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1 INTRODUCTION AND OVERVIEW 

1. 1 UHL NHS Trust (the ‘Trust’) is committed to helping staff balance the demands of
both their work and personal needs through flexible working arrangements 
wherever reasonably practicable and subject to service needs. Flexible working 
can support in the attraction and retention of staff and is a key factor in the 
Trust’s ongoing commitment to becoming a more agile organisation. It also 
supports national strategic priorities such as supporting working carers. The 
Trust recognises that many jobs could be worked flexibly and encourages 
managers to consider flexible-working requests positively and creatively.  

1.2 The purpose of this policy and procedure is to provide a framework for managers 
to take a fair and equitable approach in the consideration of flexible-working 
requests, taking into account the individual role, the team and service needs. The 
application of this policy should be in line with Trust values.  

1.3 This policy and procedure outlines the procedure that must be followed whenever 
an employee submits a request for flexible working. The procedure aims to 
encourage dialogue between managers and staff with a view to facilitating 
agreement on changes to an individual's working arrangements wherever such 
changes are practicable and workable.  

1.4 This Flexible Working Policy and Procedure is in accordance with the 
Employment Rights Act 1996, the Equality Act 2010 and the Flexible Working 
Regulations 2014. 

2 POLICY SCOPE 

2.1 To be eligible to make a flexible-working request under this policy and procedure 
a person must: 

• Be a Trust employee.
• Not be a bank or agency worker.

2.2. An employee can make one flexible-working request in any twelve month period 
but an employee is entitled to make additional requests if these relate to a 
statutory entitlement, e.g. a right under the Equality Act 2010 to request 
reasonable adjustments. Additional flexible-working requests that are not related 
to statutory entitlements can be reviewed at the manager’s discretion. Unless 
specifically detailed otherwise, a successful request will form a change to an 
employee’s contractual terms and conditions.  

3 DEFINITIONS AND ABBREVIATIONS 

3.1 Flexible working is any type of working arrangement that gives some degree of 
flexibility on how long, when and where an employee works. 

3.2 The following flexible-working options are considered to be the typical 
arrangements that employees will request but the Trust recognises that there 
may be alternatives or a combination of options which are suitable to the Trust 
and the employee.  
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Part-time working  
Where an employee is contracted to work fewer than full-time hours. 

Flexitime 
An employee can choose, within certain limits, when to begin and end work but 
must work an agreed number of hours during the accounting period (usually four 
weeks/one month).  

Compressed hours 
An employee works their usual full time hours in fewer working days by working 
longer blocks meaning that there is no reduction in their pay. For example, a five-
day week is compressed into four working days or a ten-day fortnight into nine 
working days. 

Job-sharing 
An arrangement where a full-time post is divided into two part-time roles. The two 
job holders then share the overall duties and responsibilities. Their skills and the 
hours each employee wishes to work must be compatible and meet the needs of 
the organisation. Pay and benefits are shared in proportion to the hours each 
works. Job sharing can be considered where the creation of a single part-time 
post is difficult or where two individuals wish to work part-time. The suitability of 
posts for job-sharing will be stated in any internal or external advertisements. 

Annualised hours 
An employee works a specified number of hours over the year but there is 
flexibility in the pattern of work. 

This can include both rostered hours, which are set, and unallocated hours, when 
an employee can be called into work as demand dictates (and to cover 
unplanned work and employee absence). Payment will usually be in twelve equal 
instalments. 

Term-time working 
Where an employee reduces their hours or takes time off during any school 
holidays. Any weeks above their (pro-rated) annual leave entitlement will be 
unpaid. Salary is paid in twelve equal monthly instalments. 

Home-working 
An employee regularly carries out all, or part of, their duties from home on an 
occasional basis or a mix of home and office-based work or a full-time 
arrangement. 

