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1 Introduction

1.1
Royal Greenwich needs to ensure that staffing levels must at all times remain in line with 
service delivery requirements.  Within this context, Royal Greenwich recognises the 
importance of helping its employees balance their work and home life by wherever 
possible offering flexible working arrangements.
1.2
Although Royal Greenwich is committed to providing the widest possible range of working patterns for its workforce, the full range of flexible working options will not be appropriate for all jobs across all areas of Royal Greenwich.  There is no automatic right for employees to change to any of the flexible working patterns, each application will be considered on the basis of the particular work involved and the effect the change could have on individual, team or service area performance.
1.3
The scheme applies to all employees and excludes agency staff and consultants. Individual Governing Bodies of Schools operating under the Local Management of Schools legislation may have their own arrangements for handling requests for flexible working.  
2.
Flexible Working options
2.1
Flexible working relates to any non standard working pattern which is related to:
· the hours that the employee is required to work
· the times the employee is required to work; and/or 

· where they are required to work
2.2
From 30 June 2014, all employees have a statutory right to request flexible working for any reason. Any change agreed will be a permanent change to the employee's terms and conditions of employment, unless a trial or temporary period is agreed.  
2.3
A range of options are available including:
· Job sharing  (see separate scheme)

· Part –time working

· Annualised hours 

· Compressed hours

· Flexitime (see separate scheme)

· Swapping hours
· Term-time working
· Voluntary reduced working time

· Working from home

· Career Breaks  (see separate scheme)

3.
Dealing with requests for flexible working
3.1
Eligibility criteria

· To qualify to apply for flexible working an employee must have been continuously 
employed by Royal Greenwich for 26 or more weeks
· An employee has not made a formal request for flexible working in the past 12 
months. An employee can only make a statutory request once in any 12 month period
3.2
Flexible Working application
Employees meeting the above criteria should use the Request for Flexible Working Form as requests must be in writing and provide certain information. If the request is agreed, this will normally be a permanent variation to the employee’s hours, time or place of work.  
Employees when applying for flexible working need to consider:
· How any potential problems their application may present to their service could be 
overcome
· How their colleagues will manage if their working pattern is changed
· What effect changing their working pattern will have on their job

· That where fewer hours are worked, their pay will permanently reduce in 
proportion 

· The need for them to be flexible, e.g. there may be other working patterns that 
should be considered, another start date, or a trial period
3.3
If an employee decides to withdraw a request for flexible working, or without a 


reasonable explanation, fails to attend a meeting to discuss their request for flexible 


working after being invited on two occasions or unreasonably refuses to provide 
their 
manager with the required information to allow their request to be considered, the 

request will be treated as withdrawn.  In these circumstances the employee will not be 

eligible to make another request for twelve months from the date the request was made.
3.4
Responding to Flexible Working requests
From 30 June 2014, employers are required to consider requests in a ‘reasonable manner’ and the law requires that all requests, including any appeals, must be considered and decided upon within a period of three months from first receipt, unless there is an agreed extension with the employee.  
Within 28 days of receiving an eligible employee's application for flexible working, the manager will hold a meeting with them to discuss the application. Where a meeting is held, the employee has the right to be accompanied by a work colleague or trade union representative. 
3.5
Managers will need to take into account a number of factors including (but not limited to) 
the following:

· Impact on service delivery/performance

· the cost of the proposed arrangement

· the effect of the proposed arrangement on other staff

· the level of supervision that the post-holder requires

· the structure of the department and staff resources

· an analysis of the tasks specific to the role, including their frequency and duration

· an analysis of the workload of the role
3.6
Subject to any agreed trial period or extension of the time limit, the manager must 
notify the employee of their decision within 14 days following the meeting.  Any application for home working will require a 
risk assessment of the employee’s activities (further details can be obtained from Corporate Health and Safety team in HR).
3.7 
A meeting will provide both parties with the opportunity to discuss the desired working 
pattern in depth and consider whether it can be accommodated.  Both parties should 
aim to be as flexible as far as they can to accommodate service needs and the 
employee’s needs.  
3.8
If the requested working pattern cannot be accommodated, the parties should explore 
whether other patterns of work may be appropriate. Both parties should seek agreement 
to a trial period relating to any appropriate alternative working arrangement.  The 
duration of any agreed trial period, the date it will start and the date it will end should also 
be agreed at the meeting.  The purpose of the trial period will be to establish whether the 
new patterns of working is in fact workable in the longer term from an operational 
perspective taking into account the responsibilities and duties of the employee’s job.

3.9
If the employee is only looking for an informal change for a short period to their working hours or conditions, for instance to cope with a bereavement or to pursue a short course of study, managers may wish to consider allowing them to revert back to their old conditions after a specified period, say three months, or after the occurrence of a specific event, such as the end of a course of study. This must be stated in application because there can only be one statutory request to make a change in any 12 month period. 
3.9
Outcomes of flexible working requests


Within 14 days of the meeting, the manager must write to the employee either:

· agreeing to the application and specifying the contract variation agreed and the 
start date (and any trial period) on which it is to take effect; or 

· refusing the application and stating which of the specified grounds for refusal it 
considers to be applicable and explaining why those grounds apply in relation to the 
application
3.10
A manager's refusal to accept an eligible employee's application for flexible working must 
be based on one or more specific grounds. These are:

· the burden of additional costs

· a detrimental effect on ability to meet customer demand 

· an inability to reorganise work among existing staff or recruit additional staff

· a detrimental impact on quality or performance 

· insufficiency of work during the periods the employee proposes to work

· planned structural changes
· inability to recruit additional staff 
3.11
Appeal process

The outcome letter should also explain the employee's right of appeal if they are not satisfied with the manager’s decision. Any appeal, which must include the grounds for appeal, must be lodged in writing with the line manager’s manager (appeal officer) within 14 calendar days. Within 14 days of the notice of appeal being given, the appeal officer must hold a meeting with the employee and the line manager to discuss the appeal. Once again, the employee has the right to be accompanied at the hearing by a colleague or trade union representative.


Within 14 days of the appeal hearing, the appeal officer must convey its decision to 
the employee in writing. If the appeal is upheld, the employer's letter must specify the 
contract variation agreed to and the date from which it is to take effect. If the employee's 
appeal is dismissed, the letter must set out the grounds for the decision and contain 
sufficient explanation as to why those grounds apply.


The Appeal stage is final.  Grievances will not be progressed under the Grievance 
procedure where they concern matters that are subject to, or should properly be 
resolved by, the Appeal Procedure set out above. 
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