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Sample Flexible Working Policy

Notes: - 

1. This policy can be used as a standalone document, or can be integrated into an existing staff manual or handbook.

2. If an employer is proposing to refuse a flexible working application outright, specialist legal advice should be taken, especially where the application has been made by a mother returning from maternity leave. Whilst the policy and the statutory framework are superficially straightforward, there are often traps for the unwary that employers should take into account.

3. When considering whether to grant a flexible working application, it is often a good idea to offer a trial period rather than an outright refusal at the outset. Such an approach enables the employer to form a genuine view as to whether the proposed change in hours is likely to work, and will aid credibility later on should the ultimate decision to decline the application be challenged. This policy does not mention the issue of trial periods so as to avoid the expectation that one will be granted, but it remains an option that should always be considered, and usually granted.

4. Reference is made in this policy to ‘the company’. If your organisation is not a company (being perhaps a charity or a partnership, for example), you should amend references to ‘the company’ as appropriate.

5. Please be aware that the scope of the flexible working regime widened with effect from 6th April 2009 to include parents of children up to and including the age of 16. This policy is fully compliant with legal best practice and reflects this change.

Flexible Working Policy

1.
Purpose

The purpose of this policy is to set out the framework in which the company deals with flexible working arrangements for parents and carers in certain circumstances.  Subject to the detailed conditions below, the company will consider suggested changes to the working arrangements for parents of children and those with responsibility for caring for adults.  

Although this policy reflects the obligations of the company under the statutory flexible working procedures, any employee may make an informal application if their circumstances have changed and they can no longer work under their existing terms and conditions and they would leave the company unless their terms and conditions do not change.

The broader purpose of this policy is to ensure that, where it is possible to do so, the company retains its employees.

This policy is non-contractual in effect and does not form part of normal terms and conditions of employment. The company reserves the right to change the terms of this policy from time to time and to introduce a replacement procedure as may be required.

2.
Definition and scope

This policy applies to all employees of the company, but not to agency or other workers or independent contractors.  To make an application the employee must have:

· Worked for the company for at least 26 continuous weeks;

· Not made an application for flexible working within the previous 12 months.

In relation to an application for caring for a child, the following conditions must be met:

· The applicant employee must be either:

· the mother, father, adopter, guardian or foster parent of the child; or

· the partner of or married to one of the above; and

· if a partner, they must live with the child and one of the above.

· The child is under seventeen years of age and the application is made before the day on which the child concerned reaches the age of 17, or if disabled, 18; and 

· The employee must be responsible for caring for the child; and

· The application must be made to enable that employee to care for that child.

In relation to an application for caring for an adult, the following conditions.... 
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