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Flexible Working Policy & Procedures
To be read with:
· Grievance Procedure
· Sickness Absence Policy
· Retirement Policy
· Maternity Leave Policy
· Paternity Leave Policy
· Parental Leave Policy
· Adoption Leave Policy
The PCT incorporates and supports the human rights of the individual as set out in the European Convention on Human Rights and the Human Rights Act 1998.
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FLEXIBLE WORKING POLICY
1.0
Introduction
1.1
NHS Brent recognises the importance of flexible working for our staff. Achieving a culture of work-life balance between home and work is not always easy, and means more than complying with the legislation. It requires a proactive, creative and innovative approach in balancing the needs and preferences of employees with those of the organisation.  
1.2

NHS Brent is a family friendly organisation, offering a flexible working policy which provides the opportunity for staff to achieve a balance between the demands of work and their domestic, personal and family circumstances while at the same time meeting the needs of the service. As part of the Organisational Development Plans the PCT continues to support staff in embracing flexible working practices to ensure that we retain valuable skills and knowledge. 

1.3

We believe that our ability to attract high calibre staff will be enhanced by the fact that we can offer terms and conditions of employment best suited to individual circumstances and priorities. Offering flexible working practices will enable us to retain our highly skilled and competent workforce who otherwise may not be able to continue with their careers and is reflected in our recruitment and retention initiatives
1.4
This policy sets out a range of flexible working patterns to its employees and managers are advised to explore all possible options balancing the needs of the service and accommodating requests for flexible working arrangements, where possible.  This policy sets out:
· details of employees' entitlements

· the implementation process for flexible working requests

· the range of flexible working options available
1.5 The policy applies to all staff at all levels and in all areas of work (medical and non medical). The policy incorporates the legislation introduced under the Employment Act 2002 and the Work and Families Act 2006 as set out in section 6.0. 

2.0

Equality of Opportunity
2.1
Employees are valued for the contribution they make and not according to their working patterns. There will be no discrimination against any member of staff who takes up the opportunities provided by this policy either by barring access to promotion or personal and professional development. This policy applies equally to part and full time staff.

2.2
The fair application of this policy will be monitored across the PCT at all levels. In evaluating the success of this policy NHS Brent will consider:

· The number of staff accessing flexible working opportunities by gathering this information from line managers.

· The number of staff indicating awareness of the policy measured by the annual Staff Survey.

· Policy user feedback.

3.0
Flexible Working Options
3.1
Full details of the different flexible working options are set out in this document (see pages 15 to 35) setting out issues for managers and employees. In summary options available to staff are:
· Part-Time & Term Time Working
· Job Share
· Temporary Reduced Hours 
· Staggered Hours
· Self Rostering
· Compressed Hours
· Annualised Hours
· Home working (occasional/temporary home working and contracted home working)
3.2
There are flexible working opportunities available also to staff who are approaching retirement age. These are detailed in the PCT’s Retirement Policy.
3.3 It is important to remember that during a person’s working life their needs and working time preferences can change. 
3.4 For instance staff who are on long term sick leave may be able to return to work through a period of rehabilitation involving a partial/gradual return to full time hours/duties. Further details are in our Sickness Absence Policy available from your manager or the Intranet. Alternatively staff may need to take special leave to help them balance the demands of domestic and work responsibilities at times of urgent or unforeseen need. Further details are set out in the Agenda for Change Terms and Conditions Handbook.
3.5 Whilst applications made to request flexible working will result in a permanent change to staffs’ terms and conditions (following a review period to assess the impact on the service), staff will be able to request to work flexibly due to unforeseen/short term reasons. Managers should balance the need for reasonable time to consider the request with the significance and urgency of the request.   
4.0

Benefits of Flexible Working 
4.1 Benefits to the PCT
There are a wide range of benefits for the PCT including:

· better use of resources and of the existing workforce

· employees feel valued and more motivated 

· a less stressful work environment 

· attracting a wider pool of candidates for new posts such as part-time workers

· increases in productivity

· reduced absenteeism, sickness and stress

· creating a reputation as employer of first choice

· retaining valued employees and recruiting new staff

· Improvements in services.
4.1.1 Benefits to Employees

Employees have greater choice and control of working time, work organisation and working lives when they are able to work flexibly.  In addition, benefits include:
· better relations between management and staff

· improved loyalty and commitment

· job satisfaction and a better working environment

· reduced stress and work pressure

· a better balance between work and life outside work. 
5.0

Rights and Responsibilities
5.1

Employees’ rights



Employees have the following rights:

· to apply to work flexibly 

· to have their application considered in accordance with this policy and where refused clear business reasons given

· to be offered the opportunity to be accompanied by a Trade Union representative or professional organisation representative or work colleague at a meeting to discuss their request. 

· if their application is refused, to have a written explanation as to why

· to appeal against the manager’s decision to refuse their application.

5.1.1
When making an application for flexible working, employees should:
· be prepared to discuss their application in an open and constructive manner

· consider a range of flexible working options, which may suit their personal needs, so that they can be flexible if needed with their manager, in order to meet the needs of the PCT and reach agreement 

· give consideration to the impact on patient/service needs and how the new working pattern will affect the department/ward and colleagues, and suggest ways the existing work could be managed around their changed hours.

5.2

The PCT’s rights:


When a request for flexible working is made, the PCT has the right to:

· to reject an application, when the desired working pattern cannot be accommodated due to service needs

· to seek the employee’s agreement to extend timescales of the application process where appropriate

· to consider an application withdrawn in certain circumstances (see section 7.7). 

5.2.1
When considering application for flexible working, managers should:
· consider requests in accordance with this policy. If it is not possible to accommodate the original request, seek to agree a modified version in order to get the best outcome for everyone. This could also include considering whether the request could be accommodated the change in the near future.
· consider any positive affects from a request for flexible working. This could enable the service to operate more flexible hours and expand the time the service is offered. It could provide an opportunity to introduce different ways of working or a skills mix review within the team.

· provide the employee with the appropriate support and information during the course of their application 

· involve the team where appropriate, as often the best arrangements come out of discussion. 

6.0

Eligibility
6.1

All staff employed by the PCT irrespective of their length of service, or reason for request, may request to work flexibly using the application process outlined under 7.0. Staff who do not fulfil the requirements under the legal “right to request” may still request to work flexibly in accordance with this policy. 
6.2
Only one application a year can be made under the right to request. Each year runs from the date when the application was made. 

