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1. Introduction 
 
1.1 This guidance is intended to help you deal with written requests made by employees to 

change their contractual terms and conditions (e.g. their working hours, shift times or place 
of work).  

 
2. Handling requests in a reasonable manner  
 

2.1 All requests (including any appeals) must be considered and decided on within a period of 
2-months from first receipt (unless there is an agreement to extend this period with the 
employee).  

 
2.2 Line managers should be mindful that the process can be time consuming and therefore 

should ensure that they deal with flexible working requests without delay.  
 
2.3 Once a formal flexible working request has been received, you must: 
 
2.4 Consider the application 
 
2.4.1 Review the application. This should include carefully assessing the effect of the request on 

the School/Unit and on the employee, including potential benefits and impacts for both 
parties of accepting or rejecting it.   

 
2.4.2 Discuss the application with your HRBP particularly if support or procedural guidance is 

required. 
 
2.4.3 Decide if a formal consultation meeting is required or whether approval can be given 

without the need for a meeting.  
 

2.5 Flexible working meeting required 
 

2.5.1 If you require further information or are unsure if the request can be accommodated, you 
must: 

 

• Acknowledge the flexible working application with the employee via email and note that 
they will be invited to a flexible working meeting. 

• Arrange for the meeting to take place in a private setting without reasonable delay 
ensuring advanced notice is provided (normally 5 working days but can be sooner if the 
employee agrees to this).  

• Invite the employee to the meeting (in writing).  

• Consider if you would like a member of HR to attend/support with the process.   
 

2.6 At the meeting  
 
2.6.1 Openly discuss the request with the employee; review the application form together and 

ask questions for clarity. 
 

2.6.2 Consider alternative flexible working options with the employee and if there are better 
ways to accommodate some or all of the request (if applicable). 
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2.7 Decision 
 
2.7.1 Review what has been discussed in the meeting considering the benefits of the requested 

change in working arrangements for the employee and the School/Unit and weighing these 
against any adverse business impact of implementing the changes.  

 
2.7.2 Ensure that when considering the request that the decision is fair, equitable and does not 

discriminate against individuals. 
 
2.7.3 You must accept a flexible working request unless there is a genuine business reason not 

to. If there is a business reason, consider if alternative options can be explored or if you 
can agree to their request with modifications.  

 
2.7.4 Discuss the request and the decision with your HRBP. 

 
2.8 Communicating the decision  
 

2.8.1 If you can accommodate the request, you must: 
 

• Verbally confirm the decision with the employee and agree on an implementation date. 

• Notify HR Support (and HRBP) of the outcome via email and attach the flexible working 
form. (This must be actioned before implementing any agreed changes to terms). 

• Disregard any paperwork once it has been submitted to HR.  
 
2.8.2 If you cannot accommodate the request or offer an alternative option, you must: 
 

• Discuss the request and the decision with your HRBP. 

• Confirm the outcome in writing as soon as possible clearly stating the business grounds 
to explain the decision. The letter should include the right to appeal.  
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