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Flexible	working	request	form	example

What	is	a	flexible	working	request	form.		Flexible	working	request	example.		Flexible	working	application	form	examples.		

It	is	a	good	idea	to	have	a	standard	form	for	employees	to	apply	for	flexible	working.	Our	standard	application	form	can	be	adapted	to	suit	the	needs	of	your	business.	You	will	find	that	this	form	will	encourage	your	staff	to	think	in	detail	about	flexible	working,	what	they	need	to	do	to	make	it	work,	how	it	will	make	them	more	productive,	and	how	it
will	be	of	benefit	to	the	business.	The	document	is	available	in	PDF	format:	Click	here	to	download	the	example	application	form	If	you	have	any	feedback,	questions	or	need	more	information,	email	info@superfastcornwall.org	All	material	contained	above	is	for	information	purposes	only.	Superfast	Cornwall	make	no	representations	or	warranties	as
to	the	accuracy	and/or	completeness	of	the	material.	The	user	is	hereby	placed	on	notice	that	they	should	take	appropriate	precautions	to	independently	verify	the	material.	

Superfast	Cornwall	disclaims,	to	the	furthest	extent	permitted	by	law,	all	liability	for	any	direct	or	indirect	loss	or	damage,	howsoever	caused,	resulting	from	inaccuracies,	errors,	whether	typographical	or	otherwise,	omissions	or	out	of	date	information.	We	use	some	essential	cookies	to	make	this	website	work.	We’d	like	to	set	additional	cookies	to
understand	how	you	use	GOV.UK,	remember	your	settings	and	improve	government	services.	We	also	use	cookies	set	by	other	sites	to	help	us	deliver	content	from	their	services.	You	have	accepted	additional	cookies.	You	can	change	your	cookie	settings	at	any	time.	You	have	rejected	additional	cookies.	You	can	change	your	cookie	settings	at	any
time.	

We	use	some	essential	cookies	to	make	this	website	work.	We’d	like	to	set	additional	cookies	to	understand	how	you	use	GOV.UK,	remember	your	settings	and	improve	government	services.	We	also	use	cookies	set	by	other	sites	to	help	us	deliver	content	from	their	services.	You	have	accepted	additional	cookies.	You	can	change	your	cookie	settings	at
any	time.	You	have	rejected	additional	cookies.	You	can	change	your	cookie	settings	at	any	time.	It	is	possible	that	your	employer	may	already	have	their	own	application	for	flexible	working.	
If	they	don’t,	then	you	can	download	our	example	application	for	and	adapt	it	as	necessary.	It	is	important	to	submit	your	request	in	writing.	You	will	find	that	going	through	the	discipline	of	filling	out	an	application	form	will	make	you	think	seriously	about	the	issues	and	help	you	to	build	the	case	that	you	will	make	to	your	employer.	Have	a	look	at
our	example	form	for	employees	to	apply	for	flexible	working.	The	document	is	available	in	PDF	format:	Click	here	to	download	the	example	application	form	If	you	have	any	feedback,	questions	or	need	more	information,	email	info@superfastcornwall.org	All	material	contained	above	is	for	information	purposes	only.	Superfast	Cornwall	make	no
representations	or	warranties	as	to	the	accuracy	and/or	completeness	of	the	material.	The	user	is	hereby	placed	on	notice	that	they	should	take	appropriate	precautions	to	independently	verify	the	material.	Superfast	Cornwall	disclaims,	to	the	furthest	extent	permitted	by	law,	all	liability	for	any	direct	or	indirect	loss	or	damage,	howsoever	caused,
resulting	from	inaccuracies,	errors,	whether	typographical	or	otherwise,	omissions	or	out	of	date	information.	

This	page	gives	you	examples	of	requests	for	flexible	working	and	the	considerations	that	may	be	made	by	a	manager	when	dealing	with	the	request.	