6.3

The following criteria apply to the legal right to request flexible working:


You must be:

· an employee of the PCT
· have worked for the PCT continuously for at least 26 weeks at the date the application is made  

· have a child under sixteen, or, in the case of a disabled child under 18 [or]
· make the application no later than two weeks before the child’s sixteenth birthday or 18th birthday in the case of a disabled child [or]
· have or expect to have responsibility for the child’s upbringing and be making the application to enable the employee to care for the child [or]
· be either
- the child’s mother, father, adopter, guardian or foster parent, or
- married to or the partner of the child’s mother, father, adopter, guardian or foster parent 

· [or] be caring for an adult who is their spouse, partner, civil partner, relative or alternatively any adult living with them at their address



The term “relative” covers any of the following:

mother, father, adopter, *guardian, *special guardian, parent-in-law, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law, uncle, aunt or grandparent.  Step-relatives and half-blood relatives are also included. This also includes adoptive relationships and relationships which would have existed but for an adoption i.e. the employee’s natural relatives.

* Guardian’ means a person appointed as a guardian under Section 5 of the Children Act 1989 or Sections 7 and 11 of the Children (Scotland) Act 1995;
* ‘Special guardian‘ means a person appointed as a special guardian under Section 14A of the Children Act 1989 (this applies only in England and Wales).

7.0

The Application Process (Refer to Flowchart Appendix A)
7.1

Submitting an Application

7.1.1
All employees must submit a written request, using the application form (attached as Appendix 3) to their line manager. There is no set time limit, but it is expected that the application process may take around 12 weeks or longer if a problem arises and employees must bear this in mind when deciding on the proposed date that they would like any changes to take effect.
7.1.2
Only one application in any one year can be made under the legislation and an accepted application will mean a permanent change to the employee’s terms and conditions of employment (unless a trial period is agreed). The employee has no right to revert to previous working patterns once implemented (unless otherwise agreed with their manager). 

7.2

Consideration of an Application

7.2.1 After receiving a written application, the line manager has 28 calendar days to arrange a meeting with the employee. This is to provide the manager and the employee time to explore the desired work pattern in depth, and to discuss how best it might be accommodated. It also provides an opportunity to consider other alternative working patterns, should there be problems in accommodating the work pattern outlined in the employee’s application. 
7.2.2 Before meeting, the manager and employee should:

· familiarise themselves with this policy (issues relating to each flexible working options are highlighted in pages 15 -35)
· discuss the matter with their Human Resources Representative
· be clear about the issues that they want to discuss at the meeting

· consider ways of meeting the request.

7.2.3 The manager should write to the employee confirming:

· date, time and venue of the meeting. The meeting must be held at an appropriate time and in a place that is convenient to both parties. In most cases this will be at the workplace, but both parties should be flexible about this e.g. employees on maternity leave may find it difficult to attend the workplace and may prefer a home visit.

· clarify who will be present at the meeting and their roles

· confirm the employee’s right to be accompanied at this meeting by a staff representative, a member of a professional association, a work colleague /friend who is an employee of the PCT. The onus is on the individual to make these arrangements. 

· check whether the employee has any special requirements

· seek the employee’s agreement to extend the period before meeting if it is difficult to arrange a meeting within 28 calendar days. (See under 7.5 Exceptions to the procedure and withdrawal)

· if the employee has already failed to attend a meeting without reasonable cause, they  should be informed that they risk their application being treated as withdrawn if they miss another meeting without reasonable cause, when arranging the meeting. Where an application is treated as withdrawn, the manager should write to the employee to confirm this. (See under 7.5 and 7.6 Exceptions to the procedure and withdrawals).

Note failure to hold a meeting within the 28-day period or any extension, without the employee’s agreement, will be a breach of the procedure. (See under 7.5 and 7.6 Exceptions to the procedure and withdrawal) 

7.3

Reaching a decision
7.3.1 The manager must write to the employee within 14 calendar days of the meeting to confirm their decision.
7.3.2 If their request is accepted, the  letter must include:

·  a description of the new working pattern

·  the date from which the new working pattern will start

·  details of any agreed trial period or time limited period agreed

7.3.3 The manager will also need to ensure that a copy of the letter together with the completed staff variation form is sent to the HR Department for action and to enable them to issue a variation to contract outlining the new terms and conditions. See section 9 regarding trial periods.
7.3.4 If the request is rejected, the notification must:

· state the business ground(s) for refusing the application

· provide detailed explanation as to why the business ground(s) for refusal apply in the circumstances

· provide details of the employee’s right of appeal.

7.3.5 The manager will retain a copy of the request form and associated correspondence and forward copies of the request form and response to the HR Department. These will copies be held in a central file for Equal Opportunities monitoring.
7.3.6 If the manager needs more time to reach a decision, they must obtain the agreement of the employee. An extension might be required where an alternative working pattern was identified during the meeting and the manager needed to check the impact of this. 

7.4

Business Grounds for refusing a request
7.4.1
Recognised Business grounds for refusal of an application include:

· additional costs involved (it is important to consider just how significant the cost is compared to both the financial cost and loss of skills and experience if the individual leaves the PCT)
· detrimental effect on ability to meet client / patient /service demands

· an inability to reorganise work among existing staff or recruit additional staff

· a detrimental impact on performance (service and team)

· insufficient work during the periods the employee proposes to work
· planned structural changes
7.5

Exceptions to the procedure and withdrawals.

7.5.1
In the majority of cases, requests for flexible working will follow the procedure as laid out above. However, there will be occasions where it is necessary to deviate from this to help reach a suitable outcome for both the employee and the PCT. Outlined below are the potential exceptions to the procedure and when an application may be taken as withdrawn. In all circumstances, written confirmation must be given to the employee.
7.6

Extension of time limits. 

7.6.1
Automatic extension applies where:
· There is mutual agreement of both parties: There may be exceptional circumstances where it is not possible to complete a particular part of the procedure within the specified time limit, e.g. due to annual leave of the employee, or annual leave of another employee whom the manager may wish to ask whether they can work the hours left uncovered by the employee’s requested working pattern. The manager must make a written record of the agreement.
· Through the absence of management: Where an application is sent to the manager for consideration and the manager is absent due to leave or illness. The period that the manager has to arrange the meeting will commence either on the day of the manager’s return or 28 calendar days after the application is made, whichever is sooner. On a manager’s return to work acknowledge receipt of the application using slip on the bottom of the application form so the member of staff is aware that the extension has been applied and the period when they can expect to meet with their manager to discuss the request.
7.7

When can an application be treated as withdrawn? 

