Statutory procedure for making and considering a flexible working request (Section 8)

Employee wishes to work

flexibly

Speaks informally with
Hol or line manager to
discuss initial details
of request

Yes

Employee submits
FLEXAF form to start
statutory request

Can request be

(
I
I
I
I
I
I
I
I
I
I

Approved

in full

NEW: mandatory

Confirm new
permanent
arrangements
using template

letter

approved in full
now?

No
\ 4

Consultation meeting held
to discuss application and

any modifications or
alternatives

v

Hol or line manager

considers request and any

modifications or
alternatives

Form completed

HR Shared
Services
processes change
from form

Contract changes
confirmed to
employee

Trial of <
3 months

Confirm new
temporary
arrangements
using template
letter

S P ——

gonsultation process

Refusal—

A

Refuse request
using template
letter

Appeal
submitted

v

Appeal
meeting held

-~-decision-

all employees
employment, as

This process needs to be followed for

from first day of
from 6 April 2024.

A

< — — -

Original

upheld

Appeals process

Notification of
decision upheld

Request finish_ed and no
longer live

A

—— — -

To be completed in 2 months