Possible	compromise	arrangements	are	suggested.	This	list	is	not	exhaustive	and	each	request	needs	to	be	considered	with	the	individual	circumstances.		The	manager	considering	this	request	needs	to	think	about	many	things	including	the	hours	of	coverage	required	on	the	reception	and	likely	future	demand.	In	this	situation,	the	manager	may
identify	that	recently,	there	has	been	greater	requirement	to	cover	the	reception	for	longer	hours	so	that	having	someone	start	early	would	be	beneficial.	
However,	this	request	would	leave	the	reception	understaffed	at	the	end	of	the	day	and	for	a	shorter	amount	of	time.	The	manager	might	discuss	the	need	to	cover	the	reception	for	a	longer	period	with	the	whole	team	and	ask	if	any	other	members	of	the	team	would	like	to	consider	changing	their	hours.	apache_openoffice_4_for_android.pdf	There	are
many	possible	outcomes	of	this	situation.	A	compromise	may	be	reached	where	the	receptionist	is	asked	to	consider	working	from	7.30am	to	3.50pm	allowing	another	employee	to	work	from	12	to	8.20pm	ensuring	that	there	are	two	people	covering	the	busiest	period	during	the	middle	of	the	day.	If	the	receptionist	is	not	prepared	to	start	at	7.30am
and/or	there	are	no	members	of	staff	who	can	work	a	later	shift,	the	manager	may	have	to	reluctantly	turn	down	the	request.	There	are	many	considerations	the	manager	will	need	to	make	including	the	individual’s	role,	the	level	of	cover	required	in	the	office	and	the	hours	of	cover	required	each	day.	In	looking	at	this,	the	manager	may	recognise	that
there	has	recently	been	increased	demand	to	support	their	customers	from	8am	until	6pm	so	having	someone	who	works	9.1	hours	a	day,	four	days	a	week	will	be	beneficial	in	providing	a	longer	period	of	office	cover.	However,	the	requested	non-working	day	will	clash	with	the	days	off	that	the	part-time	staff	already	have	and	mean	that	there	is	one
day	a	week	where	no	one	is	in	the	office	which	will	be	unhelpful	for	their	customers.	The	manager	could	ask	the	team	to	discuss	the	request	and	the	increased	need	for	cover	together	and	come	up	with	a	possible	solution	themselves.	The	employee	making	the	request	could	be	asked	to	have	a	Tuesday,	Wednesday	or	Thursday	as	their	non-working	day
and	so	relieve	the	issue	of	Monday	or	Friday	not	being	covered.	The	manager	receiving	this	request	would	need	to	consider	how	the	workload	of	the	individual	could	be	reduced	by	40%	to	suit	the	requested	part-time	hours.	In	doing	this,	the	manager	would	need	to	consider	the	workload	of	other	members	of	the	team,	the	skills	of	the	advisor	and
likely	future	demand.	If	the	workload	could	not	be	distributed	amongst	other	members	of	the	team	either	because	of	lack	of	capacity	or	lack	of	the	specialist	knowledge	required,	the	manager	could	consider	whether	it	is	cost	effective	to	recruit	a	part-time	employee	to	cover	the	remaining	workload.	This	may	have	additional	benefits	of	bringing	in	new
skills	to	the	team.	There	are	many	possible	outcomes	of	this	situation.	If	the	manager	can	identify	a	20%	reduction	in	workload,	they	may	discuss	with	the	employee	the	possibility	of	reducing	to	4	days	a	week	rather	than	3.	If	the	manager	can	identify	a	40%	reduction	in	workload	at	some	points	of	the	year	(for	example,	when	demand	is	low	such	as
during	holiday	periods),	the	manager	may	discuss	with	the	employee	the	possibility	of	an	annualised	hours	contract	where	they	work	part-time	for	some	of	the	year.	If	the	manager	cannot	identify	any	way	to	reduce	the	workload	due	to	lack	of	resources	or	without	creating	undue	pressure	on	other	team	members,	the	manager	may	reluctantly	refuse
the	request.	The	manager	dealing	with	this	request	would	need	to	consider	a	number	of	things	including	whether	the	role	they	have	applied	for	would	suit	a	job	share	arrangement	and	whether	there	are	particular	benefits	that	would	arise	from	having	the	role	filled	by	two	people	[link	to	job	share	guidance].	A	particular	issue	raised	in	this	example	is
that	both	employees	have	asked	to	work	3	days	a	week	which	equates	to	more	than	the	full-time	role	that	was	advertised.	The	manager	would	need	to	consider	the	extra	costs	this	would	bring	and	should	consider	this	alongside	the	benefits	of	having	an	increased	number	of	hours	dedicated	to	the	role.	