Further information about these types of options and flexible working is available via 
the following links: 
https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-
balancing-work-and-personal-life 
https://www.rcn.org.uk/get-help/rcn-advice/flexible-working 

In addition to flexible working, the Trust provides many options for staff wishing to 
balance their work and home commitments. The relevant policies are referenced in 
section 13. 

https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-balancing-work-and-personal-life
https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-balancing-work-and-personal-life
https://www.rcn.org.uk/get-help/rcn-advice/flexible-working
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4 ROLES AND RESPONSIBILITIES 

4.1     Chief People Officer 
To ensure that the Trust has processes in place to ensure that line managers 
and staff are aware of this policy and procedure and adhere to its requirements.  

4.2     Generalist Human Resources Department  
To advise line managers and staff on flexible-working options and the 
appropriate process to follow, in line with the policy and procedure.  

4.3     Line Managers 
To confirm receipt of the flexible working request in writing. To consider all 
requests positively and wherever possible, accommodate flexible working 
patterns. To ensure all requests are dealt with in a timely manner and within the 
legal three-month timeframe. 

To ensure that all flexible working applications are reviewed on an annual basis. 

Managers are to ensure that the correct documentation is kept of flexible working 
agreements. 

4.4     Employees 
To notify their manager as soon as possible of their intention to request flexible 
working and to submit a carefully thought out and fully completed application 
form (Appendix A) to their line manager. 
To carefully consider their proposed flexible working pattern, if it is realistic and 
how it might work in practice and the effect it would have on their terms and 
conditions of employment (e.g. salary, annual leave, pension) and upon the 
following: 

• patients and other service users,

• the Trust/department

• their team
To ensure a flexible working application is made well in advance of the date they
wish their proposed working pattern to commence, unless extenuating 
circumstances necessitate urgent consideration. 
To demonstrate a willingness to fully explore alternative suggestions made by 
their line manager if they are unable to accommodate the individual’s initial 
request.  

4.5 Joint Staff-Side Representatives 
To advise members on flexible working options and the appropriate process to 
follow in line with the policy and procedure. To attend meetings where requested.  
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5 SUBMITTING A FLEXIBLE WORKING REQUEST 

5.1 All requests should be made on the form attached at Appendix A. Within the 
regulations there is no set timescale for an employee to submit a request prior to 
the date they wish the changes to be implemented.  

5.2 If the employee is making the request in relation to the Equality Act, e.g. as a 
reasonable adjustment relating to a disability, this should be made clear in the 
application. 

5.3 If an application does not contain all of the required information the line manager 
will explain to the employee what additional or amended information they need to 
provide and ask the employee to resubmit the request. 

6 RESPONDING TO A FLEXIBLE WORKING REQUEST 

6.1 Managers are reminded that it is a legal requirement that in all cases the 
outcome must be confirmed to the individual within 3 months of receipt of the 
initial request. This is inclusive of the appeal process. This process can only be 
extended with the employee’s agreement. The process is identified in Appendix 
F. Managers should place a copy of all correspondence relating to the request in
the employee’s personal file.

6.2 The line manager will consider the proposed flexible-working arrangements, 
looking at the potential benefits and adverse effects for the employee and for the 
Trust.  

6.3 There is no statutory duty on the Trust to agree automatically to an individual's 
request. Each request will be considered on the basis of the particular work 
involved and the impact the change could have on individual, team or needs of 
the service. Managers however must ensure that they take into account where 
there is a legal requirement to make reasonable adjustments. 

6.4 Flexible-working meetings are to take place between the manager and employee 
within twenty calendar days of an application being submitted to discuss the 
details and practicalities of the request. The manager can request that a 
representative from Human Resources is present and the member of staff can 
request that a trade union/professional representative or colleague is present.  

6.5 When reviewing how a request might be accommodated managers should 
consider some or all of the following areas: 

• the costs associated with the proposed arrangement
• the effect of the proposed arrangement on other staff
• the need for, and effect on, supervision
• the existing structure of the department
• the availability of staff resources
• details of the tasks specific to the role
• the workload of the role
• any existing flexible working arrangements in the team
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6.6 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. 

