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Request to Change a Working Pattern


	Name
	

	Job title, grade and fte
	

	Faculty/Directorate
	

	Colleague number
	

	University start date
	

	Have you requested to change a work pattern previously – if so when?
	





	Describe your current working pattern (fte/days/hours/times/location worked):







Describe the working pattern you would like to work in future (fte/days/hours/times/location worked):










It would help, in considering your request, if you could explain why you would like to change your working pattern. This is especially important if you are making the request in relation to the Equality Act 2010, as a reasonable adjustment for a disability, or other protected characteristic. Please provide what details you can: 








	Is this a temporary request? If so, please state which date this is to end:
Please note: If a temporary change is agreed, your working arrangement will revert to that currently in place at the end of the period unless a further flexible working request is agreed.







	I would like this working pattern to commence from (date):








	Colleague declaration
I confirm that:
This request is being made under the statutory right in the Employment Rights Act 1996 and the Children and Families Act 2014 to request flexible working (and any supplementary legislation which may come into effect)
The information is accurate

	Colleague signature


	
	Date
	

	Attachment to an e-mail will constitute signatory authorisation




Once you have completed this form you must submit it to your line manager AND copy it to your Human Resources Business Partner. 
If you are a Professional Services colleague, your request will be considered by your line manager. If you are an Academic Colleague, your request will be considered by your relevant Head of School or Deputy Executive Dean/Deputy Pro Vice Chancellor. 
In either case, approvers may need to consult with others in order to make an informed decision, but will do so discreetly and in confidence. 
If you have not received a receipt of your request within 10 days, please contact your Human Resources Business Partner. 







The following section is to be completed by the approver following consideration of the request. It must also be sent to both the colleague and the Human Resources Business Partner.

	The following changes to working arrangements have been agreed:










	
Signed by Colleague: ________________________   Date: _______

Signed by Approver:     ________________________   Date: _______

Approver job title:


	The request has not been agreed for the following reasons (please select as appropriate):  
· 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
· a detrimental effect on ability to meet customer demand
· insufficient work available for the periods the employee proposes to work
· planned structural changes to the employer's business













	
Signed by Approver:    _________________________   Date: _______




If you wish to appeal against this outcome please complete the following section and forward to the VC’s Office, copying in the Human Resources Business Partner within 14 days of receipt of this written communication.

	I wish to appeal against the decision to decline my variation of working arrangements for the following reasons:











The employee will be informed (by the individual hearing the appeal) of the outcome of the appeal meeting in writing using the section below. The following people will be notified of the outcome:
Colleague
Approver
Human Resources Business Partner



	Appeal outcome:










	
Signed:   ________________________     Date:  _______________






The appeal decision is final, but does not deny the colleague the statutory right to take their complaint to an Employment Tribunal and to the Advisory, Conciliation and Arbitration Service (ACAS).




1
Human Resources 2024		
image1.jpg
' ‘Swansea University
Prifysgol Abertawe





