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1.Introduction

A flexible working request is a request by an employee for a permanent change to their contractual
terms and conditions of employment. Examples of the changes employees may request include their
overall hours of work, working times or pattern, or their place of work.

Rayleigh Schools Trust recognises that employees may wish to change their working pattern or
arrangements for a variety of reasons and understands that allowing flexible working can support
the retention of employees and promote wellbeing and work-life balance.

This policy sets out the process employees should follow when making a flexible working request
and explains how such requests will be handled. All flexible working requests will be considered and
managed objectively and fairly. While there is no obligation under flexible working legislation for
employers to agree to a request, requests will only be rejected where there is a valid business
reason for doing so.

It is important to note that any agreed change as a result of a flexible working request will result in a
permanent change to the employee’s terms and conditions of employment. Once a change to the
employee’s terms and conditions of employment have been made, the employee will only be able to
amend their working pattern or return to their previous working pattern by submitting a further
flexible working request. Employees can make two flexible working requests within a 12-month
period.

2.Eligibility

Employees can submit a flexible working request from their first day of employment with all
requests across Rayleigh Schools Trust processed in a manner which ensures equitable and fair
consideration.

Employees can submit two flexible working requests within a 12-month period with any further
applications considered on a discretionary basis.

3.Making a Flexible Working Request

All flexible working requests must be made formally in writing by completing a Flexible Working
Request Form which can be obtained from their line manager or HR. All flexible working request
forms must be submitted by email to the employee’s line manager and HR.

Employees are required to complete the below information contained within the flexible working
request form:

e Stating that they are submitting a statutory request for flexible working.

e Stating the date of the application, the change to working conditions requested, and the
date they wish the change to become effective.

e If, and when, a previous flexible working request has been made within the previous 12
months.

o If they are making their request in relation to the Equality Act 2010, for example, as a
reasonable adjustment in relation to a disability.
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All flexible working requests are considered from the day that the request is received by the
employee’s line manager or HR.

If a flexible working request does not contain the required information as outlined in the flexible
working request form, the employee’s line manager or HR will explain to the employee as soon as
practicable which additional information is required and request that the employee resubmit their
application with the missing information.

4.Timescales
There is no set notice period for submitting a flexible working request.

Flexible working requests are required to be completed within a statutory 2-month timeframe from
the date of receiving the request, which includes time for any appeal. Therefore, it is recommended
that employees consider this timeframe in relation to their request being considered and their
proposed date for the change to take effect.

Employees are encouraged to submit flexible working requests during normal school term times.
Where a flexible working request is received shortly before or during a school closure period, an
extension to the statutory 2-month period may be sought to ensure the request can be carefully
considered and to allow adequate time for the process to be concluded. If for some other reason the
flexible working request cannot be reasonably processed within the 2-month timeframe, then an
extension will be agreed with the employee and will be confirmed in writing.

5.Flexible Working Request Meeting

Once a flexible working request has been received, the employee’s line manager or HR will write to
confirm receipt and advise whether a meeting is required to discuss the request further.

In most cases, a meeting will be arranged to provide an opportunity for the employee to explain the
details of their request in more depth and for the line manager to ask any questions necessary in
order to properly and fairly consider the proposal. It may also be necessary during the meeting to
explore other viable alternative working arrangements if there are concerns about accommodating
the exact pattern requested.

However, where the request is straightforward and the line manager is confident it can be
accommodated without the need for further discussion, a formal meeting may not be required. In
such cases, the employee will be informed of the decision and next steps in writing.

Where a meeting is arranged and the employee cannot attend, they must contact their line manager
as soon as possible to explain the reason for their non-attendance. The meeting will be rescheduled
for the next mutually convenient time. If the employee fails to attend a meeting and any re-arranged
meetings without reasonable explanation, the application may be treated as withdrawn. The line
manager will consider all circumstances before making this decision and will confirm the outcome in
writing.

6.0utcome Decision

Following the flexible working request meeting, the employee’s line manager will consider the
request fairly and equitably, considering all individual circumstances and operational needs.

All flexible working requests will be considered on a case-by-case basis. Agreeing to one request will
not set a precedent or create the right for another employee to be granted a similar change to their
working pattern.
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The duty upon Rayleigh Schools Trust is to consider requests for flexible working. There is no
obligation to accept such requests, however, applications will only be rejected for a valid reason as
set out in section 8.

7.Request Agreed

If after meeting with the employee the line manager agrees to the proposal, or an alternative
arrangement which has been discussed and agreed with the employee, the employee will be notified
in writing. The flexible working outcome letter will notify of the variation that has been agreed and
the date on which it will take effect as soon as is reasonably practicable after the meeting.

Permanent Change

A request for flexible working under this policy is normally considered as a permanent change to an
employee’s terms and conditions of employment. Once agreed, there is no statutory right to revert
to any previous working arrangement.

However, in some cases it may be appropriate to agree a temporary or trial period before confirming
a permanent change. This allows both the employee and the school to assess whether the requested
working pattern or arrangement is practical and sustainable in practice.

