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1. INTRODUCTION 
 
This policy forms a part of Ashford & St Peter’s Hospitals NHS Foundation Trust (ASPH) people 
strategy to being a great and safe place to work, where we continually listen, include, empower, and 
value everyone.  
 
The policy sets out flexible, fair and supportive arrangements for flexible working. All employees can 
apply for flexible working for whatever reason. However, employees with parenting or caring 
responsibilities may wish to read it in conjunction with other policies in a suite of family friendly 
policies and schemes. 
 

Adoption Leave and Surrogacy Policy 
Annual leave policy 
Buying and Selling Annual Leave Scheme 
Career Break Policy 
Flexible Working Policy 
Shared Parental Leave Policy 
Special Leave Policy 
Maternity Leave and Fertility Treatment Policy 
New Parent Policy  

 
The Trust is committed to being an employer of choice, offering modern employment practices 
which support staff to balance their home and work life. As part of its commitment to improving the 
working lives of its staff, ASPH commits to facilitate flexible working for staff wherever this can 
reasonably be accommodated in line with service needs. 

 
We understand that flexible working benefits both the organisation and its staff in a range of ways. 
For example: 
 

 Allowing recruitment and retention of valuable skills and experience 
 Promotion of equality of opportunity 
 Improving staff morale and productivity 
 Enabling employees to manage their work and outside commitments and/or interests 
 Assisting and reducing anxiety and stress amongst the workforce 
 Enabling the Trust to become an employer of choice 
 Enabling sustainable and environmentally friendly services 

 
The opportunity to find the right balance between home and work is often a critical factor for 
employees in deciding whether or not to move to a different organisation. Our staff tell us through 
the exit interview process and staff surveys that more flexible working options are needed, together 
with a culture that supports flexible working. Unsatisfactory employee work-life balance may have a 
number of negative consequences for the organisation and the individual including: 

 
 Ill health 
 Low morale 
 Lack of commitment 
 Poor quality work 
 Absenteeism; and 
 High staff turnover 
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The Trust recognises the need to address these negative factors by promoting a culture that 
supports flexible working where it can.  
 
2. SCOPE 
 
All Trust employees have the right to request flexible working irrespective of their status or reason 
for requesting flexible working. Each request for flexible working will be considered on its own 
merits, irrespective of gender, race or ethnic background, religion, belief, marital status, sexuality, 
disability, age or other legally protected characteristics and irrelevant factors. 
 
There are particular requirements for junior doctors who wish to pursue flexible training, and further 
advice is available from the Deanery and the Post Graduate Education Centre. 
 
3. RESPONSIBILITIES 
 
3.1 LINE MANAGERS’ RESPONSIBILITIES  
 

 Deal with all requests from staff reasonably and in a timely manner and in line with the 
process set out in this policy 

 Deal with requests fairly and not discriminate unlawfully against any staff member. 
 In considering requests, weigh the benefits to the Trust and the individual of improving 

work/life balance, attracting and retaining talent, improving staff wellbeing and the impact 
on the service.  

 Seek ways that potential constraints on granting flexible working could be overcome in 
order to realise the positive service impacts and to promote a modern and flexible 
working culture. 

 Notify HR if an appeal against a decision is received  
 Forward copies of all applications and outcomes to their HR Advisor for filling on personal 

files and to allow for monitoring of the policy 
 Advertise all posts as being available on a part-time, flexible of job share basis unless 

there is evidence of a good business reason for why this is not possible. 
 Discuss the opportunity to work flexibly during staff members annual appraisal 

  
3.2 EMPLOYEES’ RESPONSIBILITIES  
 

 Familiarise themselves with this policy.  

 Make any requests for flexible working using the appropriate Request Form (appended). 

 Attend meetings as requested by their manager to discuss their request.  

 Be flexible and willing to engage with their line manager about alternative working 
arrangements if their desired pattern cannot be accommodated. 

 
3.3 HR RESPONSIBILITIES 
 

 Provide advice and guidance on the application of this policy 

 Challenge staff and managers to find ways that potential constraints on granting flexible 
working could be overcome in order to realise the positive service impacts and promote a 
modern and flexible working culture. 