7.7.1
Reasons why an application may be treated as withdrawn. These are:

· Withdrawal of application by the employee: In this circumstance the employee will not be eligible to make another application for 12 months from the date their application was submitted. The employee must notify their line manager of their decision to withdraw their application as soon as possible in writing.
· An employee’s failure to attend two arranged meetings to discuss an application without reasonable cause will be viewed as an automatic withdrawal of the request.
· The employee unreasonably fails to provide the manager with required information related to the request will also be constituted as an immediate removal of the application.

8.0

Appeals Process.
8.1 It may not be possible to agree a new working pattern in every circumstance. However, where an employee believes their request has not been properly considered they might wish to exercise their right to appeal. The appeal must be made to the manager next in line, stating the reasons for the appeal, within 14 calendar days of the date of the letter confirming the outcome of the request.    
8.2 The appeal will be dealt will be dealt with in accordance with the PCT’s grievance procedure starting at Stage one of the procedure. 
8.3 Before this grievance meeting takes place this manager should have reviewed both the request and the reasons given in the original response for declining the request. 
8.4 It is of course worth seeing if the issue can be resolved informally and to check whether there has been a simple misunderstanding of the procedure or facts of the case which may have affected the manager’s decision. If the employee feels able to discuss this with the manager, the issue may be resolved without the need to resort to the formal mechanisms and an appeal. 
9.0
Trial Periods
9.1
The manager should consider whether a trial period is appropriate, in order to assess the suitability of the flexible working option. A trial period must be undertaken when contracted home working is considered. A trial period can be beneficial for both parties, especially where there is some doubt as to the suitability of the working arrangements requested by the employee. It can give both the manager and the employee an opportunity to review how the arrangements work in practice and whether they are likely to create any practical difficulties for the employee's department or for the PCT.

9.2
At the meeting the manager will agree the timescales of the trial period and how they will monitor and assess the suitability of the new working practice. A notice period will be agreed in the event that the new working option should result in the detriment to the service provided.

9.3
The manager will meet with the employee midway through the trial period to discuss how the trial is progressing and whether it should be continued.

9.4
At the end of any agreed trial period, the manager should meet with the employee to discuss the outcome of the audit and review the revised working pattern and whether or not to make the arrangement permanent. 

9.5 
If a trial period is agreed, the manager should take great care to document clearly that the new working pattern has been put in place as a temporary variation to the terms of the employee's contract.
9.6
The start and end date of the trial period should be stated, along with the changes that have been agreed. It should be clearly recorded that the PCT reserves the right, at the end of the agreed trial period, to require the employee to revert to his or her previous working pattern if, in management's view, the changes have not proved to be workable.

9.7
The document should be signed by both parties.

10.0
Health and Safety Considerations
10.1 Where appropriate, managers should conduct risk assessments to assess any risk concerns arising as a result of the proposed changes in the working patterns of their staff. 
10.2 It must be noted that under the Working Time Regulations the following conditions must be complied with:

· 20 minutes unpaid rest break for shifts of 6 hours or more

· 11 hour daily rest break between shifts in each 24-hour period

· 24 hour weekly rest in every 7-day period or 48 hours rest in every 14 day period

For further details contact the Health and Safety Advisor for advice regarding risk assessments.

11.0
Recruitment
11.1
Where possible we aim to support staff in achieving an effective work-life balance and managers should give consideration to whether a job could be covered on a flexible working basis, e.g. job share, part-time basis and considering the likelihood of increasing the possible pool of suitable applicants. Where specifically recruiting to part time / job share posts identify whether there are certain work patterns or calendar days of the week the job holder needs to attend and be clear with applicants before an appointment is made.
12.0
Training
12.1
Managers have a responsibility to raise awareness of the PCT’s Flexible working Policy to their staff and ensure staff know about policy and options available to them. 
13.0     Role of Child and Care Coordinator
13.1
The PCT’s Child and Care coordinator can help managers and staff in the following ways:

· advice on the range of childcare services available to staff, e.g. information on accessing nursery places/childminders , Childcare Vouchers, Holiday Play schemes

· childcare information and advice, including financial information  in relation to tax credits

· staff advocacy service on flexible working and other care related issues.

14.0
Monitoring Compliance

14.1
Monitoring of the policy and procedure will be undertaken by.  This Policy will be reviewed regularly

15.0
Further Guidance and Support
15.1
Further guidance on the application of this procedure is available from the Human Resources Department or trade union/professional organisation representative.
15.2
Useful websites:  www.direct.gov.uk, www.berr.gov.uk, www.acas.co.uk , www.cipd.co.uk  and with respect to pensions www.pensions.nhsbsa.nhs.uk.
FULL DETAILS OF FLEXIBLE WORKING OPTIONS
	PART-TIME & TERM TIME WORKING 


	Definition 
	Part time work is where staff are contracted to work less than the full-time standard hours for the post on a permanent basis.

Term-time work arrangements are those which enable employees to arrange their working pattern so that their work is primarily limited to school terms.

In both instances, your pay is calculated so that you receive the same amount each month over the 12 months of the year.



	Points managers need to consider

	· How many working hours a week are required for duties of the post to be adequately covered?

· If part-time working is agreed how will the remaining hours be covered? 

· What hours does the part time employee want to work? (Each day and week).

· What happens if the employee sometimes wants to work additional hours?  Will they be paid for the additional work or granted time off in lieu?

· Does the agreement require the employee to be flexible in terms of hours/days worked?

· Are there any special overlaps required e.g., for handover purposes between the part-time post holder and others?
· Are there any additional costs arising from the employee working part time?
· Terms and conditions will be applied on a pro rata basis. Annual leave and bank holidays must be calculated using the Agenda for Change ready reckoner.
· Ensure part-time and term-time only staff have equal access to training, development and career opportunities as available to full-time employees


	Points employees need to consider

	Terms and conditions will be applied on a pro-rata basis. Salary and all pay related benefits are therefore reduced pro-rata to the full-time entitlement, e.g.: 

· Salary increases

· Pension

· Redundancy Pay

· Annual Leave

· Paid Special Leave

· Sick Pay 

· Maternity Pay

· Bank Holidays

The following are some of the questions that you may want to consider before submitting your request for Part-Time working:

· How will the demands of the job be met if you work fewer hours?

· Are there key duties in your job that take place on certain days? 

· Will someone else need to take over part of your job or cover for the times when you are not there?

· What will be the impact on your colleagues?

You will need to demonstrate a certain degree of flexibility in order for a flexible working arrangement to work effectively. 

· There may be occasions when your colleagues or your manager may need to contact you with work related queries outside your contracted hours. 

· You will need to ensure that an effective handover system is in place for periods of the week that you are not at work.