Requests for flexible working should not be unreasonably refused without sound 
business grounds (see section 6.8 below). 
The employee will be informed in writing of the organisation’s decision as soon 
as is reasonably practicable, but no later than fourteen calendar days of the 
meeting. All correspondence relating to requests via this policy should be 
maintained by the line manager in the employee’s personal file.  

The request may be granted in full, in part or refused. 

The Trust 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 duration of which and the 
arrangements for review must be agreed with the employee at the outset.  If the 
request is agreed then the employee will be sent a confirmation letter which will 
include details of the new arrangements. The employee should contact their line 
manager within fourteen calendar days if they wish to discuss the new 
arrangements further or if they have any concerns. 

If an agreement has been reached at this stage, where relevant the manager 
must submit a change of circumstances form (HR2) to ESR Administration. Any 
contractual changes must be confirmed in writing to the employee within one 
month of the change taking effect using the ‘variation to contract’ form attached 
at appendix G.  

6.7 The detail of the Flexible Working Agreement should be entered as a 'Formal 
FWA' skill for that individual within the Electronic Rostering Health Roster, with a 
specified review date of no longer than twelve months. Where it is known that 
managers are not able to continue to support the flexible working arrangement 
beyond the agreed period, this should be discussed as early as possible with the 
member of staff.   

6.8 A Refusal of the Flexible Working Request – Business Grounds 
The business ground(s) for refusing an application must be objectively justifiable 
and there must be demonstrable operational reasons why agreeing to the 
request is not practicable. The specific reasons must be one of those listed below 
and the specific wording MUST be set out in the response to the individual.  

 Business grounds for refusing a request 
• Burden of additional costs.
• Detrimental effect on ability to meet service demands.
• Inability to reorganise work among existing staff.
• Inability to recruit additional staff.
• Detrimental impact on quality.
• Detrimental impact on performance.
• Lack of work during the periods the employee proposes to work.
• Planned structural changes.
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7 APPEAL PROCESS

7.1 The employee has the right to appeal the decision if their request is refused or is 
only agreed in part (see flow chart at appendix F) 

7.2 The employee may lodge an appeal and must do so within fourteen calendar 
days of being notified of a decision on their application. This should be done in 
writing and clearly state the grounds on which they are appealing and providing 
any supporting documentation from their initial application. Appeals, which 
should be heard within twenty calendar days of being submitted, will be heard 
by the next in line manager accompanied by a representative from Human 
Resources. The employee can be accompanied by a trade union/professional 
representative or colleague. The employee will then be informed of the outcome 
of their appeal within seven working days of the appeal meeting. These time 
limits may be extended with the agreement of both the employee and the line 
manager.  

7.3 The appeal outcome, which will be included in the individual’s personal file, will 
either: 

• uphold the appeal and specify the exact nature of the agreed change,
establish a start date and a review or end date if applicable, or

• reject the appeal, using the letter in Appendix 5. This decision MUST
specifically state the relevant business ground supporting the decision (ref
6.8 above).

The appeal process concludes the process for dealing with flexible-working requests 
under this policy. It is not possible to raise a grievance in respect of decisions made 
under this policy.  

It is a legal requirement that requests for flexible working must be resolved within 
three months of receiving the application, including the appeal process.   

8 ONGOING REVIEW OF FLEXIBLE WORKING REQUESTS 

Managers should review the agreed new flexible working pattern with the member of 
staff on an annual basis to ensure the working arrangements continue to meet the 
needs of the individual and service.  