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If	the	manager	believes	that	a	job	share	arrangement	could	be	beneficial	but	cannot	afford	the	costs	of	the	post	6	days	a	week,	a	compromise	may	be	offered	where	the	employees	may	be	asked	to	consider	working	2.5	days	each.	In	this	situation,	if	the	employees	are	unable	to	work	2.5	days	per	week,	the	manager	would	need	to	reluctantly	turn	down
the	request	to	job	share.	The	Head	of	Discipline/ADE	dealing	with	this	request	would	need	to	consider	a	number	of	things	including	the	total	amount	of	teaching	the	member	of	staff	is	responsible	for,	the	timetable	requirements,	whether	the	academic	has	other	responsibilities	outside	of	teaching	that	require	their	presence	on	campus	and	the
teaching	capacity	of	other	members	of	teaching	staff	in	the	same	discipline.	If	the	member	of	staff	is	responsible	for	a	number	of	teaching	hours	that	only	they	can	teach	it	is	likely	to	be	difficult	for	the	timetable	to	accommodate	this	request.	If	there	are	additional	responsibilities	such	as	seeing	tutees	outside	of	lecture	times,	attending	discipline
meetings	or	representing	the	discipline	on	open	days	then	the	academic	lead	may	find	it	difficult	to	accommodate	this	request	as	it	may	impact	on	the	quality	of	service.	A	compromise	could	be	discussed	which	is	less	restrictive.	
Alternatively,	the	request	may	be	refused.	The	Head	of	Discipline/ADE	could	discuss	with	the	member	of	staff	whether	they	would	like	to	reduce	their	overall	hours	to	become	part-time	which	could	then	free	up	resources	to	recruit	an	additional	member	of	staff	to	cover	the	remaining	teaching.	This	is	a	Precedent	“Statutory	Flexible	Working	Request”
Letter	for	you	to	personalise.	All	the	words	highlighted	in	BOLD	are	legal	requirements	for	the	request	to	be	valid.	You	must	include	these.	
The	remainder	of	the	letter	is	optional	however	our	view	is	that	including	this	information,	where	relevant,	will	help	strengthen	your	argument	and	hopefully	result	in	the	request	being	granted.Download	the	flexible	working	request	template	in	WordFor	the	attention	of	[Line	manager	name][Date]	STATUTORY	REQUEST	FOR	FLEXIBLE	WORKThis	is
a	statutory	request	under	section	80F	Employment	Rights	Act	1996.	I	confirm	I	have	at	least	26	weeks	of	service	(note	–	there	is	no	requirement	to	confirm	your	length	of	service	but	there’s	no	harm	in	doing	so)[I	have	not	previously	made	a	request	under	section	80F	Employment	Rights	Act	1996.]OR[I	have	previously	made	a	request	under	section
80F	Employment	Rights	Act	1996	on	[Date]]	(note	–in	accordance	with	this	legislation	only	one	flexible	working	request	can	be	made	in	any	12	month	period	so	if	you’ve	previously	made	a	request	you	need	to	ensure	you	wait	12	months	before	making	your	next	request.)My	current	working	pattern	is…	(note	–	there	is	no	requirement	to	explain	your
current	working	pattern	but	it	is	sensible	to	do	so)I	would	like	my	new	working	pattern	to	be	(note	–	set	out	here	what	arrangements	you	are	looking	to	put	in	place.)I	think	this	new	work	pattern	would	have	the	following	effects	on	the	business	….	(note	–	set	out	here	what	you	think	the	impact	on	the	business	could	be)I	think	these	effects	could	be
