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Summary 

 

Staff and managers are encouraged to regularly engage in informal 
conversations about flexible working arrangements. 

Informal 
discussion 

Staff member decides to make formal application 
and submits it to their manager. 

Formal 
discussion 
(exploratory 
stage) Manager acknowledges receipt of application and, if they cannot 

agree to the request immediately, arranges to meet with staff 
member within 14 calendar days of receiving their application. 

Manager writes to the staff member within 7 calendar days of 
the date of their meeting to confirm the outcome of their 
discussions. 

Please note additional meetings may be required to enable 
constructive and creative dialogue. 

Flexible working arrangement agreed? No 

Flexible Working Application Process  

Formal 
discussion 
(escalation 
stage) 

Line manager seeks support or second opinion from 
People Partner team and / or colleagues about other 
potential opportunities for flexible working including 
within the wider team / service. 

Flexible working arrangement agreed? Yes No Decision 
stage 

Appeal 
stage 

Manager writes to the staff 
member within 7 calendar days 
of their meeting confirming the 
specifics of the business grounds 
for refusing the request and 
advising them of their right to 
appeal. 

Manager writes to the staff 
member within 7 calendar 
days of their meeting 
confirming arrangements for 
their new working pattern, 
e.g., start date and nature of 
change and whether it is a 
permanent or temporary 
change, etc. 

See Appeal Process Section 6.5 
for details. 

Note: The Flexible Working Regulations 2024 from April 2024 require that all requests, including any 
appeals, must be considered, and decided within a period of two months from the date of receipt (unless 
an extension has been mutually agreed between the employer and applicant). 
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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016 / 679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016 / 679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016 / 679 please see the Information Use 
Framework Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

1.1. The Royal Cornwall Hospitals NHS Trust (the Trust) is committed to attracting 
and retaining skilled and motivated staff and utilising their talent and experience 
to provide a 24 / 7, 365-day service to patients and the public. 

1.2. As such, it employs staff in a variety of working arrangements in order to meet 
the demands of front-line services as well as in administrative, development and 
support functions. 

1.3. The Trust recognises the importance of helping staff balance their work and 
home life and offers flexible working arrangements that are open to all staff to 
request to enable them to balance their working life with other priorities and 
interests. In turn, the Trust recognises that staffing levels must, at all times, 
remain in line with the demands of the service. 

1.4. The policy sets out the framework within which all staff can formally request to 
work flexibly and takes account of the provisions of the Employment Rights Act 
1996 (as amended), and the Flexible Working Regulations made under it, which 
places a statutory duty on employers to deal with the request “in a reasonable 
manner” and requires that all requests, including any appeals, must be 
considered and decided on within a period of three months from the date of 
receipt (unless an extension has been mutually agreed between the employer 
and applicant). 

1.5. Additionally, this policy supports all requests for flexible working, which may 
include different working hours, part-time, annualized hours and will be 
considered with reference to Section 33 (Balancing Work and Personal Life) of 
the NHS (Agenda for Change) Terms and Conditions and the Trust’s Equality, 
Diversity and Inclusion Policy (a copy of which is available from the document 
library). 

1.6. A copy of the request form, along with other documents provided for use by 
applicants and managers throughout the flexible working application process, is 
available from the Flexible Working Policy: Supporting Documents, a copy of 
which is available from the Trust’s document library. 

1.7. This version of the policy supersedes all previous versions of this document. 

2. Purpose of this Policy / Procedure  

2.1. The purpose of the policy is to set out the Trust’s responsibilities and procedures 
in relation to requests for flexible working. 

2.2. Its aim is to engender a culture where flexible working is the ‘new normal’ 
approach, and all staff have the opportunity to balance their work and home life 
whilst maintaining a high-quality service that is dynamic and wholly patient 
focused. 

3. Scope 

3.1. The policy applies to all Trust staff from day one of their employment and there 
is no limit to the number of flexible working requests that can be made. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10268876
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10268876
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/FlexibleWorkingPolicySupportingDocuments.docx
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3.2. Please note: the policy applies to staff requests to change their working 
arrangements. It does not apply to changes that may be required by the Trust 
which are subject to consultation in line with the Organisational Change Policy. 

4. Definitions / Glossary 

▪ Work-life balance – The concept of helping staff achieve a balance between 
work and other aspects of their lives. 

▪ Reasonable adjustments as defined by the Equality Act 2010 - The Act 
defines a disabled person as a person with a disability. A person has a disability 
for the purposes of the Act if he or she has a physical or mental impairment, and 
the impairment has a substantial and long-term adverse effect on his or her 
ability to carry out normal day-to-day activities. 