 Attend appeals meetings 
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 Receive and file applications and outcomes 

 Monitor the effectiveness of the policy and the uptake of flexible working 

 Carry out equality impact assessment of the policy on a regular basis 

 To record, monitor and review flexible working arrangements  
 

_______________________________________________________________________________ 
 
 
PART 1:  TYPES OF FLEXIBLE WORKING ARRANGEMENTS 
 
4. Examples of Flexible Working 
 
Some examples of typical flexible working arrangements are summarised in the table below. More 
details on how to manage these arrangements is available in the Trust’s guidance document 
“Flexible Working Guidance Document”.  
 
The list of flexible working arrangements is by no means exhaustive, and staff and their managers 
may develop new models for flexible working to meet the needs of the service and the individual 
employee. Advice is always available from the HR Advisors, HR Business Partners and Employee 
Relations Manager.  
 
 
Flexible working 
arrangement 
 

Definition 

Temporary 
increase in hours 

An employee temporarily increases their hours above their originally 
contracted hours to meet the needs of the service and / or the individual 
(such as to help cover a vacancy or to allow the individual to increase 
earnings). 

Temporary 
reduction in hours 

An employee temporarily decreases their hours below their originally 
contracted hours to meet the needs of the service and/or the individual (such 
as to respond to a quiet period for the service or to enable the employee time 
off to study for an exam). 

Buying and Selling 
Annual Leave 

A process by which an employee can either buy or sell up to 5 days of annual 
leave (see the Trust’s Buying and Selling Annual Leave Scheme) 

Part time working Part time working may cover any number of hours up to those comparable to 
a full – time worker (e.g. 37.5 hours for Agenda for Change staff, 10 PAs for 
consultants).  

Job Sharing Job sharing is an arrangement whereby two (or more) employees undertake 
one role on a shared basis. 

Term time only An arrangement whereby an employee is employed to work their contracted 
hours only during term-time. They are not required to work during school 
holidays, and this usually includes inset days and bank holidays. Sometimes 
an employee may also increase hours worked during term time, which can 
enable them to retain a full-time salary. 

Term time plus Employees work term time only plus give a commitment to work a further 4 
weeks per year as follows:  
 
1 week at Christmas  
2 weeks during the summer months  
1 week at Easter  
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Annualised hours / 
annualised rosters 

Employees are contracted to work a specified total number of hours within a 
twelve-month period. The hours actually worked each week (or even each 
day) can then fluctuate to reflect changes in the operational requirements of 
the organisation and the needs of the staff concerned. 
 

Fixed annual leave 
rostering 

This is where a rota is published for a team which contains pre-allocated 
annual leave and off days. Staff can either keep the annual leave dates 
allocated or make swaps between themselves. Because rotas are created on 
a rolling basis, it is possible to publish them for years in advance and can 
therefore provide certainty to both staff and management.   

Team-based 
rostering 

This is a staff-led rostering process in which parameters are set by agreeing 
in advance the levels of staff and skill mix required hour-by-hour throughout 
the working day. Staff put forward the times they would like to work and times 
they would like to protect away from work. This information is then used to 
compile shift patterns that match individual preferences as closely as 
possible, whilst maintaining agreed levels of cover at all times. 

Flexi time Under flexi time, there is normally a core period of the day when employees 
must be at work (e.g. between 10 am and 4pm), whilst the rest of the working 
day is "flexi time", in which staff can choose when they work, subject to 
achieving total daily, weekly or monthly hours.  
 

Compressed hours 
 
Including 9 day a 
fortnight  

An arrangement whereby a standard workweek is reduced to fewer than five 
days, and employees make up the full number of hours per-week by working 
longer hours on working days. 
 
An example of this is a 9-day fortnight where an employee may work a total 
number of contracted hours for a two-week period, over 9 days instead of 10 
days (i.e., working 75 hours over 9 days). This would average out and equate 
to the same weekly hours of 37.5 hours. The individual hours worked in a 
normal day are 8 hours and 20 minutes excluding meal breaks. The day not 
worked in the fortnight would normally be the same day every fortnight so 
that the service could accommodate this arrangement, with a reasonable 
amount of flexibility to cover service need and personal circumstances. 
 
Where an employee is working 37.5 hours split over 4 days a week, the daily 
hours would equate to 9 hours and 30 minutes over 3 days and 9 hours on 
the 4th day. This then allows the employee to have one day off a week 
 

Time Off in Lieu 
(TOIL) 

Time Off in Lieu provides a flexible way to compensate staff for additional 
hours worked. The hours worked will be agreed in advance with the line 
manager and time off will be taken (within an agreed period of time) to 
compensate for the additional hours worked. 

