pattern: 

• Monday to Thursday: 8.45am to 5.00pm  
• Friday: 8.45am to 4.30pm  

 
A 45 minute, unpaid lunch break should be taken between the hours of 12pm and 2pm. 

2.6 Flexi-time hours – Bandwidth 
2.6.1 For employees accessing the flexi-time scheme, the working hours bandwidth may 

be extended so that work can be undertaken between the hours of 7.30am to 
7.00pm.  

 
2.6.2 Where an employee is requested by management to work outside of this 

bandwidth, then this will be on a Time off in Lieu (TOIL) basis or otherwise 
overtime where TOIL is not practicable. TOIL will only be awarded with prior line 
management approval. Please see the Leave and Absence Policy. 

2.7 Standard Working Day  
To record adjustments such as leave, sickness, or other authorised absence, the 
standard working day for employees who are contracted to work 37 hours a week will be 
7 hours and 24 minutes (half day = 3 hours and 42 minutes).  

2.8 Minimum and Maximum Working Day  
2.8.1 A minimum of 4 hours must be worked on each standard working day (pro rata for 

part time employees).  
 
2.8.2 To protect employee welfare, a maximum of 12 hours (including over-time or 

TOIL) can be worked on any working day. Emergency situations may result in this 
maximum being exceeded on rare occasions.  

2.9 Lunch breaks 
Employees working more than 6 hours in a working day must take at least a 30-minute 
unpaid break.  

2.10 Accounting period 
The scheme operates on a four-week accounting period. By the end of the accounting 
period, employees are expected to have reconciled their actual hours worked with their 
contractual hours. This would be 148 hours over the 4 week accounting period for full-
time employees (pro-rata for part time). 

2.11 Credit hours  
2.11.1 During an accounting period, employees who have accumulated excess hours 

beyond their contractual hours can accrue and carry forward these excess hours 
as credit hours or take them as flexi leave.  

 
2.11.2 There is no automatic right to accumulate credit hours. It is not acceptable for an 

employee to accumulate time if they have no extra work to do or are not 
contributing anything of extra value to the Council. 
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2.11.3 A maximum of 8 hours credit can be carried over from one accounting period to 
the next. This will be pro-rata for part-time employees. Any excess hours 
exceeding 8 hours will be lost. 

 
2.11.3 If an employee is consistently exceeding the credit hours limit, the manager should 

investigate and if necessary, review the employee’s workload and working 
methods. 

2.12 Debit hours  
2.12.1 No more than 4 hours debit (pro-rata for part-time employees) should be accrued 

per accounting period without reasonable prior arrangement.  
 
2.12.2 An employee in debit is required to make up the deficit by the end of the next 

accounting period.  
 
2.12.3  Where an employee cannot make up the deficit, the employee should balance 

their hours using annual leave or unpaid leave. 
 
2.12.4 Where employees persistently exceed the debit allowance, action such as 

withdrawal of the scheme or in exceptional circumstances disciplinary action may 
be considered. At all times HR advice should be sought. 

2.13  Flexi Leave 
2.13.1 Subject to line management approval, credit hours can be used to take flexi 

leave. Employees can request up to 1 full working day’s flexi leave (or 2 half 
days) per accounting period.  

 
2.13.2 Flexi-leave should only be granted if: 

• sufficient credit hours have been accrued. 
• service delivery will not be compromised. 

2.14  Recording hours of work  
2.14.1 All employees participating in the scheme must record their working hours on the 

Council’s flexi form, which is available to download from CeriNet. 
 
2.14.2 Any absences or breaks taken during the working day, including smoking or 

vaping breaks, must be recorded. 
 
2.14.3 Times recorded on flexi forms must be entered as soon as possible and should 

never be entered in advance. No member of staff will complete a flexi form on 
behalf of another.  

 
2.14.4 The flexi form must be made available to the line manager so that it can be 

monitored and checked at the end of each accounting period. 
 