9 EDUCATION AND TRAINING REQUIREMENTS 

The policy will be implemented via INSite and via CMG forums. 
There are no specific education and training requirements in relation to this policy. 
Support and advice is available from the Human Resources Team and Staff Side 
representatives. Communications will include specific reference to changes to the 
eligibility requirements.  
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10 PROCESS FOR MONITORING COMPLIANCE 

Element to be 
monitored 

Lead Tool Frequency Reporting 
arrangements 

Review of appeals 
where Human 
Resources 
representatives are 
involved 

ER Case Work 
Team 
Manager 

Audit of Flexible 
Working 
documentation 

Annually 
from the 
implementa
tion date of 
this policy 

HR directorate 

Number of cases 
referred on to ACAS 
once policy and 
procedure exhausted 

ER Case Work 
Team 
Manager 

Sample Audit of 
Flexible Working 
documentation 
ER Tracker 

Annually 
from the 
implementa
tion date of 
this policy 

HR directorate 

11 EQUALITY IMPACT ASSESSMENT 

11.1 The Trust recognises the diversity of the local community it serves. Our aim 
therefore is to provide a safe environment free from discrimination and to treat all 
individuals fairly with dignity and appropriately according to their needs. 

11.2 As part of its development, this policy and its impact on equality have been 
reviewed and no detriment was identified. 

12 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES

12.1 Policies and Procedures 
• Trust Special Leave Policy A18/2002

• Maternity/Adoption Leave Policy B17/2012

• Paternity Leave Policy B18/2012

• Trust Staff Rostering Policy B5/2013

• Trust Working Time Regulations Policy B19/2014

• Leicestershire Carers Charter https://www.leicestercityccg.nhs.uk/about-
us/commitments/carers-charter/

• Carers Passport scheme
https://www.carersuk.org/news-and-campaigns/campaigns/carer-passport-
scheme 

• Agile Working Policy and Procedure (including Home Working)

Supporting References: 
• www.acas.gov.uk Advisory, Conciliation and Arbitration Service (ACAS) Code of

Conduct on flexible working requests

• Agenda for Change: NHS terms and condition of service handbook

• NHS employers –

• https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-
33-balancing-work-and-personal-life

https://www.leicestercityccg.nhs.uk/about-us/commitments/carers-charter/
https://www.leicestercityccg.nhs.uk/about-us/commitments/carers-charter/
https://www.carersuk.org/news-and-
http://www.acas.gov.uk/
https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-balancing-work-and-personal-life
https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-balancing-work-and-personal-life
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Statutory Provisions: 
• Employment Rights Act 1996

• Equality Act 2010

• Flexible Working Regulations 2014

13 PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW 

This document will be uploaded onto SharePoint and available for access by Staff 
through INSite. It will be stored and archived through this system. 
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APPENDIX A 
Application Form to Request Flexible Working 
1. Personal Details

Name:  Assignment number: 

Manager: 
Trust start date: Date of request: 

To the employer 

I would like to apply to work a flexible-working pattern that is different to my current 
working pattern.  

All sections must be completed. 

2a. Describe your current working pattern (days/hours/times worked): 

2b. Describe the working pattern you would like to work in future (days/hours/times worked): 

2c. I would like this working pattern to commence from: 

Date: 

3. Impact of the new working pattern

I think this change in my working pattern will affect my employer and colleagues as follows: 
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4. Accommodating the new working pattern

I think the effect on my employer and colleagues can be dealt with as follows: 

Name: ……………………………………………..(please print)  Date:…………. 

Signed………………………………………………………………………………… 



Flexible Working UHL Policy Page 13 of 20 
V9 approved by Policy and Guideline Committee on 18 December 2020   Trust Ref: B7/2010 Next Review: April 2024 

NB: Paper copies of this document may not be most recent version.  The definitive version is held on INsite Documents

APPENDIX B 

Letter Agreeing To an Employee's Request for Flexible Working   

Date 

Personal & Confidential 

Dear XXX 

Re: Flexible Working Request 

Following the receipt of your Flexible Working Request form I am pleased to confirm that your 
request has been granted. 