Working from 
Home / Remote 
Working 

Work is undertaken at an agreed location other than a Trust base (typically at 
home). 

Career break A career break is when an employee takes an extended period of unpaid 
leave from their employment, from 3 months to 2 years. Please see Career 
Break Policy for more details.  
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Flexible 
Retirement 

Flexible retirement is defined as flexibility regarding the age at which an 
employee retires, the length of time an employee takes to retire or the nature 
and intensity of work in the lead-up to retirement. For more details see the 
Trust’s Retirement Policy. 

Phased return to 
work 

A phased return to work is a period of time after a period of extended leave 
(e.g. maternity leave, career break, serious illness) where the employee 
works fewer hours than normal and pay is adjusted accordingly (subject to 
any pay protection under the sick leave policy).  This is sometimes facilitated 
outside of their normal department. After an agreed period of time, the 
employee returns to their normal contracted hours. 

 
_______________________________________________________________________________ 

 
PART 2: PROCEDURE FOR APPLYING FOR FLEXIBLE WORKING 

 
5. INFORMAL PROCESS 
 
An employee can choose whether to follow the informal procedure or to go straight to the formal 
procedure when making a request. 
 
5.1 WHAT THE EMPLOYEE SHOULD DO 
 
The employee should arrange an informal one to one meeting with their manager in order to discuss 
their proposal for flexible working and to explain:  
 

 The hours / pattern they would like to work  
 How they think it will fit in with the needs of the department 
 Whether they are making the request as a reasonable adjustment for a disability in relation to 

the Equality Act 2010 
 
Further guidance on preparing for this meeting is available in Part 3. 
 
5.2 WHAT THE LINE MANAGER SHOULD DO 
 
The line manager should give careful consideration to the member of staff’s request, taking into 
account:  
 

 service needs  
 impact on others  
 the prospect and reasonableness of securing additional or alternative cover for any 

outstanding hours or shifts  
 any special circumstances offered as a basis for the request  

 
If the line manager decides not to agree to a request, they should ensure this is based on business 
grounds, as outlined in Part 3, and that there is sufficient evidence to support the business ground(s) 
as these will need to be demonstrated should the employee wish to pursue a formal application.  
 
If the work pattern requested is not possible then both parties should consider possible alternative 
working patterns and/or trial the new arrangement for an agreed fixed period of time.  
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Where a suitable working pattern is agreed, the line manager should submit a change of 
Employment Details form and inform the HR Advisor, providing copies of any documentation to 
reflect the informal agreement 
 
The line manager and the employee must agree on whether the change to the member of staff’s 
working pattern will be permanent or temporary. This should be reflected in the change form 
submitted.  
 
 
5.3 WHEN A REQUEST IS REFUSED  
 
If an informal request to work flexible hours is refused, the employee may choose to proceed with a 
formal application. 
 
6. FORMAL PROCEDURE 
 
6.1 TIMESCALES 
 
The timescales specified within this formal procedure may be extended by mutual agreement.  
 
6.2 APPLICATIONS PROCEDURE 
 
All applications for flexible working under the formal procedure must be made in writing using the 
form at Appendix 2.  All applicable sections should be fully completed. Applications should be given 
to the individual’s line manager and managers have a duty to give requests serious consideration. 
 
When requesting Flexible Working the staff member should consider and state the following:- 

 
 The date on which they would like the change to take effect  
 whether they have made a previous application for flexible work and the date of that 

application  
 what change to working conditions they are seeking and how they think this may affect the 

Trust 
 if they are making their request in relation to the Equality Act 2010, for example, as a 

reasonable adjustment for a disabled employee. 
 

The line manager should meet with the employee to discuss the request, and this should happen 
within 28 days of the manager receiving the request. The employee may be accompanied at the 
meeting by a trade union representative or colleague.  
 
A checklist to help the manager structure the meeting is available at Appendix 1. 
 
The manager should refer to Part 3 of the policy for guidance on considering requests. The manager 
may also wish to seek advice their HR Advisor / HR Business Partner / Employee Relations 
Manager. 
The manager should inform the employee of their decision within 14 days of the meeting. 
 
The manager should write to the employee, by completing the form at Appendix 3, confirming 
whether or not the request is agreed. If the request has been agreed, the manager should confirm in 
writing on the form the nature of the new arrangements. The manager may offer a trial period before 
agreeing to the request. If the request has not been agreed, the manager will enter onto the form the 



Volume 2 
Employment & 

Occ. Health 

Section 1 
Employment 

First Ratified 
May 2019 

Next Review 
November 2024 Issue 2 Page 10 of 25 

 

reasons for refusal. If a flexible working request is refused it must be for at least one business 
reasons set out in Part 3.  
 