2.14.5 It is important to note that, any employee who falsifies a time recording 

document, whether it be flexi form or time sheet, will be dealt with in accordance 
with the Disciplinary Policy. Such falsification will be regarded as gross 
misconduct and could lead to dismissal. 
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2.15 Recording of authorised absence 
2.15.1 Sickness or Annual Leave:  All sickness and/or annual leave should be 

recorded on the flexi form. A ½ day will count as 3 hours 42 minutes and a full 
day as 7 hours 24 minutes (pro rata for part time employees). 

 
2.15.2 Training Leave: The maximum number of hours that can be credited for 

attendance on a college course, other training course or conference is 7 hour 24 
minutes. No allowances will be made above that of a standard full time working 
day in consideration of either attendance or travelling time. 

 
2.15.3 Study Leave: Please refer to the Learning & Development Policy for guidance 

on study leave entitlement. 
 
2.15.4 Appointments: It is expected that appointments are attended outside of 

standard working hours, in an employee’s own time. Where this is not possible 
any paid appointment allowances will be listed in the Leave of Absence Policy.  

2.16 Suspension or Withdrawal of the Flexi-time Scheme  
Provision of the flexi-time scheme is discretionary and as such the scheme may be 
suspended or withdrawn at any time. The following are reasons which are likely to result 
in suspension or withdrawal:  

• due to service need  
• where an employee is finding it difficult to manage their time under the scheme.  
• where an employee fails to follow the procedural requirements set out in this policy 
• where an employee is found to be misusing the scheme  

2.17 Leaving the Council 
2.17.1 When an employee leaves the Council, they should reduce any credited hours to 

zero prior to their last day. Any remaining credit will be lost.  
 
2.17.2 In participating in the Flexi-time scheme, employees agree that any hours in debit 

at their leaving date will be deducted from their final salary.  
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3. Hybrid Working Scheme 

3.1 Background 
3.1.1 The Hybrid Working scheme is a discretionary, informal work arrangement, offered 

to all employees occupying eligible roles.  
 
3.1.2  The scheme is offered with the intention of helping employees improve their work 

life balance by reducing commuting time whilst also reducing the Council’s carbon 
footprint and broadening its talent pool. 

3.2 Principles 
3.2.1 The availability and extent of hybrid working will depend upon service demands, 

requirements of the role as well as the personal circumstances of the individual 
employee.  

 
3.2.2 Any arrangement must not impact detrimentally on the quality and continuity of 

service provision in any of the Council’s functions and activities. The needs of the 
service must be the over-riding priority when considering any hybrid working 
arrangement.  

 
3.2.3. The contractual work location of all employees regardless of whether they have 

gained hybrid working status, will be a Council building. This will be noted on their 
contract of employment. 

 
3.2.4 As working in a hybrid way is a voluntary, discretionary benefit, employees will not 

be eligible to claim expenses for hybrid working.  

3.3 Work Styles 
3.3.1 To assist with the identification of roles which may or may not be eligible for hybrid 

working the Council has identified three work styles: 

• Fixed: A role where the employee’s place of work is determined by their role 
(e.g. Library Assistant, Environmental Operative, Receptionist, Library 
Assistant, Caretaker, Care Assistant). 

 

• Hybrid: A role which can be undertaken as effectively remotely as in the 
workplace but due to certain responsibilities/client demand the employee will 
be required to visit Council buildings or schools on a regular basis with little 
notice (e.g. Social Worker, Planning Control Officer, HR Officer). 

 

• Remote: A role which can be undertaken as effectively remotely as in the 
workplace.  

 
3.3.2 Work style categorisation will be the responsibility of the Corporate Manager 

subject to approval from the relevant Corporate Lead Officer. Role categorisation 
will be monitored by the People and Organisation Service. 
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3.4 Requesting or Declining Hybrid Working Status  
3.4.1 All employees commencing a hybrid eligible role must complete a ‘Hybrid Status 

Form’ (available on dodl) to confirm whether they wish to request or decline the 
offer of hybrid working. 

 
Declining Hybrid Working Status 
3.4.2 When an employee declines hybrid working status via the Hybrid Working Status 

form it will be sent to the Line Manager for information. The Line Manager must 
contact Property Services to arrange a dedicated workspace for the employee in 
their contractual work location. 

