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2.1

Introduction

Every effort will be made to accommodate flexible working. However, in certain
circumstances it may not be possible due to the nature of your role or to other
operational needs.

We allow you to make two formal requests in any 12-month period. There is however
nothing to prevent you from making additional informal requests within the same 12
months period.

We will try our best to deal with any request for flexible working in a timely manner and
in any event, within 2 months of receiving a formal request including appeals.
Unfortunately, there may be occasions when timescales will need to be extended. If
so, you will be contacted to seek your agreement.

Procedure
You can request flexible working:

> Informally, with the approval of your line manager, as an ad-hoc or short-
term arrangement, or if you need an urgent change or you had already
made two statutory requests within the year. If granted, this type of
arrangement does not constitute a permanent change in the terms and
conditions of your employment and is subject to review and amendments
with reasonable notice.

> Formally, by putting in a request via the Flexible Working request form.
This request, if granted, will result in a permanent change to the terms
and conditions of your employment contract.

Informal requests

Some flexible working arrangements can be requested as informal arrangements. The
right to make an informal request for flexible working is open to all employees
regardless of length of service.

In these cases, it will help your request if you:
> make your request in writing to your line manager;

> provide as much information as possible about your current and desired
working pattern; and

> think about what effect the changes will have on the work that you do
and, on your colleagues, our service delivery, and operational
requirements. If you have any suggestions about dealing with any
negative consequences, please include these in your request.

On receipt, your line manager will advise you what steps will be taken to consider your
request which may include arranging an informal meeting with you to discuss your
proposal for flexible working.

Your line manager will carefully consider your request before advising you of their
decision.

Where an informal flexible working arrangement is already in place, your line
manager may ask you to modify the arrangement due to operational needs. In these
cases, your manager will discuss the matter with you and provide reasonable notice
for the change. Informal arrangements must not take place for long periods of time,
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2.2

if they continue for a few months, the employee would be required to make a formal
request to be considered.

Where an informal request for flexible working is declined, you may discuss the issue
with a more senior manager or the Advice & Casework team (A&C), if the reason for
the refusal has not been explained properly or you feel it is unreasonable.

Formal requests

You have a statutory right to apply for two flexible working requests per year from
day 1 of your employment with us.

Formal requests should be dated and put in writing to your line manager using the
Flexible working request form, and should include the following information:

> the fact that it is a statutory flexible working request;
> The date of the request

> why you are making the request;

> the nature of the change you are looking for;

> the date the proposed change is to become effective;

> a provisional end date (or review date) if the arrangement is to be for a
fixed period,;

> whether you have made a previous request for flexible working and if so,
when;

You can only have one live request for flexible working at any one time so you will
need to withdraw your request or wait for the final outcome of any existing request
before submitting a new flexible working request. Once a request has been made,
it remains live until any of the following occur:

> a decision about the request is made by the employer

> the request is withdrawn

> an outcome is mutually agreed

> the statutory two-month period for deciding requests ends.

A request continues to be live during any appeal or any extension to the statutory
two-month decision period that an employer and employee may have agreed.

Considering a request for flexible working

We will handle every request in reasonable manner. This involves carefully
assessing the potential benefits and impacts of the requested change for both us
and the employee. Generally, requests should be agreed unless there is a statutory
business reason to reject the request. The eight statutory business reasons are:

> the burden of extra costs;

> the inability to reorganise work among other staff;

> the inability to recruit additional staff to do the work;

> the flexible working will have a detrimental effect on quality;

> the flexible working will have a detrimental effect on performance;
> a detrimental effect on our ability to meet customer demand;

> there is a lack of work to do during your proposed working times;

> the business is planning changes to the workforce.
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If an employee requests a reasonable adjustment for their disability through flexible
working, we will consider this in line with our legal obligations under the Equality Act
2010. We will make reasonable adjustments to remove any disadvantage related to
the employee's disability.

Each request will be considered on a case-by-case basis considering the business
circumstances at that point in time, and any decision reached will not create a
precedent for future requests.

Consultation meeting

Once a formal request is received your line manager will arrange to meet and
consult with you about your request. The primary aim of the consultation meeting is
to make sure all relevant information is understood by both parties before a decision
is made. It can also be an opportunity to clarify whether a request may relate to a
reasonable adjustment for an employee’s disability.