Where a further meeting was held 
I write further to our meeting on XXX.  The meeting was arranged to discuss your request to (give 
as much detail as necessary). At the meeting you were accompanied by XXX or you chose not to 
be accompanied to the meeting. 

I confirm that with effect from [date] your current working arrangements will change as follows: 

XXX 

This represents a working week of [number] hours [state working pattern (if applicable) or that the 
hours will be worked on a rota basis in accordance with the needs of the service.] 

As discussed with you, your new agreed working arrangement will be reviewed annually to ensure 
the agreed arrangements can continue to be accommodated by you and the service.  

 Where flexible-working arrangements can no longer be accommodated by the service  we will meet 
and have further discussions and a new working arrangement will be agreed. You will be given 
reasonable notice of the end date of this arrangement (minimum of 12 weeks) and when the 
arrangement will be reviewed. 

Two copies of this letter are enclosed, both of which should be signed below.  One copy should be 
returned to me (2 weeks from issue) and the other retained for your information and future 
reference. 

Yours sincerely  

Line Manager 

Name 
Job Title 

Cc Personal File 

I confirm acceptance of this arrangement 

Signed………………………………………………  Date………………………. 
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APPENDIX C 
Letter to Reject a Request 

Date 

Personal & Confidential 

Dear XXX 

Re: Request to (detail their request here) 

I write further to our meeting on XXX.  The meeting was arranged to discuss your request to 
(give as much detail as necessary). At the meeting you were accompanied by XXX or you 
chose not to be accompanied to the meeting. 

Having carefully considered your request, I am sorry to have to inform you that I cannot 
accommodate it for the following reason/s: specific wording below must be used to meet legal 
requirements 

• Burden of additional costs
• Detrimental effect on ability to meet customer demand
• Inability to reorganise work among existing staff
• Inability to recruit additional staff
• Detrimental impact on quality
• Detrimental impact on performance
• Insufficiency of work during the periods the employee proposes to work
• Planned structural changes

- Keep to plain English, and avoid the use of jargon
- Explain why the business ground applies in the circumstances
- Only include relevant and accurate facts
- Don’t make it overly complex or unnecessarily long

Give details here of any changes to their request that might mean you can accommodate 
it  

Eg as I indicated at our meeting, if you decide to change the day that you would prefer not to 
work to one earlier in the week then I would be happy to reconsider your request. 

You have a right of appeal against this decision.  To lodge your appeal, you should write to 
(give name, job title and address of your next in line manager), within 14 calendar days of 
receipt of this letter.  Your letter should include clear reasons for your appeal. Should you lodge 
an appeal against this decision, your manager will write to you giving details of a meeting to 
consider your appeal to be held within twenty calendar days.  

If you would like to discuss my reasons for rejecting your request, please do not hesitate to 
contact me. 

Yours sincerely 

Signature of Line Manager 
Line Manager 

Cc Personal file 
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APPENDIX D 

Letter to Invite To a Flexible-Working Appeal Meeting 

Date 

Personal & Confidential 

Dear XXX 

Re: Appeal of flexible working request  

I write further to the receipt your grounds for appeal for flexible working dated XXX. 

I have arranged an appeal meeting to take place on XXX (date) at XXX (time) at XXX 
(venue).  Present at the meeting will be me and XXX (name of HR representative). 

You have the right to be accompanied at this meeting by a trade union/professional 
representative or a colleague. 

At the meeting you will be asked to present your grounds of appeal.  I will consider your 
request and the available information, including the response from xxxxxx XXX (name 
of manager) on XXX (date). 

If you have any queries please do not hesitate to contact me on XXX 

Yours sincerely 

XXX 
Cc: Personal file 

HR Adviser/Senior Adviser/Business Partner 
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APPENDIX E 

LETTER TO REJECT A REQUEST FOLLOWING APPEAL 

Date 

Personal & Confidential 

Dear XXX 

Re: Appeal re: flexible working request  

I write further to our meeting on XXX.  The meeting was arranged to consider the 
decision made to reject your request to  XXX (give as much detail as necessary). At the 
meeting you were accompanied by XXX or you chose not to be accompanied by a work 
colleague at the meeting. 

