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The Council believes that flexible working can increase staff motivation, promote work-life balance, reduce employee stress and improve performance and productivity. All employees are eligible to make a request from day one of employment with the Council. 
A maximum of two requests may be made in any 12-month period. 
Examples of why employees may consider requesting flexible working include:

· To support school-age children
· To care for an ill or disabled dependent
· Further education or learning a new skill
· Elite sports or hobbies
· Volunteer work

TYPES OF FLEXIBLE WORKING

Eligible employees can request Flexible Working in any of the following formats:

· a change in hours; and/or
· a change in times when they are required to work; and/or
· working from home or from any other SDC place of business
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Employees should submit requests for flexible working using the form at Appendix 1.  It is not essential, but employees are encouraged to discuss applications with line managers and/or HR before submitting their request.

An accepted application will normally mean a permanent change to an employee’s terms and conditions of employment.  It is therefore important that, before making an application, employees give careful consideration to which working pattern will give them the flexibility they need and any financial implications it may have if the new arrangements involve a drop in income. If an employee is requesting a reduction in their hours and would like to know how much their income will drop by, Payroll can calculate a month’s pay for you. 

Managers who receive a request should discuss the implications of the request with HR as soon as possible.  

Meeting to discuss a flexible working request
Once the line manager receives the request, it will be dealt with as soon as possible. The line manager will usually arrange a meeting to deal with the request. Where an employee’s flexible working request can be approved without needing to discuss it any further, a meeting will not be necessary.
If the application needs further discussion, a consultation meeting will be arranged. The employee should be given the right to be accompanied by a work colleague or a Trade Union Official at any flexible working meeting. The aim of the meeting is to find out more about the proposed working arrangements and how they could be of benefit to both the employee and the Council.


Outcome of a flexible working request
After the meeting, the line manager will consider the proposed flexible working arrangements carefully. Each request 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 change to their working pattern.
The employee will be informed in writing of the decision. The request may be granted in full or in part: for example, the Council may propose a modified version of the request, the request may be granted on a temporary basis, or the employee may be asked to try the flexible working arrangement for a trial period. The employee will be given the right to appeal the decision if the employee's request is not approved or is approved in part.
Reasons for turning down a flexible working request
The line manager will give reasons for the rejection of any request. Those reasons must be for one or more prescribed business reasons, which are:
· the burden of additional costs;
· an inability to reorganise work among existing staff;
· an inability to recruit additional staff;
· a detrimental impact on quality;
· a detrimental impact on performance;
· a detrimental effect on ability to meet customer demand;
· insufficient work for the periods the employee proposes to work; and
· a planned structural change to the service.

Flexible working requests that are granted
If the request is approved, the employee and the line manager will discuss how and when the changes will take effect. The line manager must inform HR of any changes to the employee’s terms and conditions along with the start date that they come into effect using a Manager’s alteration form. HR will write to the employee confirming the outcome to their flexible working application and their new working terms and conditions. 

TIMESCALES

All requests, including any appeals, must be considered and decided on within a period of two months from first receipt, unless an extension is agreed.
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WITHDRAWING AN APPLICATION

If the employee verbally withdraws their application, then the manager will write to the employee to confirm this.  The request can be treated as withdrawn if the employee, without good reason, fails to meet their responsibilities, e.g. fails to attend two consecutive meetings to discuss the request or any appeal.



TRIAL PERIOD

Where it is unclear as to whether the new proposed flexible working arrangement will be a workable option, the line manager may agree a trial period. This will usually be for no longer than 3 months, during which the duties of the post will be carried out and the new working arrangements will be reviewed.

WITHDRAWAL OF FLEXIBLE WORKING ARRANGEMENTS (IF NOT SUCCESSFUL)

Particularly in the case of a trial period, flexible working arrangements may be subject to management review. The Council reserves the right to withdraw or modify the flexible working arrangement agreed by giving a clear justification why the arrangement is no longer sustainable.  Reasonable notice of a withdrawal will be given, typically at least 28 days.  Justification must be on one or more of the grounds given above.

APPENDIX 1 TO
SECTION 2.3.7
FLEXIBLE WORKING REQUEST

I am making this statutory request under the legal right to request flexible working.

I confirm I meet each of the eligibility criteria as follows:

1) I am an employee (as opposed to worker e.g. agency staff, self employed).
2) I have not have made this request more than once in the previous 12 months.

	Personal Details

	Name
	
	Employee Number
	

	Manager
	
	Service Unit
	



	2.  Have you made a previous request to Stroud District Council to work flexibly?

	YES/NO

	If yes, date of last application:
	



	3. Describe your current working pattern

	Hours per week
	/37

	Typical start/finish time daily
	

	Days worked each week
	Mon
	Tue
	Wed
	Thu
	Fri
	W/E

	Homeworking
	None
	Occasional
	Regular



	4. Describe the working pattern you would like us to consider

	Hours per week
	/37

	Typical start/finish time daily
	

	Days worked each week
	Mon
	Tue
	Wed
	Thu
	Fri
	W/E

	Homeworking
	None
	Occasional
	Regular



	5. Date you would like new working pattern to start
	



	Employee’s Signature
	Date
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