The content of the meeting and the way it is conducted should allow for a transparent
discussion with the employee and a careful consideration of the request. It will
usually be helpful to discuss the potential benefits or other impacts of accepting or
rejecting the request, as well as any practical considerations involved in
implementing the request.

If the original request cannot be accepted in full, we should discuss with the
employee any potential modifications to the original request or any alternative
flexible working options that may be available and suitable for both sides. It may
also be helpful to discuss whether a trial period would be appropriate to assess the
feasibility of an arrangement.

The person holding the meeting should have sufficient authority to make a decision
and should keep written record of the meeting, providing an accurate reflection of
the consultation that has taken place.

This meeting will take place within 14 calendar days of receiving your request. If you
fail to attend a meeting to discuss the application and then also a rearranged
meeting without a good reason, we will consider the request withdrawn. You will be
informed of this decision in writing.

You will have the right to be accompanied by a work colleague (including a volunteer),
an accredited trade union representative, or a staff association representative to the
meeting. The name and details of the companion should be shared with your line
manager at least 24 hours prior to the meeting. Acting as a companion is voluntary
and colleagues are under no obligation to do so. If they agree to do so they will be
allowed reasonable time off from duties without loss of pay to act as a companion. If
the chosen companion is unavailable at the time a meeting is scheduled and will not
be available for more than 7 calendar days afterwards, you may be asked to choose
someone else. At the discretion of your line manager, you may be allowed to bring a
companion who is not a colleague or union representative (for example, a family
member) if this will help overcome a disability, or if English is not your first language.
Your companion should be allowed to address the meeting to put and sum up your
case, respond on your behalf to any views expressed at the meeting and confer
privately with you during the hearing. Your companion does not, however, have the
right to answer questions on your behalf or address the meeting if you don’t want them
to.

Accepting a request

If your original request is agreed, or if a modified or an alternative arrangement is
agreed after consulting with you, your line manager must forward your completed
Flexible Working Request form to People Support. People Support will then action
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any relevant changes to your employment and issue you with a letter confirming
these details. This letter will include details of any trial periods agreed, the details of
the changes to your contract of employment and dates in which the new
arrangement will start. A mutual agreement must be reached before any flexible
working arrangement may commence.

However, requests to change an employee's personal status (e.g. Anchored, Flexi,
Home Worker) must be reviewed by the Advice and Casework Team before
approval. This is necessary to ensure alignment with organisational requirements
and to assess any financial implications, such as home working allowances.
Additionally, such changes may impact ongoing property projects, therefore, any
transition to Home Worker or Flexi status for employees based in a BRC building
should be communicated to the team.

2.5 Refusing a request

We will not reject a request before consulting with you. If your request is rejected
after consulting with you, we will inform you in writing about the decision and explain
the statutory business reason(s) (stated above) for which your request was refused.
The letter should also set out any additional information which is reasonable to help
explain the decision.

The letter from your manager will also set out your right to appeal against the
decision and to whom this appeal should be submitted (‘the Appeal Manager’).

3 Appeal

If you wish to appeal against your manager’s decision or negotiate an alternative
arrangement you must do this in writing to the Appeal Manager identified in the
outcome letter stating the grounds of the appeal. This letter must be dated and sent
within seven calendar days of the date on which you received the outcome letter.

The Appeal Manager will arrange an appeal meeting to meet with you as soon as
possible to hear the appeal. You will have the right to be accompanied as mentioned
in the formal request stage.

The outcome of the appeal will be confirmed in writing to the employee normally
within seven calendar days of the appeal hearing.

4 Confidentiality and record keeping

Requests for flexible working will be addressed sensitively with respect for the privacy
of individuals involved. A copy will be placed on your personnel file, along with a record
of the outcome and of any notes or other documents compiled during the process.
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October 2024 Legislative update

11

Changed the procedure
according to the new
legislations 2024 and aligned
it with the updated ACAS
code.

March 2025 Interim update

1.2

Replaced ‘Advice and
Casework’ on page 4 with
‘People Support'.
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1.3

Changed the informal
approach of the procedure
and re-wrote the paragraph
of accepting a request.
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