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1. Flexible working requests
1.1	The request
Any request from an employee to vary their working pattern must be put in writing and submitted to their Headteacher. The request will need to detail the following:
•	The regular working pattern they require.
•	The reason for the request e.g. carer commitments.
•	Any proposed period of review.
•	Any dates of previous flexible working applications
•	Date of application and the date the employee proposes the request to start.
Please see appendix 1 in the flexible working policy and in this guidance for the application form.
1.2. Considering requests
Whilst there is no automatic right for an employee to be allowed to work flexibly or at different times to their colleagues, Headteachers have a duty to deal with requests in a reasonable manner in a two-month timeframe.
Where a request is likely to be declined, it must be for one or more of the following prescribed business reasons:
•	any additional costs to the business/service;
•	the ability to meet customer demands;
•	the ability to organise work within available staffing;
•	the impact on work colleagues;
•	the impact on service quality;
•	the impact on performance;
•	the ability to recruit additional staff, where appropriate
•	insufficient work for periods the employee proposes to work
•	planned structural changes
The Headteacher will consider the proposed flexible working arrangement carefully, weighing up the potential benefits to the employee and the organisation against any
adverse impact, the logistical implications and the cost of implementing the changes.
Each case 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 request. Requests should be considered in the order they are received. Each case must be considered on its own merits taking into account the business context including those who
already work flexibly. However, Headteachers must be mindful of the Equality Act and not to discriminate against employees with protected characteristics.
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The Headteacher will arrange a meeting with the employee as soon as possible after receiving the request, normally within 28 days, to establish details of the proposed working arrangement, how it can be of benefit to the employee and service and how it may be accommodated. The employee may be accompanied at this meeting by a work colleague or trade union representative if they wish.
There may be some circumstances in which a request may be agreed without a meeting for example if the request is easily workable. However, no request should be rejected without first holding a meeting.
1.3. The decision
After giving consideration to the request, the Headteacher should respond to the employee in writing as soon as possible, normally within 14 days of the meeting, either:
• The Headteacher can accept the request in full. The start date and any other action should be agreed.
• The Headteacher can accept the request in part (a compromise) such as it may be agreed on a temporary basis or with a trial period, and agree a start date. The employee should be informed of their right of appeal and how to do this.
• The Headteacher is rejecting the request and provides an explanation of the prescribed business reasons for doing so and how these relate to the application. The employee should be informed of their right of appeal and how to do this.
Where the request is accepted, or a compromise is accepted, the Headteacher should discuss with the employee how and when the changes might best be implemented.
Normally all requests will be permanent. There may be instances where the manager is unsure whether the arrangements requested are sustainable in the school or about the possible impact on other employees’ requests for flexible working and wants to agree flexible working arrangements for a temporary or trial period rather than rejecting the request. This should be made clear to the employee in writing. It is good practice to set review points when the manager and employee can jointly discuss how the new arrangements are working and make any adjustments to the arrangements as necessary.
The Schools & Academies HR Team are available to support with any conversations that may result in a change to original working patterns. Once agreed, payroll will ensure the contractual changes are processed and any documentation issued where appropriate.
1.4 Appeal
If the employee is dissatisfied with the outcome, the employee has a right of appeal to the Chair of Governors as detailed in the outcome letter. Detailed grounds for appeal should be submitted in writing by the employee within 10 working days of receipt of the outcome letter. This appeal should preferably take the form of a meeting but may be a paper review if agreed with the employee.
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1.5 Withdrawn applications
If an employee has failed to attend a meeting to discuss their application, including an appeal meeting, without reasonable cause on more than one occasion, Headteachers may treat the application as having been withdrawn.
The Headteacher should confirm the withdrawal in writing.
1.6 Timescales
Timescales are recommended (in sections 1.2, 1.3, 1.4) for each stage of the Flexible Working application process, and whilst there may be some flexibility in the timescales adhered to, Headteachers need to be mindful that the whole decision process, including any appeal raised, must be concluded within a two month timescale from the date of the
original application, unless an extension is agreed with the employee. Headteachers should endeavour to deal with each stage of the request as soon as possible.
2. Examples of flexible working