6.3 APPEALS PROCESS  
 
An employee may appeal against their manager’s decision not to grant their request for a flexible 
working arrangement by writing to the manager’s manager, using the form at appendix 4, within 10 
days of receiving the notice that their request has been rejected.  

 
The manager’s manager must hold a meeting with the employee to consider an appeal within 14 
days of receipt of the appeal.  The manager’s manager should invite an HR Advisor / HR Business 
Partner to support them in hearing the appeal.  

 

The manager’s manager must notify the employee in writing, within 14 days of the appeal meeting of 
the decision. The manager should use the form at appendix 5. If the appeal is refused the 
manager’s manager must set out the business grounds on which the refusal is based (see Part 3).  

 

This completes the appeal process. No grievance may be taken out under the Trust’s grievance 
procedure following this process.  

 
6.4 REPRESENTATION 

 

At all stages of the formal procedure, the employee may be accompanied by a trade union 
representative or work colleague at formal meetings to discuss their flexible working request. 

 

6.5 ADMINISTRATION 
 
Copies of applications and outcomes should be forwarded to the HR Advisor for filing in personal 
files. If there has been any changes to working hours, a Change of Details from should be 
completed by the Line Manager. 
 
6.6 CHANGES TO TERMS AND CONDITIONS OF EMPLOYMENT  
 
Any change of hours or working arrangements will necessitate a formal change to the individual’s 
Terms and Conditions of Employment. The manager should complete a change form as required to 
initiate the amendment documentation.  
 
An employee who has been granted flexible working has no automatic right to revert to his or her 
previous pattern of working at any future date. 

The Trust does not have the right to require an employee whose contract has been varied as a 
result of a flexible working request being agreed, to return to his or her previous working pattern 
without their agreement. In these circumstances the Trust is required to formally consult with the 
employee (see the Trust’s Organisational Change Policy).  

6.7 VARIATION OF ARRANGEMENTS  
 
Variations to flexible working arrangements in this policy are permissible but are subject to mutual 
agreement by the employee and their manager. Such agreements must be in writing and signed by 
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both parties. Where they require a change to working hours, a further change to the contract of 
employment will be required.  
 
6.8 WITHDRAWAL OF APPLICATION   
 
In the event that the employee wishes to withdraw their flexible working application, the manager will 
confirm this is in writing to them.  

 
6.9 REQUESTS FROM JOB APPLICANTS  
 
It is a requirement that all jobs are advertised by the Trust as available on a part-time, flexible or job 
share basis unless the Recruiting Manager can evidence that there are good business reasons (see 
Part 3) for why this is not possible. 

Applicants who make a request to vary the hours advertised or to work flexibly or job share must not 
be unfairly disadvantaged as a result of this request. Managers must first appoint the best candidate 
for the job and, second, consider if the working arrangement requested can be reasonably 
accommodated. The manager must consider the request in line with the spirit and principles set out 
in this policy. If an agreement on working pattern cannot be reached, the candidate must choose 
whether or not to accept the job on the terms offered. If the candidate withdraws, the manager is 
free to offer the post to the next best candidate at assessment / interview.  

 
 
 

PART 3: CONSIDERATIONS FOR STAFF AND MANAGEMENT 
 
7. GENERAL CONSIDERATIONS 
 
7.1 WHAT THE EMPLOYEE SHOULD DO 
 
When making a request, an employee should consider the impact on their salary and all pay 

related benefits, such as:  
 

 NHS Pension Scheme Benefits (Please contact the NHS Pension Scheme for full 
advice)  

 Redundancy Pay  
 Annual leave  
 Sick Pay  
 Maternity or other types of parental leave pay  
 Unsocial Hours/Additional Payments  

 
Employees should prepare to make the case for their flexible working. In preparation for 
discussions with the line manager, the employee is advised to: 
 

 Think about how their request is likely to impact on the department and on colleagues. Talk 
about positive effects confidently. If you identify any potential negative impact or barriers to 
your request, think about how these can be addressed and be ready to present workable 
solutions to your manager. 

 Propose realistic timescales for commencing your new arrangement. Remember that it could 
have service implications which need to be mitigated and / or equipment may need to be 
ordered to facilitate your request. 