	JOB SHARING


	Definition


	Job-sharing is a way for two people to both fill one job and can provide the opportunity for flexibility in working arrangements and the opportunity for cross- cover in times of annual / sick leave. Each person has a permanent part-time post. They split the hours, pay, holidays and benefits between them according to how many hours they each work. Three main types of job-share are on offer: 

· Shared role - there is no division of duties. The job-share roles are interchangeable. This works well for jobs where the work flows continuously. It demands a high level of communication and co-ordination, and cooperation between the job share partners.

· Separate roles - works well when work can be split into different client groups or different projects. Each party has their own caseload or project, which they focus on during working hours. 

· Duties of a full time post are divided between two people. Job-shares alternate on the basis of one of the following time splits:

· Split day, e.g. morning or afternoon 

· Week split , e.g. two and a half days per job share 

· Alternate week



	Points managers need to consider

	· Consider that Job Sharing could be one way to attract and retain people and extend the range of skills and experience brought to the job.
· Ensure that Job Descriptions are clear and specify exact roles and tasks, working hours, etc
· Be clear whether the job is split into a shared responsibility or whether the post is split into separate tasks and responsibilities (job sharer A and B).
· Be clear and agree working patterns and contracted hours with both job share partners. Ensure when agreeing a working pattern that there is adequate overlapping time to allow job sharers the opportunity to have a handover (this may mean alternating days of the week that meetings take place).
· Ensure that job sharers have the same access to professional development, training and promotion as full-time staff.
· Ensure job sharers can participate in team meetings.
· Establish effective means of communication between job sharers and managers.
· Annual leave and bank holidays must be calculated using the Agenda for Change ready reckoner. 
· If a job-sharer is absent long-term, the partner will be offered the extra hours in the first instance. If the partner declines, temporary cover will be sought through normal recruitment channels. This also applies when one job sharer resigns from his/her post. Any additional hours worked will be given as time off in lieu or paid at the appropriate rate. Overtime payments will only be made when the hours worked in any week exceed that of the standard full time hours of the post.

	Points employees need to consider

	Terms and conditions will be applied on a pro-rata basis. Salary and all pay related benefits are therefore reduced pro-rata to the full-time entitlement, e.g.: 

· Salary increases

· Pension

· Redundancy Pay

· Annual Leave

· Paid special leave

· Sick Pay 

· Maternity Pay

· Bank Holidays

· On-call arrangements - where there is an on-call requirement, this should be shared equally between the job sharers with on-call payments paid pro-rata. Call-outs should be remunerated in accordance with terms and conditions applicable to the post.

The following are some of the questions that you may want to consider before submitting your request for Job Sharing:

.

· Job Share will be possible only when a sharer can be found that enables to fulfil the established hours for the post 

· Excess hours worked, which do not exceed full time hours of the grade, will be paid at plain time only or time off in lieu equivalent to the hours worked. If the job-sharer works hours in excess of full time hours, you will be paid at the appropriate rate 

· Increments and all entitlements associated with the length of service will be individually applied on a pro-rata basis. 

· The job sharers are both responsible for organising their handovers effectively and maintaining regular contact with each other, to ensure the efficient flow of the work activities and to maintain a seamless service. Due to the needs for a high level of communication, cooperation and coordination between jobsharers, this may include contacting each other outside contracted hours. 

· There may be occasions when your colleagues or your manager may need to contact you with work related queries outside your contracted hours.
· In the event of one job share partner resigning, the hours of work previously undertaken by that person shall be offered to the other on a full time basis but they are not compelled to take them. Where this is unacceptable, the PCT will take reasonable action to recruit another job share partner by use of its recruitment and selection procedure. This will entail advertising the post a maximum of twice if necessary. Failure to recruit a suitable candidate will result in a review of the job share arrangements in the interests of both the remaining partner and the PCT. Only in exceptional circumstances when all the above options have been exhausted will the termination of the existing job sharer`s employment be considered.  




	STAGGERED WORKING HOURS 


	Definition
	Staggered working hours
Allows normal working hours to be varied to suit an individual’s needs, whilst working the full time contracted hours for the post over the week.  For example, working from 10am – 6pm rather than from 9am – 5pm.  Staggered working hours will not normally include weekend work unless an employee’s existing work pattern includes weekend work.
Working Hours may be Staggered on a permanent or temporary basis, throughout the week or just on one or two days of the week.

Staggered Working Hours is not part-time working, and the full-time contracted hours for the post must be worked over the week.

For example a full-time member of staff starting and finishing earlier 7:00am to 3:00pm (including lunch break) or starting and finishing later 11:00am to 7:00pm (including lunch break) or working an agreed mixed pattern of longer and shorter days totalling the weekly working hours. 

No more than 10 working hours should be worked in any day, and no less than 4 hours. The working day should not normally start earlier than 7.00 am or finish later than 7.00 pm.
An employee cannot reduce their daily hours by working through their breaks. A meal/rest break must be provided during attendance hours in accordance with the Working Time Directive Regulations. 

Pay and benefits are not affected on the basis that the full-time hours for the job are worked over five days or less

Annual leave will be calculated in hours. The number of hours of annual leave taken will reflect the number of hours normally worked on a particular day. For example, an employee who works 37.5 hours per week and has a working pattern of working 4½ days per week (four days of 8.5 hours and one day of 3.5 hours), would deduct 8.5 hours for annual leave taken on a long working day and 3.5 hours for annual leave taken on a short working day. 





	Points managers need to consider 
	· With staggered hours agreement with the line manager must be sought in advance and actual timings need to be defined to ensure that service needs are met in full. 

· Evaluate the impact of staggered working hours on staffing levels, on skill mix and on the quality and delivery of the service

· Minimum break times must be taken during the working day according to PCT policy (see 10.2).

· Staggered Hours apply to staff who work a “standard” week (i.e. do not work shifts or as part of a roster requiring to handover to an oncoming shift).

· Are there any particular health & safety or security issues which need to be considered when working outside of the ‘normal hours’? 
· Are there any additional costs arising from the employee working staggered hours.

	Points employees need to consider
	The following are some of the questions that you may want to consider before submitting your request for staggered working hours 

· How will the demands of your job be met if you worked staggered hours?

· Will someone else need to take over part of your job or cover for the times when you are not there?

· What will be the impact on your colleagues?


	TEMPORARY REDUCED HOURS



	Definition
	Temporary reduced hours allows an employee to reduce their working hours for a specific reason and period of time with the intention to return to their original hours in agreement with the manager.