Flexible working covers a wide range of options from part-time and term-time working, to job-sharing, compressed hours. These options enable employees to work the hours that suit them, while making it possible for us to organise resources line with service requirements. Please note that the below list are examples and not an exhaustive list.
Part time working
Employees reduce their working hours from the standard full time, 36 hours per week, into
a smaller working week. This may mean shorter days or shorter weeks, whichever suits the staff member and/or service area. For example, two employees may both work 15 hours a week, one works 3 hours a day Monday to Friday whilst a colleague may work 5 hours a
day Monday to Wednesday.
It may be a requirement that employees working part time hours receive their annual leave entitlement in hours.
Term time working
An employee's normal weeks of work are based around school terms rather than a full calendar year and salary reduced accordingly. The annual salary can be divided equally into 12 equal payments and will include pay for annual leave so the employee continues to receive pay even whilst they are off work during school holidays.
Compressed hours
Employees reallocate their work into fewer and longer blocks during the week. Generally, the total number of hours worked during the week will stay the same. For example, a full time member of staff would compress their hours into four (or four and a half) days, rather than five days, or the hours could be worked over nine days out of ten within a fortnight. Employees working compressed hours would receive their annual leave entitlement in hours.
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Consideration will need to be given to the length of the working day which must not become too onerous and the employee will need to have adequate rest breaks between periods of work. Such requests would need to fit the needs of the service.
Where the compressed hours arrangement enables the employee to have a day or half a day off per week, there will be no further right to a further day off under the Council’s flexi- time scheme.
Voluntarily reduced hours
An employee requests to reduce their hours on either a permanent or temporary basis subject to review.
This has benefits for the individual but as a voluntary request this may mean it can enable
organisational budget savings to be made.
Annualised hours
Annualised hours arrangements are particularly suited to jobs where there is seasonal demand, peaks and troughs in workload, or where there is a need to respond rapidly to unpredictable demands. Employees work a set number of hours each year dependent on the peaks and troughs in workload. The majority of the hours can be scheduled for the year, with the remainder held in reserve to meet unplanned workload or to cover absences.
Flexitime
This allows employees to choose (subject to the needs of the service) within set limits (such as 7am to 7pm), when to begin and end work. Employees may be required to work during core times and must work an agreed number of hours.
Outside the core hours, usually the beginning or end of the day, are flexible bands when employees may choose whether to be at work.

Hybrid working

Hybrid working arrangements where appropriate, recognising the need for flexibility while maintaining high standards of teaching, learning, and support services. Hybrid working roles allow for remote work without compromising student experience, safeguarding, or operational effectiveness.
Other Ways to Reduce Hours
Job sharing
Job-sharing is a form of part-time employment whereby two employees, voluntarily share the responsibility of one full-time post. The salary and fringe benefits are shared on a pro- rata basis. No post or part of a post will be lost as a result of job sharing.
Flexible retirement
Employees from age 55, who have at least three months' total membership of the Local Government Pension Scheme (LGPS) to seek the council's consent to receive their pension and continue to work for up to a maximum of two years. This would be subject to a
reduction in hours by 50% or equivalent reduction in grade.
Each request for flexible retirement will be considered on its individual merits and will only be agreed if it is in the economic and/or operational interests of the service to do so. All requests should be discussed with the Headteacher. All applications will be considered through the flexible retirement approval process detailed within the Flexible Retirement Policy and the appropriate approvals will be required.
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Career breaks afford employees the right to apply for an unpaid period of time away from work the maximum career break will be 2 years and the minimum 6 months. The length of the break should balance the needs of the employee with the needs of the service.
When an employee returns to work following a Career Break, the Headteacher cannot guarantee that the employee will be able to return to the same or equivalent post. Wherever practicable, the Headteacher will endeavour to engage the employee in as similar a post as possible where available.
An employee will return to work at the equivalent salary level (where possible) reflecting national increases awarded during the break – no incremental progression will be awarded during the break. Employees need to have at least 12 months continuous service before applying for a career break.
Appendix 1
Flexible Working Request Form – January 2025
Please read the policy before proceeding


	Information required
	Complete all sections

	Employee forename(s):
	

	Employee surname:
	

	Job Title:
	

	Payroll number:
	

	Email:
	

	School:
	

	Current working hours:
	

	Current working pattern:
	

	Number of hours in new working pattern:
	

	New pattern requested:
	

	Temporary or permanent variation
(tick one box):
	☐	Permanent
☐	Temporary:
•	please give expected end date:
•	please give expected review date:
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	Information required
	Complete all sections

	Proposed effective date:
	

	Reason for request:
(please supply as much detail as possible, so that your Headteacher can give due consideration to your request)
	

	Is the request being made as a reasonable adjustment for a disability, under the Equality Act 2010?
	Yes / No
(if yes, please indicate how the adjustment will help you)

	Employee signature:
	

	Date signed:
	


Please return to your Headteacher.
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