 
3.4.3 Employees who do not have hybrid working status, may not work from home. 
 
Requesting Hybrid Working Status 
3.4.4 Employees can only make 2 hybrid working status requests per position, per year, 

in line with Flexible Working employment legislation. 
 
3.4.5 When an employee requests hybrid working it is sent to their Line Manager for 

approval. 
 
3.4.6 When considering a request Line Managers should ensure the employee has 

confirmed that: 

• they have a suitable workspace to efficiently and safely undertake their role;  
• their workspace can accommodate the ICT equipment needed to efficiently 

undertake their role. In most roles, this will include space for 2 
monitors/screens. 

• they have sufficient internet speeds to access systems and attend virtual 
meetings whilst sharing their cameras. As a guideline, a guaranteed minimum 
internet download speed of 8Mbps should suffice.  

• they can ensure data and information is kept secure whilst working remotely. 

3.5   Denying Hybrid Working Status  
3.5.1 Where a Line Manager decides to deny a Hybrid Working Status request, they 

should discuss this with the employee. They must then contact Property Services 
to arrange a dedicated workspace for the employee in their contractual work 
location. 

 
3.5.2 Where a hybrid working application has been denied by the Line Manager, 

employees can submit an appeal. Please see section 4.11 for details.  

3.6 Withdrawal of Hybrid Working Status 
By the employee 
3.6.1 Employees may decide at any time that they no longer wish to work in a hybrid 

way and would prefer to work in a fixed office. In this event, employees should 
complete a new ‘Hybrid Working Status Form’ where they ‘decline’ to work in a 
hybrid way.  

 
3.6.2 Depending on logistical considerations, there may be a delay in providing a 

dedicated workspace.  
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By the employer 
3.6.3 The following are reasons why hybrid working status may be withdrawn from an 

employee (this list is not exhaustive): 
•  Work circumstances: e.g. work location, changes in technology or other service 

 reasons that result in hybrid working no longer being viable. 
• Employee health: Where concerns arise that employee health is being 

negatively affected it may be necessary to withdraw hybrid working, either 
temporarily or permanently, following advice and guidance in an occupational 
health report. 

• Disciplinary reasons: If hybrid working is withdrawn as a result of a disciplinary 
concern which relates to hybrid working, then the provisions of the Council’s 
agreed Disciplinary Procedure will apply and no notice may be given. The right 
of appeal against such a decision is provided within the Disciplinary Procedure. 

• Capability reasons: Where there is concern about the capability of the 
employee hybrid working may be temporarily suspended to enable the Line 
Manager to provide further training/evaluation at the workplace. Where 
capability concerns persist hybrid working may be permanently withdrawn. 

• Change of address: There is no automatic right to continue hybrid working at a 
new address. Employees must report a change in address to their Line 
Manager in order that they may determine whether the new address is suitable 
for home working. 

• Change of post: There is no automatic right to continue hybrid working in the 
event of a change of post. Continuation of hybrid working will be in agreement 
with the new Line Manager subject to the standard application assessment.  

 
3.6.4 Withdrawal of hybrid working must be with agreement of the relevant Corporate 

Manager, in consultation with a Human Resources Officer. 
 
3.6.5 The employee will be given a reasonable period of notice (approx. 4 weeks) to 

make any necessary arrangements. 

3.7 Attendance at the workplace 
3.7.1 An employee who has gained hybrid working status: 

• can choose whether they work at home or in the workplace on any given day, 
subject to the needs of the service. 

• will be required to attend the workplace as and when their Line Manager 
deems necessary. In all but exceptional circumstances, reasonable notice 
(minimum 24 hours) should be provided. 

• will not have a dedicated workspace in any workplace and will instead have 
use of hot desk available on the desk booking system. All hot desk use should 
be recorded using the desk booking system. 