dealt	with	by	the	following:	(note	–	try	to	address(1)	the	concerns	that	you	think	your	employer,	external	clients/customers	or	colleagues	may	have	here;(2)	how	you	think	your	new	arrangement	could	work	on	daily	basis.		If	you	can	draw	on	examples	of	other	people	who	do	a	similar	job	to	you	and	how	they	have	been	able	to	do	it	flexibly	you	may
want	to	refer	to	that	too	but	you	should	be	aware	that	the	fact	that	an	employer	has	previously	accommodated	a	request	may	be	the	reason	why	they	are	unable	to	accommodate	yours.		Below	are	some	examples	you	may	want	to	consider	depending	on	the	nature	of	your	request.)	[A	job	share	partner…	(note	–	consider	whether	it	might	be	possible	for
you	to	agree	allocation	of	work	with	another	colleague	so	that	you	are	the	point	of	contact	for	each	other	when	the	other	person	is	not	there.	sekalobemidawidetuwopegal.pdf	This	may	not	be	appropriate	in	every	case	but	might	work	if	for	instance	you	were	to	work	8am	–	4pm	and	your	colleague	worked	9am	–	5pm);	you	might	want	to	offer	to	help
train	a	job	share	partner	and	agree	that	a	job	share	partner	could	contact	you	at	home	if	required	to	clarify	any	issues.]	[working	from	home…	(note	–	this	will	depend	on	your	role	and	if	it	is	something	you	want	to	do.	Consider	if	you	have	the	necessary	home	environment	and	work	equipment	to	enable	you	to	work	effectively	from	home	e.g.	a	laptop);]
[longer	hours	on	a	particular	day…(note	–	you	may	want	to	offer	working	longer	hours	on	one	day	if	you	are	looking	to	work	shorter	hours	on	another);	and](3)	how	your	new	arrangements	would	work	in	a	crisis	situation:	(note	–	consider	if	offering	to	make	yourself	available	by	telephone	to	deal	with	emergencies	or	urgent	customer/client	requests
might	assist	with	addressing	business	concerns.)(4)	why	it	could	be	beneficial	to	be	business	too	–	two	heads	are	better	than	one	(if	asking	for	a	job	share),	allowing	flexible	work	helps	keep	employees	happy	and	retention	rates	are	higher,	it	wouldn’t	cost	the	business	anything	more)[I	am	asking	for	this	request	in	order	to…]	(note	–	while	there	is	no
requirement	to	do	so,	the	ACAS	guidance	suggests	that	employees	should	state	if	their	request	is	made	in	relation	to	the	Equality	Act.	It	may	help	an	employer	decide	your	application	if	they	understand	the	reasons	behind	it	e.g.	to	accommodate	childcare	arrangements,	to	help	care	of	someone	disabled.)	I	would	like	the	new	working	pattern	to	come
into	force	on	[date]	[for	[6]	months]	(note	–	if	your	request	is	agreed,	the	change	will	be	a	permanent	change	to	your	terms	and	conditions	unless	you	make	a	different	agreement	with	your	employer)[Ideally,	I	would	like	my	new	working	pattern	to	be	as	stated	above.	However,	I	would	be	happy	to	try	a	combination	of	the	following:	(note	–	add	in	here
any	other	options	you	may	be	willing	to	consider,	it	is	good	negotiation	tactic	to	offer	alternatives)	so	that	my	new	working	pattern	causes	as	little	disruption	to	the	business	as	possible.][If	you	are	unable	to	commit	to	a	permanent	contractual	change,	I	would	be	happy	to	agree	to	a	trial	period		of	[	3/	6	]	months	so	that	the	business	can		properly
assess	if	it	is	a	viable	option.]	(note	–	your	request	will	have	better	chances	of	success	if	you	show	some	flexibility)I	would	be	happy	to	attend	a	meeting	to	discuss	my	request	in	more	detail	and	to	be	given	a	chance	to	address	any	concerns	that	you	may	have	regarding	my	suggested	new	working	pattern.I	look	forward	to	hearing	from	you.Signed