 Be flexible and consider alternatives which could be acceptable solutions. 
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 Consider the potential impact on your health and wellbeing and be ready to discuss these 
with your manager. 

 Think about other practicalities associated with the proposed new working pattern such as 
equipment required, new ways of working or new skills which may need to be obtained to 
support your flexible working request. Again, be ready to discuss these with your manager. 

 
7.2 WHAT THE MANAGER SHOULD DO 
 
When receiving a request (or an appeal against a decision), the manager should: 
 

 Take time to explore the desired work pattern in depth and to discuss how best it might be 
accommodated.  

 Encourage the employee to put forward their ideas about how the revised working 
arrangements requested could work satisfactorily 

 Ask the employee to demonstrate that they have thought through the implications of the 
requested changes on their pay and benefits.  

 Consider alternative working patterns should there be problems in accommodating the 
desired work pattern outlined in the employee’s application.  

 If necessary, take time to research methods for accommodating the request and take advice 
from the HR Advisor / HR Business Partner / Employee Relations Manager before notifying 
the employee of their final decision.  

 Seek to mutually agree an extension to the timescales set out in this policy if you need to. 
For example, if you need to take time to advertise the remaining hours or for a job share 
partner before making your decision. 

 Consider agreeing to a trial period for the new working arrangement 
 If the request cannot be accommodated permanently, consider granting the request on a 

temporary basis. 
 Agree regular review periods to confirm any granted arrangements are still suitable for the 

Trust and the staff member. 
 

7.3 IF THE MANAGER IS REFUSING THE REQUEST (OR REFUSING AN APPEAL) 
 
There will be circumstances where it is not possible to accommodate a request. By law, a request 
can only be refused on one or more of the business grounds set out below and there must be 
evidence to support the decision.  
 

 the burden of additional costs  

 an inability to reorganise work amongst existing staff  

 an inability to recruit additional staff  

 a detrimental impact on quality 

 a detrimental impact on performance  

 detrimental effect on ability to meet customer demand  

 insufficient work for the periods the employee proposes to work 

 a planned structural changes to the business. 
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8. EQUALITY CONSIDERATIONS 
 
8.1 HANDLING REQUESTS FROM MULTIPLE EMPLOYEES  
 
There will be occasions when a manager receives more than one request to work flexibly closely 
together from different employees. Where this happens, it may be possible to grant all of the 
requests received and the manager will need to look closely at the impact this would have on the 
department before coming to a decision. 

 

Requests should be considered in the order they are received. Having considered and approved the 
first request the employer should remember that the business context has now changed and can be 
taken into account when considering the second request against the business reasons set out 
above. 

 

When a manager receives more than one request, they are not required by the law to make values 
judgements about the most deserving request. An employer should consider each case on its merits 
looking at the business case and the possible impact of refusing a request. The exception to this will 
be where a request has been made as a reasonable adjustment under the Equality Act (section 8.3 
below). The manager should have a discussion with the employees to see if there is any room for 
adjustment or compromise before coming to a decision. If this is not possible, the manager should 
seek HR Advice. 

 

If a manager is unable to approve a request in an environment where a number of other employees 
are already working flexibly because any further flexible working arrangements will impact adversely 
upon the business the manager may consider calling for volunteers from existing flexible working 
employees to change their contracts back to other arrangements thereby creating capacity for 
granting new requests to work flexibly. 

 

In departments / services where there is a high demand for flexible working (e.g. wards) flexible 
working will normally be agreed for a fixed term period (normally of up to 12 months), and will be 
subject to review. The outcome of the any review should be agreed in writing to the staff member. 
 
8.2 DISCRIMINATION  
 
In considering requests for flexible working, managers must not:  
 

 Discriminate on the grounds of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion and belief, sex and sexual orientation.  

 Treat part time workers less favourably than full time workers  

 Treat fixed term workers less favourably than permanent workers.  
 
8.3 REASONABLE ADJUSTMENTS FOR DISABILITIES 
 
Requests made as a reasonable adjustment for a disability are covered by the Equality Act 
2010. These must be considered not only in line with the business reasons set out within this 
policy, but also in line with our statutory obligations to make reasonable adjustments for 
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disabled employees. Further advice is always available from your HR Advisor / HR Business 
Partner / Employee Relations Manager. 
 