5. Ownership and Responsibilities  

5.1. Role of the Chief People Officer 

The Chief People Officer is responsible for the oversight of the Trust’s flexible 
working practices ensuring:  

• Consistency of access for all staff. 

• That processes exist for monitoring and reporting the outcome of 
applications. 

5.2. Role of Line Managers 

Line managers are responsible for: 

• Promoting flexible working opportunities during recruitment and ensuring 
staff are aware of the Flexible Working Policy. 

• Actively encouraging informal conversations about the benefits and options 
for flexible working during one-to-one meetings such as: induction, return to 
work (following sickness absence), health and well-being conversations and 
appraisal; or as part of a wider team meeting. 

• Ensure that regular bank workers are included in discussions regarding 
flexible working arrangements. 

• Check with temporary staffing the regularity of bank workers and consider 
more permanent solutions. 

• Fully considering how they might accommodate a flexible working request. If 
it cannot be accommodated in its entirety, engaging in constructive dialogue 
with the applicant to find a mutually acceptable alternative. 

• Notifying and seeking support from the relevant People / Assistant People 
Partner, as appropriate, when a staff member applies for flexible working. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10166701
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• Where a request is linked to a potential reasonable adjustment for health 
reasons, that Occupational Health advice is sought, and application is 
considered in line with guidance on reasonable adjustment with support from 
relevant People / Assistant People Partner. 

• Liaising with the roster team for support and guidance in accommodating 
flexible working requests without compromising patient care. 

• Considering all formal requests for flexible working fairly and sensitively in 
accordance with the set procedure and statutory timeframe, balancing the 
need to meet service demands with individual requirements. 

• Ensuring that any personal information, provided in support of the 
application (including medical diagnosis), is kept in complete confidence and 
that all relevant application documentation is included on the staff member’s 
personal file. 

• Holding regular discussions about how well the flexible working arrangement 
is working for the individual (and the wider team) during one-to-ones and 
health and wellbeing conversations. 

• Monitoring and reviewing the effect of flexible working on the service. 

• Recording all requests received together with the associated outcomes. This 
will include the number of requests received, granted or refused (and reason 
for latter), reporting this data to the Care Group Senior Team / Head of 
Department. This data will be monitored to ensure flexible working options 
are made available to all staff in a way that is consistent with the needs of 
the service. 

5.3. Role of Individual Staff 

All staff members are responsible for:  

• Identifying the impact that any flexible working arrangement may have, for 
example, on their salary; pension; terms and conditions; salary sacrifice 
schemes (e.g. lease car or additional annual leave). The Staff Check List: 
Things to Consider Before Making a Flexible Working Request provided in 
Document 14 of the Flexible Working Policy: Supporting Documents will help 
guide staff through the important areas for consideration. 

• Making a formal request in line with this policy, completing and submitting 
the appropriate application paperwork well in advance of the proposed date 
of change. 

• Respecting the individual circumstances of their colleagues and being open 
to the discussion of the benefits and impact of current and potential flexible 
working arrangements. 

• If their request is linked to potential reasonable adjustments for health 
reasons, that they ensure their Line Manager is aware of this and participate 
in any Occupational Health referrals as needed. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
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5.4. Role of Care Group Managers / Clinical Directors / Heads of 
Department 

Care Group Managers / Clinical Directors / Heads of Department are 
responsible for:  

• Monitoring and evaluating all flexible working requests and associated 
outcomes (including the number of requests received, granted or refused) 
on a quarterly basis to establish the consistency of application of the policy 
within their service. 

• Using the Request for Flexible Working – Quarterly Monitoring Return Form 
Document 15 of the Flexible Working Policy: Supporting Documents to 
capture this information at the end of each quarter. The information is 
required to ensure flexible working options are made available to all staff in a 
way that is consistent with the needs of the service. 

• Linking with temporary staffing team promote the opportunity of flexible 
working arrangements and options to bank staff. 

5.5. Role of People and Assistant People Partner Teams 

The People and Assistant People Partner Teams are responsible for: 

• Supporting managers, as appropriate, in the fair application of the policy and 
helping ensure staff are encouraged to maintain a healthy, fair and equitable 
work-life balance. 

• Monitoring the Staff Survey results and any comments received from Staff-
Side colleagues and management that arise through use of the policy. 

5.6. Role of Roster Team 

The Roster Team is responsible for Supporting managers in encouraging 
flexible working opportunities by providing advice, support and assistance to 
build safe, efficient, fair and cost-effective rosters. 

5.7. Role of Temporary Staffing Team 

• The temporary staffing team will regularly promote to bank workers the 
opportunities for flexible working across the organisation. 