……………………………….Name,	DepartmentEXAMPLEFor	the	attention	of	Jane	Smith23	April	2019STATUTORY	REQUEST	FOR	FLEXIBLE	WORKThis	is	a	request	under	section	80F	Employment	Rights	Act	1996.I	previously	made	a	request	under	section	80F	Employment	Rights	Act	1996	on	5th	May	2016.My	current	working	pattern	is	Monday	to
Thursday,	9am	to	5	pm,	with	one	hour’s	lunch	per	day	(28h).I	would	like	my	new	working	pattern	to	be	Monday	to	Friday,	9am	to	3pm,	with	half	an	hour’s	lunch	each	day	(27.5h)I	think	the	effects	the	new	pattern	would	have	on	the	business	would	be	that	I	would	no	longer	be	available	between	3pm	and	5pm	to	deal	with	client	queries.I	think	these
effects	could	be	dealt	with	by	the	following:	my	colleagues	dealing	with	queries	from	my	clients	at	these	times.	3-5pm	is	not	a	busy	time	and	I	have	spoken	to	colleagues	who	have	said	they	are	happy	to	deal	with	my	clients	should	they	call.	I	have	spoken	with	Joe	Bloggs	who	has	confirmed	that	he	is	happy	to	be	a	specific	contact	for	my	clients
between	the	hours	of	3-5pm	so	I	can	include	his	contact	details	on	my	out	of	office	so	that	clients	know	who	to	contact	in	my	absence.	
Similarly,	in	the	hours	that	Joe	Bloggs	is	not	working	I	have	volunteered	to	pick	up	any	urgent	requests	which	are	sent	to	him.	This	will	ensure	continuity	of	service	in	the	business;	in	addition,	I	will	be	able	to	provide	cover	at	lunchtime,	which	is	busy,	by	taking	a	shorter	lunch;	I	will	be	available	on	Fridays	when	the	office	is	currently	understaffed;
further,	I	am	happy	to	make	myself	available	outside	of	this	new	working	pattern	to	deal	with	emergencies.I	am	asking	for	this	request	in	order	to	care	for	my	daughter.	She	starts	primary	school	in	September	and	this	working	pattern	would	allow	me	to	drop	her	off	and	pick	her	up.	I	have	already	requested	parental	leave	to	cover	the	first	month
when	she	is	on	half	days,	so	I	would	like	the	new	working	pattern	to	come	into	force	on	1st	October	2019.Ideally,	I	would	like	my	new	working	pattern	to	be	as	stated	above.	However,	if	this	is	not	agreeable,	then	I	would	be	happy	for	my	working	pattern	to	be	9am	to	5pm	on	Monday	and	9am	to	3pm	Tuesday	to	Friday	so	that	this	request	causes	as
little	disruption	to	the	business	as	possible.		If	I	am	given	reasonable	notice	in	certain	circumstances,	I	may	be	able	to	arrange	for	my	daughter	to	be	picked	up	from	school	by	a	family	member	to	allow	me	to	work	an	extra	hour.If	you	are	unable	to	commit	to	a	permanent	contractual	change,	I	would	be	happy	to	agree	to	a	trial	period	of	3	months
effective	from	the	date	of	1	October	2019	so	that	the	business	can	properly	assess	if	it	is	a	viable	option.I	would	be	happy	to	attend	a	meeting	to	discuss	my	request	in	more	detail	and	to	be	given	a	chance	to	address	any	concerns	that	you	may	have	regarding	my	new	working	pattern.I	look	forward	to	hearing	from	you.SignedJim	MooreJim	Moore,
Small	Business	AccountsThis	advice	applies	in	England,	Wales	and	Scotland.	If	you	live	in	another	part	of	the	UK,	the	law	may	differ.	If	you	have	further	questions	and	would	like	to	contact	our	advice	team	please	use	our	advice	contact	form	below	or	call	us.Advice	contact	formWatch	our	film	to	find	out	more	about	your	right	to	request	flexible
working.
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