9. DISSEMINATION AND IMPLEMENTATION 
 
This policy will be available to all staff through publication on the Intranet. Copies can also be 
requested form the Human Resources Department. 
 
The line manager will be responsible for ensuring their staff are made aware of this policy and for 
ensuring compliance. 
 
10. PROCESS FOR MONITORING COMPLIANCE WITH THE EFFECTIVENESS OF 

POLICIES 
 
This policy will be monitored on an ongoing basis and through:- 

 
 Requests for, and outcomes of all flexible working applications including number of appeals 

made 
 Reasons for any refused applications 

 
11. EQUALITY IMPACT ASSESSMENT 
 
An assessment of this policy has been carried out (Appendix 6) 
 
12. ARCHIVING ARRANGEMENTS 
 
This is a Trust-wide document and archiving arrangements are managed by the Quality Department 
who can be contacted to request master/archived copies 
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APPENDIX 1  
 

FLEXIBLE WORKING APPLICATION CHECKLIST FOR LINE MANAGERS 
 
To be used to help structure meetings held to discuss flexible working requests. 

 
 Complete Y/N 
Set up a 1:1 meeting with the staff member within 28 days of receipt of request.  Y/N 
Explore the desired work pattern in depth and to discuss how best it might be 
accommodated.  

Y/N 

Consider whether the request is being made in relation to a disability under the 
Equality Act 

 

Consider the effects of the request and the impact on the service.  Y/N 
Encourage the employee to put forward their ideas about how the revised working 
arrangements requested could work satisfactorily 

Y/N 

Consider alternative working patterns should there be problems in accommodating 
the desired work pattern outlined in the employee’s application.  

Y/N 

If necessary, take time to research methods for accommodating the request and 
take advice from the HR Advisor / HR Business Partner / Employee Relations 
Manager before notifying the employee of their final decision.  

Y/N 

Mutually agree an extension to the timescales set out in the policy if you need to. 
For example, if you need to take time to advertise the remaining hours or a job 
share partner before making your decision. 

Y/N 

Ask the employee to demonstrate that they have thought through the implications 
of the requested changes on their pay and benefits and on their health and 
wellbeing 

Y/N 

Consider a trial period for the new working arrangement Y/N 
Agree regular reviews with the staff member to confirm the arrangement is still 
suitable for both the Trust and the staff member 

Y/N 

If the request cannot be accommodated permanently, consider granting the 
request on a fixed term basis. 

Y/N 

Write to employee with an outcome within 14 days of meeting Y/N 
If request rejected, provide right of appeal in outcome letter  Y/N 
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Appendix 2  

FLEXIBLE WORKING REQUEST FORM 
 
 

TO BE COMPLETED BY THE EMPLOYEE 
 
Name of Applicant 
 

 

Job Title 
 

 

Contact Details 
 (email/telephone number)  

 

Department  
 

 

Base  
 

 

Details of current working 
pattern 
 

 

Date of proposed change 
 

 

Date of any previous 
requests submitted  

 

I wish for the change to my existing working pattern to be temporary/permanent (delete as 
applicable)  

If temporary request, please state the period of time you wish the change to be effective for: 
 
From date:                                                                To date: (inclusive) 

Details of proposed flexible working / working pattern, including but not limited to the 
following (to be completed in full) 

a) Reason for the proposed 
changes  

 

b) Proposed new working 
arrangements  

 

c) Effect on your workload 
and the team  

 

d) How do you think the 
change can be 
accommodated  

 

e) If the request is being 
made as a reasonable 
adjustment for a 
disability 

 

Declaration:  I have considered my proposal carefully, including any financial, health or wellbeing 
impact to me personally should the changes be approved.  
 
Employee Signature: 
 
Date:  
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Appendix 3  
 

FLEXIBLE WORKING OUTCOME FORM – TO BE COMPLETED BY MANAGER 
 
 
Manager Name 
 

 

Job Title 
 

 

Contact Details 
(email & telephone number) 

 

 
Department 

 

Base  
Name of applicant  
 
Date application received 

 

 
Please choose the correct option and delete others appropriate 

Option 1 
 
I agree/ with the proposed change which will be effective from [date]…………. on fixed term basis 
of………………. months / permanent basis. 
 
Option 2  
 
I agree with an alternative proposal (please see below) which will be effective 
from……………………. on fixed term basis of……………….months / permanent basis. 
 
