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	Flexible Working Application Form
FLEXAF 


Please read accompanying notes before completing this application. Before completing this form, you are advised to give careful consideration to which working pattern will help you to balance commitments outside work with contractual duties and responsibilities, any financial implications it might have on you where the application involves reduced hours and a drop in salary and any effects it might have on your institution, together with how these might be accommodated.

Application (*Please tick as appropriate)
[image: image1.png]I am applying to work flexibly under the Flexible Working Regulations on a permanent basis
Personal Details

	Your name (in full)

Office/post held

Established/Unestablished

Department, Faculty or Institute

Date joined the University

Current hours worked per week, working pattern and place of work
Have you submitted a previous request for flexible working?  Yes/No

If yes, when did you submit

 


Reasons for this request to work flexibility if not under the statutory regulations (e.g. if you have less than 6 month’s service)
	


Details of change in working pattern

	Proposed date of commencement:

Proposed new hours

Proposed working pattern (e.g. days/hours/times/place you work)

Any proposed reduction in hours to be worked?   Yes / No

Details of alternative availability or flexibility for request if preferred request cannot be accommodated




	How will you be able to continue to perform all current duties within the proposed working pattern?



	If you will not be able to perform all your duties
, what duties will be affected?

How do you envisage such duties would be reallocated?

For us to consider your application and alternative ways of providing a service, please outline how your request will affect your department and colleagues and how you think these effects can be dealt with, including the following considerations:

Service to other staff/students?

Colleagues who may have to cover at times when you would previously have been working?

Contact with the person who supervises your duties (e.g. supervisor, PI, head of institution)?

If your role includes acting as a mentor or appraiser for other members of staff/students, how do you propose to fulfil these responsibilities?

If your role involves supervision/direction of staff or students, how will this proposal affect your provision of supervision, communication, training, support etc?




Additional information to support your application
	


Declaration

	I am applying to work flexibly on a permanent basis.  The information included in this application is correct.  I understand that if this application is accepted it will mean a permanent change to my terms and conditions of employment and I will have no right in law to revert back to my previous working pattern.

Signed (applicant): 
Date of request:



� Please refer to your current job description/role profile
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