• Give assurance that bank workers have been given the opportunity to 
consider different working arrangements i.e. a permanent contract working in 
a flexible way. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
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6. Standards and Practice 

6.1. Right to Request Flexible Working  

6.1.1. In line with revisions to Section 33 (Balancing Work and Personal Life) of 
the National Agenda for Change (AFC) Terms and Conditions, with effect 
from 13 September 2021 the Trust will consider all requests from staff for 
flexible working arrangements from day one of their employment and 
there is no limit to the number of requests that can be made. 

6.1.2. In accordance with legislation the Trust will consider any application 
made for flexible working by following a fair procedure. The law, 
however, does not provide an automatic right for staff to change their 
working arrangements and there may be circumstances when the Trust 
is unable to accommodate the desired working pattern. In this situation, 
alternative arrangements will be explored, and the Trust will only refuse a 
request if there is a business reason for doing so. These reasons are set 
out in Section 6.2.5.1. of this policy. 

6.1.3. Each request will be considered based on the work involved and the 
effect the change could have on the individual, their team and patient 
care. 

6.1.4. In some cases, an employee’s disability may result in recommendations 
for reasonable adjustments, which may include suggestions for flexible 
working arrangements. Such flexible working arrangements should be 
considered using the guidance in the Managing Attendance Policy, and 
the recommendations for reasonable adjustments clearly documented in 
the request, to enable full consideration to be given to the 
recommendations. 

6.1.5. It is essential that the employee is engaged in discussions about what 
support will be needed for them to work effectively. Advice for 
reasonable adjustments should be made with reference to specialist 
Occupational Health advice and People Partner / Assistant People 
Partner. 

6.2. The Application Procedure 

6.2.1. Informal Arrangements. 

6.2.1.1. The Trust is committed to protecting the health and wellbeing of 
its staff. It recognises the importance of assisting them in 
balancing their work and home life and acknowledges that their 
individual circumstances are likely to change at different times 
during their career. Staff are therefore encouraged to regularly 
engage in informal conversations about flexible working 
arrangements with their managers during both one-to-one and 
wider team meetings. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10158760
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6.2.1.2. The Roster Team is available to support these conversations 
and managers are advised to contact their e-roster advisor for 
advice and support when considering how to accommodate an 
individual’s informal ‘personal pattern’ or formal flexible working 
arrangement. 

6.2.2. Formal Arrangements – Exploratory Stage. 

6.2.2.1. It is important that, before making a formal application, staff 
give careful consideration to which working pattern will work 
best with their personal circumstances including any financial 
implications it might have on, for example, their salary, pension, 
terms and conditions, and salary sacrifice schemes (such as a 
lease car or additional annual leave). 

6.2.2.2. Staff have the option to include supporting information about 
any impact they think the application may have on the service 
provided by the Trust. 

6.2.2.3. Flexible Working Options Appendix 3 provides a list of possible 
flexible working options and the Staff Check List, Document 14 
of the Flexible Working Policy: Supporting Documents will help 
guide staff through the important areas for consideration. 

6.2.2.4. Applications should be made using the form provided as 
document 1 in the Flexible Working Policy: Supporting 
Documents. As the process could take up to 8 weeks to 
complete (and sometimes longer where an extension is 
requested) staff are advised to ensure they complete the form 
with care and submit it to their manager well in advance of the 
proposed date of change. 

6.2.2.5. Although there is no requirement for an individual to justify the 
reason for their request, they are encouraged to identify 
whether their application forms a reasonable adjustment under 

the Equality Act 2010 to help them overcome a disadvantage 

arising from a disability either mental or physical impairment. 
The manager in such cases should refer to the relevant People 
Partner / Assistant People Partner for advice on managing a 
request for reasonable adjustments. (Refer to Reasonable 
Adjustments Guidance Appendix 4). 

6.2.2.6. The appropriate manager should acknowledge receipt of the 
formal request and, if they cannot agree to it right away, 
arrange to meet with the staff member within, at least, 14 
calendar days of receiving the request to explore the proposed 
work pattern in depth and discuss how best it might be 
accommodated. (Please see document 2 in the Flexible 
Working Policy: Supporting Documents). 

6.2.2.7. This meeting also provides an opportunity to consider 
alternatives should there be problems in accommodating the 
work pattern outlined in the application. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
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6.2.2.8. If required, staff may be represented at the meeting by a trade 
union or professional body representative, or a work colleague 
employed by the Trust (who should not be a family member). 
The representative or colleague can address the meeting or 
confer with the applicant but is not allowed to answer questions 
on their behalf. 

6.2.2.9. Within 7 calendar days of the date of the meeting the manager 
will write to the member of staff notifying them of the decision. 