Option 3 
 
I disagree with the proposed change because of the following business reason(s)  
 
Business Reason Please 

Tick  
The Burden of additional costs  
An inability to reorganise work amongst existing staff  
An inability to recruit additional staff  
A detrimental impact on quality  
A detrimental impact on performance  
Detrimental effect on ability to meet customer demands  
Insufficient work for the periods the employee proposes to  work  
A planned structural change to the business   
  

 
a) Summarise how the business reason/s will impact the department: 
 
b) Alternative options discussed (please summarise) 
 
 
 
I discussed the outcome with the applicant on [date]………………………. 
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Name:                                                                             Signature: 
 
Date: 
 
 
NOTE TO MANAGERS: Please note a copy of this form should be submitted to the staff member. If a request 
for flexible working has been accepted, a Changes Form must be completed as soon as possible to avoid any 
under / over payment. A copy should also be sent to the Workforce Department to be kept on the staff 
members’ personnel file 
 
NOTE TO EMPLOYEE: If you are unhappy with the outcome of your request you have the right of appeal. 
You should do this in writing (using the appropriate form appended to the policy) to the next senior line 
manager within 10 days 
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Appendix 4  

 
FLEXIBLE WORKING APPEAL FORM – TO BE COMPLETED BY THE EMPLOYEE 

 
 

NOTE TO EMPLOYEE   
If your application has been refused, you may appeal against your manager’s decision. You can use this form 
for that. You should set out the grounds on which you are appealing, and must do so within 10 days of 
receiving written notice that your application for flexible working has been refused 
 
Dear [insert senior manager’s name] 
 
I wish to appeal against a decision to refuse my application for flexible working. I am appealing on 
the grounds set out below. 
 
I attach a copy of my original application for flexible working and the written outcome received from 
my manager. 
 
Set out your reasons for appealing the decision here: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employee Name: 

Employee Number:  

Job Title: 

Department:  

Email: 

Telephone No: 

Signature: 

Date:  
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Appendix 5  

 
FLEXIBLE WORKING APPEAL OUTCOME FORM – TO BE COMPLETED BY MANAGER 
 
Name of Manager 
 

 

Job Title 
 

 

Contact Details 
(email & telephone number) 

 

Department 
 

 

Base  
Name of applicant  
Date application received 
 

 

Please choose the appropriate option and delete others  
 

Option 1 
 
I have considered your appeal and I am pleased to confirm that I am able to agree to your 
proposed change in working pattern which will be effective from [date]…………... on fixed term 
basis of ………………. months / permanent basis. 
 
Option 2 
 
I have considered your appeal and I am able to agree with an alternative proposal (please see 
below) which will be effective from [date]……………………. on fixed term basis of………………. 
months / permanent basis. 
 
Option 3  
 
I have considered your appeal and I am unable to agree a change to your working pattern 
because of the following business reason(s)  
 
Business Reason Please Tick  

The Burden of additional costs  
An inability to reorganise work amongst existing staff  
An inability to recruit additional staff  
A detrimental impact on quality  
A detrimental impact on performance  
Detrimental effect on ability to meet customer demands  
Insufficient work for the periods the employee proposes to work  
A planned structural change to the business   
  

 
a) Summarise how the business reason/s will impact the department 
 
b) Alternative options discussed (please summarise) 
 
 
I discussed the outcome with the employee on [date]………………………. 
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Name:                                                                             Signature: 
Date: 
 
 
NOTE TO MANAGERS: Please note a copy of this form should be submitted to the staff member. If a request 
for flexible working has been accepted, a Changes Form must be completed as soon as possible to avoid any 
under / over payment. A copy should also be sent to the Workforce Department to be kept on the staff 
members’ personnel file 
 
NOTE TO EMPLOYEE: There is no further right of appeal 
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Appendix 6 
 

Equality Impact Assessment 
 

1. What is the project and who is leading on it? 

2. Who will be impacted by this?  

3. Checklist 
 

Questions Yes No 

Is there any indication or evidence (including from consultation with relevant groups) that 
different groups with regards to protected characteristics have different needs, experiences, 
issues and priorities in relation to the proposed policy or proposal?  

☐ ☒ 

Is there potential for or evidence that the proposed policy or proposal will affect different 
geographical population groups differently (including possibly discriminating against certain 
groups)?  

☐ ☒ 

Have there been or are there likely to be any public concerns (including media, academic, 
voluntary or sector specific interest) about the policy or proposal? 