Where a trial or temporary period is agreed, the line manager will confirm the duration and terms of
the trial in writing within the flexible working outcome letter. The line manager will normally set
review points during the trial period to discuss progress, make any necessary adjustments, and
decide whether the arrangement should be made permanent.

Unless a permanent change is formally confirmed in writing following the review, the employee will
normally revert to their original working pattern or arrangement at the end of the agreed trial
period.

Request for Temporary Changes

Where an employee specifically requests a temporary change to their working
pattern/arrangements, for example, the employee will be returning to their previous working
arrangements after a specified event or period, this falls outside the scope of the formal flexible
working policy and procedure.

Therefore, such requests will be considered outside of this policy and if the temporary change can
be accommodated, the employee will be issued with confirmation of the temporary variation to
their terms and conditions. Unless otherwise agreed, the employee will then revert to their original
working pattern/arrangements at the end of the temporary period. If the request cannot be agreed,
the employee will be notified and there will be no right of appeal.

Any temporary request which has been agreed will not count as a formal flexible working request
and therefore if a subsequent request for a permanent change to working pattern/arrangements is
made it will be considered under the procedure set out in this policy.

8.Request Denied

All flexible working requests will be considered objectively, and requests will only be refused where
there is a valid ground to do so. The valid grounds for rejecting requests are as follows:

e The burden of additional costs
e Detrimental effect on ability to meet customer demands
e |nability to reorganise work amongst existing employees
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e |nability to recruit additional employees

e Detrimental impact on quality

e Detrimental impact on performance

e Insufficiency of work during the periods the employee proposes to work
e Planned structural changes

If the employee’s line manager is unable to agree to the request, they will consult the employee
before rejecting the request. The employee may invite their trade union representative to the
meeting. Where a decision is made to reject the request, the employee will be notified in writing.
The flexible working outcome letter will notify the employee of the grounds of the refusal, explaining
why the grounds apply in the circumstances, and setting out the appeal procedure.

9.Appeal

Where an employee is dissatisfied with the outcome decision of their flexible working request, they
may appeal the decision. The appeal must be submitted in writing to HR within 5 working days of the
date of the flexible working request outcome letter, setting out the grounds of the appeal.

Once the written appeal is received, HR will confirm receipt of the appeal to the employee and
identify a suitable appeal manager. The appointed appeal manager will write to the employee to
arrange an appeal hearing as soon as practicable after receiving their appeal letter.

The appeal hearing will provide an opportunity for the employee to put their case forward and
explain their reasons for appeal. As soon as practicable after the appeal hearing, and normally within
3 working days unless otherwise agreed, the appeal manager will write to the employee notifying of
the outcome of the appeal.

The appeal managers decision is final and there will be no further right to appeal.
10.Right to be Accompanied

Employees can choose to be accompanied at the initial meeting and any subsequent meetings,
including during appeal, by a trade union representative or work colleague. The employee’s chosen
companion may address the meeting and confer with the employee during the meeting, however,
will not be permitted to answer questions on the employee’s behalf unless having been previously
agreed as a reasonable adjustment.

If an employee’s chosen companion is unavailable at the time proposed for the meeting, then the
employee may request to postpone to an alternative, agreed time. The new agreed time should be
as soon as practicable and normally within working 7 days following the original time proposed.

11.Withdrawal of Requests

An employee that decides to withdraw their flexible working request at any stage will be eligible to
make one further request within 12 months from the date their request was initially made.
Confirmation of the withdrawal of the request must be made in writing to the employee’s line
manager and HR.

12.Employee Assistance Programme

If any employee feels that these matters are affecting their health or wellbeing, we encourage them
to speak to their line manager, a trusted colleague, or HR, who can provide support. In addition, our
commitment to employee welfare includes access to our Employee Assistance Programme (EAP).
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The EAP provides a confidential support network available 24/7, offering expert advice and
compassionate guidance on a wide range of personal and work-related issues. The service offers not

only reactive support when needed, but also proactive and preventative support to deliver the best
possible outcomes.

All colleagues can access the service by calling 08000 856 148.

More information can also be found in the People Hub.
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Appendix A - Flexible Working Request Form

Employee .
Name: Employee Number:
School: Department:

Date form

submitted:

Previous Flexible working Applications

Have you submitted a previous request for flexible working? (If yes, please Yes No
answer the next question.)

When did you submit your last request for flexible working?

Are you a disabled person whose request for flexible working is related to your Yes No
disability?

| wish to submit a statutory request for flexible working as detailed below.

Please set out the pattern of working that you are seeking. For example, if you wish to change
your hours of work, please state what your current hours are and what you would like your new
hours to be.
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| would like the above change(s) to my working pattern to
take effect on:

Please state what the benefits of this flexible working request would provide to you?

It will help us to process your application if you provide as much information as you can about your
desired working pattern.

Once you have submitted a valid application for flexible working, your line manager will contact you to
arrange a meeting to discuss how the pattern of working you have requested might be made to work. If
your request is granted, it will mean a permanent change to the terms and conditions of your
employment, unless agreed otherwise.

Your Flexible Working Request decision will be informed to you in writing within the statutory 2-month
period. If this period needs to be extended, the extension period will be agreed with you and confirmed
in writing.

Signed: Date:
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