3.8 Loss of connectivity 
3.8.1 If an employee working away from the workplace, experiences connectivity issues 

which they have been unable to resolve within 30 minutes they must inform their 
Line Manager. The Line Manager must determine whether the employee can 
continue working productively without a connection or whether the disruption in 
connectivity is such that the employee is required to attend a Council building to 
ensure continuity of work. 
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3.8.2 Travel time to a council building to resume work will not be classed as working 
time nor will it be classed as a business-related journey for the purposes of 
claiming mileage expenses.  

 
3.8.3 Depending on the circumstances, employees who are unable to ensure the 

continuity of work may be required to record a break in working time under the 
Council’s flexi-scheme arrangements or alternatively take Annual Leave or Flexi 
Leave. 

3.9    Childcare and Caring Responsibilities 
3.9.1 The ability to work from home or alternative location is not a substitute for 

childcare or similar carer responsibilities. As with all Council employees, it is the 
employee’s responsibility to ensure adequate provision is in place to avoid conflict 
with work performance.  

 
3.9.2 Reference should be made to the following policies, which offer options and 

support to staff in such circumstances: 

• Family Leave and Support Policy 
• Leave and Absences Policy 
• Carer’s Policy 

3.10 Travelling  
3.10.1 In line with existing business travel arrangements, the commute between home 

and the contractual work location will not attract travel allowances. Business-
related journeys will be claimable when employees deviate from their usual home 
to work journey.  

 
3.10.2 Journeys to attend team meetings located at other Council buildings will not be 

classed as business-related journeys unless the employee has been directed to 
undertake the journey by their line manager. With the aim of reducing travel time 
and carbon emissions, every effort should be made to hold the majority of team 
meetings virtually.  

 
3.10.3 To meet our commitment of reducing our carbon footprint, employees will attend 

out of county meetings virtually. Where this is not possible out of county travel 
must be approved by their Corporate Director. 

3.11 Locations when working remotely 
3.11.1 The expectation will be that employees with hybrid working status will only 

undertake work remotely from their home address or any other address included 
in their Hybrid Status Application. 

 
3.11.2 There may be occasions where employees wish to work from an alternative 

location for short durations, e.g. one working day. This may be done with prior 
agreement from their Line Manager. 

 
3.11.3 There may be occasions where employees wish to work from an alternative 

location for extended periods e.g. one week or more. In this circumstance, a new 
‘Hybrid Status Form’ must be completed and approved. 
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3.12 Communication and contact 
3.12.1 Hybrid status employees should be contactable for the duration of their agreed 

working hours. An employee’s Skype status should not be placed to ‘Do Not 
Disturb’ without prior agreement from their line manager. 

 
3.12.2 Employees must keep their Outlook calendar up to date and provide their line 

manager with review access.  
 
3.12.3 In line with our commitment to reduce our carbon footprint, as well as reduce 

travelling expenses, internal meetings will be held virtually by default.  
 
3.12.4 To replicate in-person meetings employees must have cameras on for all virtual 

meetings. Employees are expected to be dressed as you would when attending 
the office. 

 
3.12.5 When attending virtual meetings with partners and service users, employees 

must apply a corporate background (available from Ceri Net).  
 
3.12.6 Employees must not, under any circumstances, give details of their home 

address or telephone number to clients/customers or third parties. An 
employee’s home must never be used for the purpose of holding work related in-
person meetings and external mail should always be directed to Council offices 
and not to the employee’s home address.  

3.13 Equipment 
ICT Equipment 

3.13.1 In line with recommendations made by the ICT Service, our hybrid status 
employees will be provided with the necessary ICT equipment to work efficiently 
remotely. Employees will need to accommodate the recommended equipment in 
their home.  

 
3.13.2 Requests for ICT equipment over and above the standard recommendation will 

be subject to approval by the ICT Service. There may be occasions where 
additional equipment is recommended following medical and/or health and safety 
advice. Approval will be subject to consultation with the People and Organisation 
Service and the employing service. 

 
Workstation Equipment 
3.13.3 In most circumstances, employees must use their own workstation furniture e.g. 

desks, chairs. These must be compliant with health and safety requirements as 
identified in the Council’s DSE Assessment. 

 
3.13.4 Additional workstation equipment may be provided to an individual should a 

workstation DSE Assessment deem this necessary or due to the requirements of 
the role.  