The options on offer include:

· Working a shorter day

· Taking a half-day or day off per week

· Taking blocks of time off at regular intervals


	Points managers need to consider 
	· Evaluate the impact of reduced hours on staffing levels, on skill mix and on the quality and delivery of the service
· Have a team discussion about how the roles and responsibilities are to be covered before agreeing to a request for temporary reduced hours
· The form in which temporary reduced hours is taken is a matter of negotiation, taking into account the needs of the service. 
· Consider how long the temporary arrangement will run for and whether a review stage is needed.
· Annual leave and bank holidays must be calculated using the Agenda for Change ready reckoner.


	Points employees need to consider
	Salary and all pay related benefits are reduced pro-rata to the full-time entitlement, e.g.: 

· Salary increases

· Annual Leave

· Bank Holidays 

· Paid special leave

· Sick Pay 

· Maternity Pay

There are some benefits, e.g. pension, redundancy pay, maternity leave, that are not necessarily subject to direct proportionate adjustment because they are calculated over a timescale which may include a period of normal working.
The following are some of the questions that you may want to consider before submitting your request for temporary reduced hours/downshifting/V time:

· How will the demands of your job be met if you work fewer hours?

· Will someone else need to take over part of your job or cover for the times when you are not there?
· What will be the impact on your colleagues?

	SELF ROSTERING



	Definition


	Self rostering

Self rostering means agreeing staffing levels and skill mix required at any time in the day, then giving staff the ability to schedule their working day collectively. This team based approach gives staff more control over the pattern of their working week, more flexibility to plan their work around other commitment whilst still fulfilling the needs of the service.



	Points for managers to consider


	· Consider skills mix levels required at different times and be clear about these requirements
· Will this provide opportunities to introduce new ways of working?

· Consider whether there are any shortages of key staff and whether any restrictions may be necessary

· Will this improve staff retention? 

· Will suit services that do not cover the normal office hours

· What is the team spirit like? Are there any strong personalities who could apply pressure on others? 

· A computer managed scheme may be necessary so staff can input preferences. Would staff be reluctant to use this system?
· How will handovers be managed? Discuss within the team the best approach

· Staffing levels and skill mix may need to be re-assessed



	Points for employees to consider


	· Be aware that existing fixed and unvarying working patterns may be necessary for some team members due to existing arrangements e.g. Travel, child care arrangements

· There may be earning issues around unsocial hours working
· Flexibility for key staff with specific skills may be more restricted


	COMPRESSED HOURS


	Definition
	Compressed hours result in work time taking place in fewer and longer blocks during the week or month e.g. a 9-day fortnight, or a 4 day week. 

No more than 10 working hours should be worked in any one day and no fewer than 4 hours. The working day should not normally start earlier than 7.00 am or finish later than 7.00 pm. 

Annual leave will be calculated in hours. The number of hours of annual leave taken will reflect the number of hours normally worked on a particular day. Care should be taken to ensure that non-working days are not double-counted as annual leave. For example an employee whose normal working arrangements consists of working 75 hours worked over nine days per fortnight and normally works 8 hours and 20 minutes per day, would deduct 8 hours and 20 minutes for each of the nine days normally worked from their annual leave entitlement.


	Points managers need to consider 


	· Identify advantages and disadvantages of compressed hours

· Identify the impact on customers and patient care/ different staff members and overall quality of the service
· Staff working compressed hours will still have to comply with the Working Time Regulations 1998 to ensure their health and safety


	Points employees need to consider
	The following are some of the questions that you may want to consider before submitting your request for working compressed hours:

· Will someone else need to take over part of your job or cover for the times when you are not there? 

· What will be the impact on service delivery?

· What will be the impact on your colleagues?




	ANNUALISED HOURS



	Definition
	An annualised hours system is a flexible work pattern where the employee agrees with his/her manager that he/she will work for a set number of hours over a year, organising working time flexibly across a 12-month period rather than on the basis of a standard working week. 

Example: a 37.5-hour week works out at 1,692.8 hours over the year (taking in to account annual leave entitlements and bank holidays). The employee agrees to work this number of hours in total, but it may be that they work different hours on a seasonal basis, in some weeks working 45 hours, some weeks only for 10 and some weeks none. 

Annualised hours schemes aim to achieve a more even match between supply and demand for staff by distributing hours worked by staff to coincide with actual levels of need. 

They are particularly suitable in situations where there are predictable fluctuations in activity levels for teams of staff over different periods. Annualised hours may also be appropriate for individual staff whose workload is particularly heavy at certain times of year and lighter at others. 

Annualised hours can give the PCT and its staff extra flexibility to vary their patterns of work across each year according to service need and individual preference. The total number of hours to be worked in the full year is agreed at the outset. Exactly when these hours are put in each week or month becomes a matter for agreement between Managers and their staff. 

Annualised hours can apply to caseload or project work that are time bound or to term-time only working. Here the employee works during term-time only and is allowed extended leave to coincide with school holidays. However his/her pay will be averaged out over the year.
Employees receive their salaries in equal monthly instalments, irrespective of the actual number of hours worked in any particular period.

No more than 10 working hours should be worked in any day, and no less than 3.75 hours. The working day should not normally start earlier than 7.00 am or finish later than 7.00 pm. 



	Formula to calculate annual hours
	{(Number of weeks per year x hours worked per week) – [(annual leave x hours worked per day) - (bank holidays x hours worked per day)} 

Example (for full time employee)

Generally a 52.143 week is used. Given a basic working week of 37.5 hours and a basic working day of 7.5, 27 days annual leave and 8 days Bank Holidays, the total annualised hours can be calculated as follows:

Multiply basic week of 37.5 hours by 52.14 to give an annual total of:

37.5 x 52.143
1955.36
Less Annual Leave

27 x 7.5

(202.5)

Less Bank Holiday

8 x 7.5

(60)

Total hours per year

1692.86 (paid in equal monthly instalments)
An alternative method could be used by arriving at an average number of weekly hours to be paid having agreed total hours that can be worked in the year.

Average weekly hours to be paid = (No. of hours to be worked per annum + number of annual leave hours + number of bank holiday hours) / 52.143 

Example: 

If an individual is contracted to undertake 200 hours per annum, average weekly hours calculation will be as follows: 

· Contracted annualised hours to be worked = 200 

· Pro rata annual leave and bank holiday entitlement = 26.88 (based on less than 5 years completed service) 

· Average weekly hours to be paid = 200+26.88/52.143 = 4.35 hours 

· This means that the individual will be paid on an average for 4.35 (in this example) hours per week automatically via payroll. 

The individual however must keep a record of the actual hours they have worked plus annual leave they have booked. This record should be submitted to the manager on a monthly basis who will be responsible for ensuring that the contracted hours have been undertaken by the individual.