Having carefully considered both your request and your manager’s reasons for rejecting 
it, I am sorry to have to inform you that I cannot accommodate it for the following 
reasons; specific wording below must be used to meet legal requirements 

• Burden of additional costs
• Detrimental effect on ability to meet customer demand
• Inability to reorganise work among existing staff
• Inability to recruit additional staff
• Detrimental impact on quality
• Detrimental impact on performance
• Insufficiency of work during the periods the employee proposes to work
• Planned structural changes

- Keep to plain English, and avoid the use of jargon
- Explain why the business ground applies in the circumstances
- Only include relevant and accurate facts
- Don’t make it overly complex or unnecessarily long

Give details here of any changes to their request that might mean you can accommodate it. 

If you would like to discuss my reasons for rejecting your appeal, please do not hesitate 
to contact me. 

This concludes the process. 

Yours sincerely 

XXX 
Job Title 

cc Line Manager 

HR Adviser/Senior Adviser/Business Partner 

Personal file 
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APPENDIX F 

attern 

It is a legal requirement that requests for flexible working must be resolved within three 
months of receiving the application, including the appeal process. 

Employee completes the Flexible Working Application Form (Appendix A) and 
gives/sends to line manager 

Line manager must acknowledge receipt of Flexible Working application as 
soon as possible by issuing a letter to the employee 

Line manager arranges a meeting with employee within 20 calendar days of 
receipt of application ensuring employee is aware of the right to be 

accompanied. The line manager may choose to have a Human Resources 
representative present

Following the meeting the line manager confirms the decision whether the 
application can be granted within 14 calendar days of the meeting 

Application granted Application rejected 

Line manage sends completed acceptance 
form (Appendix B) to the employee confirming 

the new working arrangements 

Line manager sends completed rejection form 
(Appendix C) to the employee outlining the 

reason for the decision and advising 
employee of the right to appeal. Copy to be 

retained on employee’s personal file 

Employee appeals 
(must be within 

calendar14 days) 

Employee doesn’t 
appeal – process 

concluded 

Line manager completes HR2 to notify the HR 
Transactional team and E-rostering team of the 
change and a variation to contract (if required) 

within one month.  

Decision following appeal communicated to 
employee in writing within 7 working days. This 

decision concludes the process 
It is not possible to raise a grievance in respect 

of decisions made under this policy.

Copy of all correspondence retained on 
employee’s personal file 

Review in 12 months 

Employee submits an appeal and a meeting is 
convened within 20 calendar days to consider 

this. Employee can request a TU or 
professional representative or colleague and 

HR can also be present 

3 
months 
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APPENDIX G 

NOTICE OF VARIATION TO CONTRACT OF EMPLOYMENT 

Dear  

It has been mutually agreed between yourself and the University Hospitals of Leicester 
NHS Trust that, with effect from …………………, the following changes will be made to 
your Contract of Employment:  

Changes:   

ALL OTHER TERMS AND CONDITIONS REMAIN UNCHANGED. 

Two copies of this letter are enclosed, both of which should be signed below.  One copy 
should be returned to your Manager, for your personal file, and the other retained for 
your information and future reference. 
------------------------------------------------------------------------------------------------------- 
PLEASE DO NOT DETACH 

FORM OF ACCEPTANCE 

a) DESIGNATED OFFICER

NAME: NAME 

DESIGNATION:
LOCATION: CMG 

SIGNATURE………………...…… DATE: 12/01/2021 

b) EMPLOYEE DECLARATION

I hereby confirm that I agree to the changes in my Contract of Employment, as
detailed in this notice of variation.

SIGNATURE.................................................... DATE........................….
(Employee) 
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EMPLOYEE: FLEXIBLE WORKING QUICK GUIDE 
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