Responding to a formal flexible workfng requesf
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Has the employee made a flexible working request in Ask the employee to make their request in writing, detailing their
writing setting out their requested working pattern? requested working pattern. Share our guide on making a request.

YES
Can the request be agreed without further review or a Notify the employee that the request has been accepted and issue
meeting with the employee? YES 7 new terms and conditions of employment.

NO

J

Schedule a meeting with the employee to discuss the request. Confirm if you allow them to be accompanied.
Note — it is okay to discuss alternatives or compromises to the pattern requested.

J

Can the request be agreed after the meeting?

YES Cannot be determined NO

\} \ N
Notify the employee that the request Consider offering a trial period to Notify the employee that the request
has been accepted and issue new assess the suitability of the requested cannot be agreed. State the statutory .
terms and conditions of employment. flexible working pattern. ground* for refusal and why it applies. -

Confirm if you offer a right of appeal

Trial period agreed. Set review date and review : T
with the employee. 1 > Employee appeals

Can the request be agreed after the trial period?

YES NO
Notify the employee that the request Schedule appeal hearing to consider

Notify the employee that the request
has been accepted and issue new
terms and conditions of employment.

cannot be agreed. State the statutory the appeal.
ground* for refusal and why it applies. Is the appeal upheld after consideration?
Confirm if you offer a right of appeal.

\L YES NO
has been accepted and issue new not upheld setting out relevant reasons.

terms and conditions of employment.

* According to the Acas Code of Practice on responding to a flexible working request a
decision to reject a request must be for one or more of the following business reasons which
are set out in the Employment Rights Act 1996:

 the burden of additional costs

¢ an inability to reorganise work amongst existing staff
e 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
e planned structural changes to the employer’'s business.
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https://www.cipd.org/uk/knowledge/guides/requesting-flexible-working-guide
https://www.acas.org.uk/responding-to-a-flexible-working-request/consider-the-flexible-working-request