	Points managers need to consider
	· When considering an annualised hours arrangement parties involved have to be clear about the reasons and suitability for introducing an annualised hours scheme. The variations between the busy and less busy periods should be identified and the frequency of unpredictable events occurring determined. If managed in this way it could reduce the use of agency staff and unforeseen and additional staffing costs become less likely.

· Annualised hours can mean more flexibility in provision for extended shifts / normal office hours and 24 hour services 

· Determine the minimum staffing requirements and bands of staff and skill mix required to run the service efficiently and factor in provision for annual, sick and other forms of leave, including during periods when member of staff not working.
· Issues for discussion and agreement should include: 

· Minimum staffing and skill mix requirements throughout the daily cycle and provision for unforeseen events. 

· Minimum and maximum hours to be worked in a week

· Guidelines for making roster changes at short notice.

· Procedures for staff to comment on the scheme and for managers to review progress with staff. 

· A pilot project with an agreed time scale should be set up before full implementation to consider the affect on the service, staff and customers and patients.
· Discussion also needs to take place on whether there is the facility to call in or stand down an employee in busy or quiet work periods, subject to an agreed notice period. The inclusion of such a facility must be negotiated and agreed with the member of staff and will form part of the contract. 


	Points employees need to consider
	· Your salary is paid in equal monthly instalments, regardless of the actual number of hours worked in that period.

· What will be the impact on service delivery?

· What will be the impact on your colleagues? You will have an obligation to balance your own interests with those of other team members.
· Be prepared to undertake a trial or pilot to see how this new way of working affects your colleagues. 


	OCCASIONAL/TEMPORARY HOME WORKING


	Definition
	Employees may be able to work from home on an occasional/temporary basis providing they fulfill the same contractual requirements at home as they would at work, e.g. hours of work and breaks and providing a seamless service 

However, it has to be borne in mind that not all jobs will be suitable for home working. Suitable roles may be  those, which contain some of the following:

· A high degree of flexibility and variation in working hours

· Operate in isolation or have clearly defined areas of individual work

· Non-customer facing and non clinical roles
· Require frequent periods of uninterrupted concentration

· Do not require a designated workstation in the office

· Includes elements of project work and report writing in the role.

Home working is not designed for employees to care for a member of the family whilst working at the same time.


	Points managers need to consider 
	· Occasional/Temporary Home Working may be considered where a specific job can be undertaken at home and where there is clarity around what will be accomplished. This mean will a focus on managing performance by measuring outputs and work produced.

· Consider IT implications and whether staff must be linked to the NHS Brent computer network and have their own computer, broadband and telephone accounts. Staff can be reimbursed for work related telephone calls. 

· Temporary home working can be cancelled due to unforeseen or urgent  circumstances

· Legislation imposes a duty on the PCTs to take steps to protect the health, safety and welfare of its employees regardless of where a job is based. 
· Managers will need to seek advice from the PCT’s Health and Safety Advisor

	Points employees need to consider
	· Consider the IT implications of working from home

· Pay and benefits are not affected on the basis that the contracted hours for the post are worked. 
· Before agreeing/requesting  to work from home on a temporary basis, you need  to give consideration to whether the service will continue to be seamless whilst you are working from home.
· The request to work from home has to be made in advance to ensure that the arrangements can be made to ensure continuity of service. 
· It is your responsibility to consult colleagues and ensure there is appropriate cover, while you are working from home.
· When working from home you must be accessible at all times via email or phone during normal office hours.
· When working from home you can be called into the office at any time due to colleague’s sickness, other unforeseen leave or urgent matters.
· You have an obligation as a home workers to do your work in such a way as to ensure that you and other people who may be affected, including other members of the household as well as the public, will not be exposed to risks to their health and safety. 
Not everyone is suited to home working. As an employee you should consider the following:

· Your working style and whether you consider yourself suited to work in isolation and in a home-based environment.

· Can you self-motivate yourself? Some people find it difficult to get started without colleagues and activity around them.

· Are you able to work without supervision? Are you well organised and effective in managing your own time?

· Your approach needs to be flexible as you will still be required to attend work related events, e.g. meetings, training

· Training is particularly an issue as the employee will be detached from the work environment. It will be of critical importance that one-to-one’s are carried out regularly with you to assess training and development needs.




	CONTRACTED HOME WORKING



	Definition
	Where an employee who would otherwise be office based, has a contractual arrangement whereby a proportion of the working week or month is from home.

However, it has to be borne in mind that not all jobs will be suitable for home working. Suitable roles are likely to be those, which contain some of the following:

· A high degree of flexibility and variance in working hours

· Operate in isolation or have clearly defined areas of individual work

· Non-customer facing

· Require frequent periods of uninterrupted concentration

· Do not require a designated workstation in the office

Home working is not designed for employees to care for a member of the family whilst working at the same time.

	Points managers need to consider 
	· Contracted Home Working should not be considered if the job involves personal interaction with colleagues/patients.

· Contracted Home Working can be considered if an employee is able to complete tasks from home, without adversely impacting on the service 

· An employee on Contracted Home Working must be flexible to attend the PCT’s offices for essential interaction with colleagues, meetings, one to ones, and any training or development courses required.

· Set up communication methods within the team to enable the manager and staff to be able to reach and contact the home worker.

· Review regularly with key users as part of the trial period in order to ensure the arrangements are working satisfactorily. 

· Contracted Home Working employees will be subject to the same performance procedures, processes and objectives that apply to office-based employees.
· Develop methods of keeping the employee in touch with the organisation and colleagues so that they avoid isolation and maintain reporting arrangements 
· Consider IT implications and whether the home worker will need to be linked to the NHS Brent computer network and have their own computer, broadband and telephone accounts. Staff can be reimbursed for work related telephone calls. 

· Costs incurred as a result of working from home need to be identified in advance and agreed with the manager.

· Check the employee’s home environment is suitable from a health and safety perspective taking advice from the Health and Safety Advisor concerning risk assessments.
Contract amendments and variations need to specify:

· The contract allows them to work at home 

· The individual is required under Section 3(2) of the Health and Safety at Work Act to do their work in such a way that they and other persons who may be affected, including other members of the household, as well as the public, will not be exposed to risks to their health and safety 

· the ownership and maintenance arrangements for the equipment to be used 

· the individual's own responsibility in terms of equipment insurance, for notifying the institution who have arranged the mortgage on the property, notifying the landlord, checking with the Local Authority their position in terms of business rate or council tax 

· that the individual is responsible for ensuring that they are able to fulfil the confidentiality clause within their contract of employment 



	Points employees need to consider
	· The employee has to have his or her own computer, broadband and telephone accounts.  