☐ ☒ 

Could the proposal affect how our services, commissioning or procurement activities are 
organised, provided, located and by whom? 

☐ ☒ 

Could the proposal affect our workforce or employment practices? ☐ ☒ 

Is there potential for or evidence that the proposed policy or proposal will not promote equality 
of opportunity or promote good relations between different groups?  

☐ ☒ 

Please explain responses above 

The policy sets out flexible, fair and supportive arrangements for flexible working. All employees can apply 
for flexible working for whatever reason. 

The Trust is committed to being an employer of choice, offering modern employment practices which 
support staff to balance their home and work life. As part of its commitment to improving the working lives 
of its staff, ASPH commits to facilitate flexible working for staff wherever this can reasonably be 
accommodated in line with service needs 

As a Trust we have embraced flexible working and have recognised and benefited from the positive impact 
that this way of working has on employee’s health and wellbeing, staff retention and engagement 

There will of course, be business and service needs which will not enable every flexible working request to 
be implemented.  

As described in the NHS People Plan, the NHS will continue to commit to offering more flexible, varied 
roles and opportunities for different types of flexible working. As a Trust we believe all our people should 
be offered the chance to work flexibly, regardless of role, grade, reason, or circumstance. 

It is recognised that it’s not always immediately easy to accommodate individual work preferences, but 
becoming a more flexible, modern employer in line with other sectors, gives us the opportunity to retain our 

Flexible Working Policy – HR Business Partnering Team. The purpose of the Policy is to set out the 
principles and processes to be adhered to in relation to Flexible working. 
 

Staff at Ashford and St Peters 
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existing people and attract new talent with to work with us. 

There are not likely to be any public concerns about this guidance. 

 
There is no indication that people from different groups would have different requirements under this 
guidance. It is not likely that people from different geographical locations will be affected differently. 

 
4. Equality Impact Assessment 

 

Protected 
characteristic 

Describe here the considerations 
and concerns in relation to the 
programme/policy for each group. 

Describe here suggested mitigations to 
inform the actions needed to reduce 
inequalities. 

Age No identified negative or positive 
impact as a result of the 
appropriate application of this 
guidance. 

Equally applicable to all staff, 
irrespective of age 

 

Disability There is a potential that 
employees with a disability may 
wish to work more flexibly or in 
an agile manner 

Review all requests fairly based on service 
needs and consider all options available to 
support the requests 

Gender 
reassignment 

There is no anticipated negative 
impact on men or women.  

 

Marriage and civil 
partnership 

No identified negative or positive 
impact as a result of the 
appropriate application of this 
guidance. 

Equally applicable to all staff, 
irrespective of marital or civil 
partnership status. 

 

Pregnancy and 
maternity 

No identified negative or positive 
impact on an individual’s rights 
as a result of the appropriate 
application of this guidance. 

 

Race No identified negative or positive 
impact as a result of the 
appropriate application of this 
guidance. 

 

Religion or belief No identified negative or positive 
impact as a result of the 
appropriate application of this 
guidance. 

 

Sex No identified negative or positive 
impact as a result of the 
appropriate application of this 
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guidance. 

Sexual orientation No identified negative or positive 
impact as a result of the 
appropriate application of this 
guidance. 

 

 
Other groups / 

existing inequity 
Describe here the considerations and 

concerns in relation to the 
programme/policy for each group.  

Describe here suggested mitigations to 
inform the actions needed to reduce 
inequalities. 

Armed forces   

Carers Carers are potentially more likely to 
apply for flexible working options in order 
to support caring arrangements 

Review all requests fairly based on 
service needs and consider all options 
available to support the requests 

Digital 
exclusion1 

  

Domestic abuse   

Education 
(literacy) 

  

Homeless   

Looked after 
children 

  

Rural/urban 
geographies 

  

Socioeconomic 
disadvantage 

  

People with 
addiction or 

substance 
misuse 

problems 

  

People on 
probation 

  

Prison 
population 

  

Undocumented 
migrants, 
refugees, 

asylum seekers 
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Other groups / 
existing inequity 

Describe here the considerations and 
concerns in relation to the 

programme/policy for each group.  

Describe here suggested mitigations to 
inform the actions needed to reduce 
inequalities. 

Sex workers   

Other   

 
 
Submission 
Please submit to xxxx for review. 
 
Decision 
When was this EIA 
discussed? 

 

By whom?  
Was it approved?  
Notes:  

Signed:  Date:  
Position:  

 
 


