Flexible Working Request Flowchart

This process must be completed within 2 months unless there is written agreement from
both sides for an extension. The timescales below are recommendations only to help keep

within 2 months and may vary by case.

Employee sends “Request to Change a Working Pattern” form to Head of School or line
manager (LM) withcopy to HR Business Partner (HRBP).

Head of School or LM discusses with HRBP and meets with employee (and work
colleague/trade union rep if preferred) ideally within from receipt of request.

Head of School or LM informs employee in writing of decision, ideally within
from the date of the meeting.

Rejection of request Acceptance of request

. . Request accepted - both parties agree
If request rejected, LM informs employee of arrangements for when working pattern
reasons for rejection and how to appeal. is changed

Employee may appeal within , if they wish, by writing to the VC’s Office, setting out
their ground(s) for appeal.

An appropriate nominee will acknowledge the appeal and arrange to hear the appeal
ideally within from receipt of written appeal.

The appropriate nominee and HRBP will meet with the employee (and work
colleague/trade union rep if preferred) to discuss the appeal.
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