· The PCT reserves the right to terminate a Contracted Home Working agreement if service or team is adversely affected or the needs of the PCT/service changes, subject to statutory or contractual notice whichever is greater notice in writing.
· Pay and benefits are not affected on the basis that the full-time hours for the post are worked. Staff working part-time 

Other practical issues for home workers are as follows:

· You will need to ensure appropriate insurance for equipment owned by the PCT and kept in your home. You must also notify your insurer and ensure your Home Insurance includes cover for working at home. 
· As a regular home worker you can contact the tax office to ascertain whether you can claim any tax relief.
· You must ensure you are securely store documents and confidential information within your home in accordance with PCT policy and the Data Protection Act.
· If you are sick and working from home you must notify and inform you manager in accordance with the notification procedures under the Sickness Absence Policy.
Not everyone is suited to home working. As an employee you should consider the following:

· You should consider your working style and whether you consider yourself suited to work in isolation and from a home-based environment.

· Can you self-motivate yourself? Some people find it difficult to get started without colleagues and activity around them.

· Are you able to work without supervision? Are you well organised and effective in managing your own time?

· Your approach needs to be flexible as you will still be required to attend work related events, e.g. meetings, training

Training is particularly an issue as the employee will be detached from the work environment. It will be key that one-to-ones are carried out regularly to assess training and development needs.




APPENDIX A
FLOW CHART – DEALING WITH FLEXIBLE WORKING REQUESTS



APPENDIX B
Frequently Asked Questions       

1.  Does the flexible working law provide me with an automatic right to work flexibly?
No. The law gives eligible employees, both mothers and fathers the right to request a flexible working pattern and places a duty on the PCT to consider such requests seriously. It does not provide employees with an automatic right to work flexibly.
2.  I have worked for the PCT for less than a year – am I eligible to make a request under the law. 
As long as you have not made another application to work flexibly in the last 12 months, you are eligible to apply and make a request for flexible working. In the case of the law, you must have worked for the PCT continuously for at least 26 weeks at the date the application is made. In addition, an individual must: be an employee
· have a child under 16, or a disabled child under 18
· be either
- the child's mother, father, adopter, guardian or foster parent
- married to or the partner of the child's mother, father, adopter, guardian or foster parent  
· make the application no later than two weeks before the child's 16th birthday or 18th birthday in the case of a disabled child [or]
· have or expect to have responsibility for the child's upbringing and making the application to enable them to care for the child [or]
· be caring for an adult who is their spouse, partner, civil-partner, relative or alternatively any adult living with them at their address
3. What information should my application contain?
The level of detail, which the PCT might need in making its decision, will depend on the desired changes to the existing working pattern. In all cases it is in the employee’s interest to be as clear and explicit as possible.

4. How long will it take to consider my request?

The process could take up to 12 weeks to complete, and sometimes longer where a problem arises.    
5.   I’m about to go on maternity leave. Can I ask to return part-time?
Yes, you can request to return part-time on your return to work and after taking maternity leave - or to any other flexible working pattern. Again, it is important to stress that you have the right to request to return part-time, and do not have an automatic right to work part-time. It is best to let your manager know well beforehand that you wish to change your working pattern on your return and that you will eventually be making a formal request. Approach them informally as early as possible and tell them of your plans so that they know to expect a request from you.

It is suggested that you wait until the post-natal period before deciding the working pattern that you will apply for (i.e. in terms of hours), since you will be in a better position at this stage to judge what your needs will be and the most suitable working pattern. However, you will need to factor in the 12 week period time it may take your manager to consider your request. 


6. Who can I bring with me to the meeting to discuss my request?

You can bring a trade union representative or work colleague who is employed by NHS Brent. The representative accompanying you must not, if they are legally qualified act in an official capacity. Their role is to support you. They are able to take part in the meeting, but are not there to answer questions on your behalf.  Make sure that they are fully briefed on your request beforehand and that they have a copy of your application.

7. What happens if my manager agrees to my request and I then change my mind after a few weeks?

A new working pattern will normally be a permanent change so think carefully about your request, as there is no automatic right to revert back to your former hours of work. A trial period will enable both yourself and your manager to assess whether the proposed change will work. 

8.  Can I ask that the new arrangements be trialled?

Any trial arrangements must be with the agreement of both the manager and the employee and must be recorded in writing. Your manager may also want to consider this option to ensure that the new arrangements work for all concerned i.e. the individual, patients and/or other service users, the team and service provision. 

9. My manager has suggested an alternative working pattern to the one I want. Do I have to agree to this?

As part of the application process, your manager will meet with you to discuss your desired work pattern and how it might be accommodated. If it cannot be accommodated, the meeting also provides an opportunity to see if an alternative arrangement can be reached. 

If your manager is unable to accommodate your original request but offers you an alternative flexible working pattern you don’t have to agree to this, but it is worth giving it full consideration to see whether it can meet your needs. Both you and your manager should be prepared to be flexible so that all possible options can be explored. You are only allowed to make one request in every 12 months – it may be better to accept a compromise arrangement rather than risk missing out altogether.

10. What happens if my manager refuses my request?                                                 

Your manager must write to you within 14 calendar days of the meeting, stating the business reason for refusing your request and why the business ground(s) they have given for their refusal applies in the circumstances. Details of business grounds for refusing a request are contained within the policy under 7.4. 
APPENDIX C
Flexible Working Application Form

	Introduction

You should use this form to make an application to work flexibly.  In support of your request you need to provide as much detail as you can about your desired working pattern including information on what effect it will have both on the work that you do and on your colleagues.

Once you have completed the form, you should immediately forward it to your line manager.  Your manager will then have 28 calendar days after the day your application is received in which to arrange a meeting with you to discuss your request.

You should note that it may take up to 12 weeks for a request to be implemented and possibly longer where difficulties arise.  You should therefore ensure that you submit your application to your line manager well in advance of the date you wish the request to take effect.  

If the request is granted, this will be a permanent change to your terms and conditions, unless otherwise agreed.




	Personal Details



	
	
	
	

	Name:
	
	Staff or Payroll Number:
	

	

	Department:
	
	Manager
	

	


I would like to apply to work a flexible working pattern that is different to my current working pattern. I confirm that I have not made a request to work flexibly during the past 12 months.

	Describe your current working pattern (days/hours/times worked):



	

	Describe the working pattern you would like to work in future (days/hours/times worked):

	

	I would like this working pattern to commence from :
	Date:
	


	Impact of the new working pattern

I think this change in my working pattern will affect the PCT and colleagues as follows:

	

	

	Accommodating the new working pattern

I think the effect on the PCT and colleagues can be dealt with as follows:

	

	

	Signature:
	
	Date:
	


NOW PASS THIS APPLICATION TO YOUR MANAGER

-----------------------------------------------------------------------------------------------------

Return this slip to your employee to confirm your receipt of their application

	Confirmation of Receipt (to be completed and returned to employee)



	Dear :
	

	I confirm that I received your flexible working application on : 
	Date:
	

	I shall be arranging a meeting to discuss your application within 28  calendar days following this date.  You should be aware that you are entitled to bring a trade union representative or fellow employee to this meeting.