 
3.13.5 Additional equipment may also be provided for staff who require reasonable 

adjustments as determined by occupational health.  
 
3.13.6 In most circumstances, and in addition to their home workstation set up, 

equipment will be provided at the place where they indicate that they 
predominantly work and not across multiple sites.  
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3.14 Health and Safety 
3.14.1 In addition to the employer’s statutory duty of care, employees have a 

responsibility for the health, safety and welfare of themselves and others while 
they are carrying out work activities, regardless of the work location.  

 
3.14.2 Hybrid status employees will have the same health and safety duties as other 

employees and will be required to take reasonable care of their own health and 
safety whilst working from home.  

 
3.14.3 Employees must report to their line manager any work-related incident, accident 

or near miss which has occurred at home, in line with current arrangements.  
 
3.14.4 A DSE Assessment will be carried out by all hybrid status employees, supported 

by their line manager. This will need to be reviewed if any substantial changes 
are made to the working environment or working arrangements, or if the 
employee’s physical needs change. Employees must fully participate in 
completing the necessary risk assessment paperwork and review this with their 
manager. If the employee has any complex health or physical needs, the health 
and safety team can support with a specific workspace assessment. 

 
3.14.5 Hybrid status employees have a responsibility to ensure they have an 

appropriate workspace with adequate security, storage and screening from 
activities and noise in the rest of the home. There must also be adequate 
ventilation, sufficient electric point access and lighting.  

 
3.14.6 Hybrid employees should ensure that the general fabric of the home and its 

fixtures and fittings, including in any area in which they work, is/are maintained in 
a safe and functional state for performance of work e.g. electrical sockets. 
Employees should ensure that no equipment is left to charge unattended and 
that the correct charging device is used in relation to each item of equipment. 
Any electrical equipment provided by the Council should be visually inspected by 
the employee regularly for signs of wear, scorching, overheating, cable faults etc. 
Any defects should be reported to their line manager as soon as possible so that 
a replacement can be arranged. 

 
3.14.7 Hybrid employees will be required to bring work equipment into a specified 

Council building for PAT testing, when requested to do so.  
 
3.14.8  Managers should seek advice regarding any specific concerns around health and 

safety issues as all health and safety requirements must be appropriately 
addressed.  

3.15 Data Protection, Security and Confidentiality 
3.15.1 Maintaining the security of the information we process is vital and those working 

away from a Council office are responsible for the security of the data they keep 
and should comply with all relevant legislation and Council policies, just as if they 
were working in a Council office. 

  
3.15.2 Managers must agree at the outset with their staff as to how confidential or 

sensitive information will be handled when working in hybrid ways.  
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3.16 Insurance  
3.16.1 Equipment provided by the Council as part of the hybrid working arrangement 

will be covered by the Council’s insurance policy.  
 
3.16.2 Hybrid employees are advised to contact their own insurance company to inform 

them that they will be working at home.  
 
3.16.3 Liability insurance arranged by the Council will operate once risk assessments 

are completed satisfactorily. Risk control measures identified during risk 
assessment must be addressed prior to the hybrid working commencing.  

 
3.16.4 Employees undertaking their duties remotely are covered by the Council’s 

Employer’s Liability Policy. Any work-related accidents must be reported 
immediately in accordance with the Council’s incident reporting guidelines.  
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4. Formal flexible working requests  

4.1 Eligibility 
4.1.1 All employees have the right to submit a flexible working request.  
 
4.1.2 Employees may only make two applications every 12 months. 

4.2  Implications of an Agreement to Work Flexibly   
4.2.1 Formal flexible working requests will likely result in a change to an employee’s 

contract of employment and can have an impact on pay, pension and/or annual 
leave calculations.  

 
4.2.2 A flexible working arrangement may be agreed as a permanent change or 

alternatively for a defined period. If deemed necessary by the manager, it may 
also be subject to a trial period with regular reviews which will be agreed in writing. 

 
4.2.3 There is no right to revert to the original contractual terms at a later date if a 

permanent arrangement is agreed. The employee may apply for a further change 
which will be handled as a new and separate request, where the employee must 
meet the eligibility criteria as set out in this policy. 