	Signature:

(Line Manager)
	
	Date:
	


APPENDIX D
Invite to meeting letter

Date

Private & Confidential

Name

Address

Dear

Further to your flexible working application made on (date of application), I want to confirm that a meeting has now been arranged for (day, date) at (time) in (venue)** at the PCT Offices.
The following is a draft agenda of the issues I wish to discuss with you at the meeting:

1. Current working pattern (days/hours/time worked)

2. Working pattern (days/hours/time worked) requested
3. Date you would like new working pattern to start

4. Impact of new working pattern on department and colleagues

5. How accommodating new working pattern will affect the department and how it can be dealt with

[If HR is in attendance]: I have arranged for (name) Human Resources Representative to be present at this meeting. You are entitled to be supported at the meeting by a Trade Union representative or professional organisation representative or work colleague. 

Yours sincerely,

Name

Job Title

If HR in attendance then cc Name, Human Resources Representative
APPENDIX E
Extension of time limit letter

Date

Private & Confidential

Name 

Address

Dear

Further to your flexible working application I wish to extend the amount of time allowed to arrange a meeting to discuss your application (28 calendar days) /notify decision regarding your application (14 calendar days) / arrange a meeting to discuss your appeal (14 calendar days) / notify you of my decision regarding your appeal (14 calendar days)

I wish to extend the time limit by …… calendar days in order to complete my inquiries in relation to your application. I therefore need to have until (date) to do this. If you agree to this extension, please sign the enclosed copy of this letter and return it to me.

Yours sincerely

Name 

Job Title

I accept your request to extend the amount of time to …………………………..

Signed…………………………………………………………………………………

APPENDIX F
Trial period letter

Date

Private & Confidential

Name 

Address

Dear

Following receipt of your application for flexible working on (date) and our meetings on (date) and (date), I am pleased to confirm that I am able to accommodate your request on a trial period basis of ….weeks/months.

Your new working pattern will be as follows:

Please note that the change in your working pattern will be temporary for the period between dd/mm/yyyy and dd/mm/yyyy. Monthly meetings will be held to review the temporary arrangement and discuss its effectiveness. These meeting will be held on (date) and (date) and the final review meeting will be held on (date).

If you have any questions on the information provided in this letter, please contact me to discuss them as soon as possible.

Yours sincerely,

Name

Job Title

Cc Name, Human Resources Representative
APPENDIX G
Acceptance letter
Date

Private & Confidential

Name 

Address

Dear

Following receipt of your application for flexible working on (date) and our meetings on (date) and (date), I am pleased to confirm that I am able to accommodate your request.

Your new working pattern will be as follows:

Your new working arrangements will be effective from dd/mm/yyyy.

Please note that the change in your working pattern will be a permanent change to your terms and conditions of employment and you have no right to revert back to your previous working pattern.

If you have any questions on the information provided in this letter, please contact me to discuss them as soon as possible.

Yours sincerely,

Name

Job Title

Cc Name, Human Resources Representative
APPENDIX H
Rejection letter- 

Date

Private & Confidential

Dear

Following receipt of your application for flexible working on (date) and our meetings on (date) and (date), I have considered your request for a new flexible working pattern. I am sorry but I am unable to accommodate your request on the following ground(s): (please delete those that do not apply and give brief reasons for those that do apply)

· The burden of additional costs.

· Detrimental effect on ability to meet customer/service demands and delivery of service
· Inability to reorganise work among existing staff or recruit additional staff.

· Detrimental impact on performance.

· Insufficient work during the periods the employee proposes to work.

· Planned structural changes.

The grounds apply in the circumstances because
· Keep to plain English, and avoid the use of jargon 

· Only include relevant and accurate facts 

· Don’t make it overly complex or unnecessarily long 

Give details here of any changes to their request that might mean you can accommodate it e.g. As I indicated at our meeting, if you decide to change the day that you would prefer not to work to one earlier in the week, then I would be happy to reconsider your request.
Please mention any other work pattern you may have discussed at the meeting and the reasons why they are also not appropriate.

You do have a right to appeal against this decision with 14 calendar days of the date of this letter. Your request for appeal would be dealt with under stage one of the grievance procedure and must be in writing to (give name, job title and address of next level of management), setting out the grounds for your appeal. 

If you would like to discuss my reasons for rejecting your request or wish to explore again changes to your request which we discussed, please do not hesitate to contact me.
Yours sincerely,

Name

Job Title

Cc 
Name, Human Resources Representative

Name, Trade Union representative or work colleague
 Appendix I
Equality impact Assessment for Flexible Working Policy

	
	
	Yes/No
	Comments

	1.
	Does the policy/guidance affect one group less or more favourably than another on the basis of:
	
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	
	· Disability - learning disabilities, physical disability, sensory impairment and mental health problems
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are any exceptions valid, legal and/or justifiable?
	No
	

	4.
	Is the impact of the policy/guidance likely to be negative?
	No
	

	5.
	If so can the impact be avoided?
	N/A
	

	6.
	What alternatives are there to achieving the policy/guidance without the impact?
	N/A
	

	7.
	Can we reduce the impact by taking different action?
	N/A
	


If you have identified a potential discriminatory impact of this procedural document, please refer it to the Equality & Diversity Manager together with any suggestions as to the action required to avoid/reduce this impact. For advice in respect of answering the above questions, please contact the Equality & Diversity Manager.



Yes











*Time-scales may be adjusted by mutual consent using the letter as Appendix E*.  This may involve undertaking a trial period before flexible working arrangements are accepted on a permanent basis.








Inform colleague within 14 days* of meeting Letter attached as Appendix *








Can the request for flexible working be accommodated?


Consult with HR Advisor prior to rejecting application.





No





Yes





Inform colleague within 14 days* of meeting using letter attached as Appendix *





Changes to terms and conditions implemented





Paperwork retained on personnel file for 12 months – Copy of letter informing staff of agreed outcome to H.R





Employees are not entitled to make another request until 12 months past their last application for flexible working.





Request for flexible working made on form at Appendix C





Application must be considered by line manager.  There must be a meeting between the line manager and colleague within 28 days* from the written request being received.








Is this the first flexible working requests from the employee in the previous 12 months?








No
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