4.3 Application   
Formal flexible working requests should be made by submitting a Flexible Working 
Request Form on dodl. 

4.4 Responding to a flexible working request 
4.4.1 The Employment Relations (Flexible Working) Act 2023 requires that employees 

should have a conclusive response to their flexible working request within two 
months of making a request. Unless an extension has been agreed with the 
employee, this includes the appeal process. Consequently, to allow time for an 
appeal, it is recommended that managers respond to flexible working requests 
within 4 weeks. 

 
4.4.2 All flexible working requests should be dealt with in an inclusive and reasonable 

manner. Where service needs can be met, we encourage a ‘yes’ by default 
approach to flexible working. Nevertheless, consideration should be given to the 
proposed flexible working arrangements, looking at the potential benefits and 
adverse effects to the employee and to the organisation.  

 
4.4.3 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 flexible working arrangement.  

4.5. Possible outcomes of a flexible working request 
Possible outcomes include: 

• granted in full; 
• refused; or 
• modified by mutual agreement 
• granted on a fixed-term basis and/or trial period.  
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4.6  Granting a flexible working request 
After having considered the proposed arrangement, the line manager may decide to 
grant the request without further need for discussion. They should do this by: 

(i) approving the request on dodl; and  
(ii) advising HR of the change to the contract by completing a Contract Variation 

form. 

4.7  Considering the Request 
4.7.1 Where a line manager believes a request requires further consideration, then a 

meeting should be held with the employee to discuss the request. This should be 
held as soon as possible and always within 3 weeks of receipt of the request.  

 
4.7.2 The employee may be accompanied to the meeting by a trade union 

representative or colleague. It is the employee’s responsibility to arrange this.  
 
4.7.3 The purpose of the meeting is to find out more about the proposed working 

arrangements, how they could be of benefit to both the employee and the Service, 
and to discuss in a spirit of collaboration, how the employee’s request might be 
made to work in practice. 

4.8  Refusing the Request 
4.8.1 A flexible working request may only be refused for one or more of the statutory  

reasons listed below. No other reasons, however compelling, can be used.   
• The burden of additional costs. 
• A detrimental effect on ability to meet customer demand. 
• An inability to reorganise work amongst existing staff. 
• An inability to recruit additional staff. 
• A detrimental impact on quality. 
• A detrimental impact on performance. 
• Insufficiency of work during the periods the employee proposes to work. 
• A planned structural change. 

 
4.8.2 There must always be robust evidence to support the reason for declining the 

employee’s request. This evidence will referred to in the case of an appeal. 

4.9  Communicating the decision 
4.9.1 Following consideration of the flexible working request the Manager is required to 

inform the employee of the decision in writing as soon as possible and usually 
within a week of the meeting.  

 
4.9.2 The letter will include:  

• Confirmation that the flexible working request has been agreed, or an 
alternative has been agreed and the start date of the arrangement.  

• Notification that the flexible working request has been refused on clear 
business grounds permitted by legislation (as noted above) and the reasons. 
Details on the right of appeal will also be included. 
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4.10 Trialling new working arrangements 
Where there is some uncertainty about whether the flexible working arrangement is 
practicable for an employee and/or the organisation a trial period may be agreed. If a trial 
period is arranged sufficient time should be allowed for an employee and their manager 
to implement and become used to the new working practices before taking any decisions 
on the viability of a new arrangement. 

4.11 Appeal 
4.11.1 The employee has the right to appeal the decision if their request is refused or is 

only agreed in part. 
 
4.11.2 The employee may lodge an appeal within 1 week of being notified of a decision 

on their application. This should be done in writing and clearly state the grounds 
on which they are appealing.  

 
4.11.3 The appeal will be heard within 3 weeks. The employee has the right to be 

accompanied by a colleague or a Trade Union Representative at this meeting. 
 
4.11.4 The employee will normally be informed of the outcome to their appeal within 1 

week of the appeal meeting. These time limits may be extended with the 
agreement of both the employee and the line manager. 
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