This will include either agreeing to a new work pattern and start 
date (using the template form provided as document 3 in the 
Flexible Working Policy: Supporting Documents) or advising 
them that, as a mutually agreeable outcome could not be 
reached, their application is being escalated to seek other 
possible solutions (see Section 6.2.3. and document 4 in the 
Flexible Working Policy: Supporting Documents). 

6.2.2.10. There may be instances where the manager is unsure whether 
the arrangements requested are sustainable within the service 
or is concerned about the possible impact on other staff 
members. Subject to the staff member’s agreement, the flexible 
working arrangements may be implemented on a temporary or 
trial period rather than rejecting the request. In these situations, 
the agreed temporary / trial arrangements must be confirmed to 
the staff member in writing. This should include review dates 
when the manager and staff member can jointly discuss if 
arrangements are working and whether the trial is sustainable 
and can be made permanent. 

6.2.3. Formal Arrangements – Escalation Stage.  

6.2.3.1. The list of flexible working arrangements outlined in Flexible 
Working Options Appendix 3, is not exhaustive and managers 
and staff are encouraged to engage in constructive and creative 
dialogue when looking for a mutually agreeable outcome that 
balances the needs of the individual, their team and the service. 

6.2.3.2. However, if the manager and staff member are unable to reach 
agreement during the exploratory stage outlined above, the 
manager will write to the member of staff within 7 calendar days 
(using the template form provided as document 4 in the Flexible 
Working Policy: Supporting Documents), notifying them of the 
escalation stage. 

6.2.3.3. During this stage the manager will proactively check to see 
whether any further options exist for accepting the request. This 
may include, for example, whether the request could be 
accommodated in the wider team or service, e.g. through 
reviewing vacancies, and seeking advice from the People 
Partner Teams for other potential solutions. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857


Flexible Working Policy V7.0 
Page 12 of 26 

 

Note: Managers may wish to consider agreeing an extension to 
the time limit for this part of the procedure using the template 
form provided as document 10 in the Flexible Working Policy: 
Supporting Documents). 

6.2.3.4. Where a solution is agreed as a result of the escalation stage, 
this must be documented in writing to the member of staff 
(using the form provided as document 3 of the Flexible Working 
Policy: Supporting Documents) within 7 calendar days of the 
date of the first formal meeting unless an extension has been 
agreed. 

6.2.3.5. This should include the details of the provisions agreed and 
whether it is a temporary or permanent arrangement.  

6.2.4. Formal Arrangements – Application Agreed. 

6.2.4.1. In addition to documenting the details of the agreed flexible 
working arrangement (as described in Sections 6.2.2.9. and 
6.2.3.4. above) the manager will: 

• In the case of contractual changes, such as a reduction in 
hours, ensure that a Contract Amendment Form (CAF) is 
raised and submitted to the Payroll Department in a timely 
manner to avoid the staff member being overpaid. 

• Liaise with the roster team to ensure any change in hours / 
working patterns, etc is reflected in the roster. 

• Where applicable, update and notify staff members of the 
consequent change to their annual leave / public holiday 
entitlement. 

6.2.4.2. Once approved, the application will mean a permanent change 
to the staff member’s terms and conditions of employment 
(unless agreed between both parties as a temporary measure –
see Section 6.2.2.10.). 

6.2.4.3. Nevertheless, managers will continue to hold regular 
discussions about how well the flexible arrangement is working 
(for both the individual and their colleagues) and there is no 
limit on the number of requests that a staff member may make. 

6.2.5. Formal Arrangements – Application Denied. 

6.2.5.1. In the event that, despite exhaustive discussion at the 
escalation stage, it is still not possible to accommodate any kind 
of mutually agreeable flexible working arrangement, the 
manager must write to the staff member confirming the specific 
business reasons (listed below) that apply:  

• Burden of additional cost. 

• Detrimental effect on ability to meet service demand. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
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• Inability to re-organise work among existing staff. 

• Inability to recruit additional staff. 

• Detrimental impact on quality. 

• Detrimental impact on performance. 

• Insufficiency of work during the periods the staff member 
proposes to work. 

• Planned structural changes. 

6.2.5.2. The reason(s) for declining the request must be justified 
objectively and details of the alternative arrangements 
considered must be clearly documented. 

6.2.5.3. A template form is provided for this purpose as document 5 in 
the Flexible Working Policy: Supporting Documents). 

6.3. Extension of Time Limits 

There may be exceptional occasions when it is not possible to complete a 
particular part of the procedure within the specified time limit – for instance, 
when an application is escalated. Any extensions will need to be agreed by both 
parties. The manager should keep a written record of the agreement (see 
template forms documents 10 and 11 in the Flexible Working Policy: Supporting 
Documents). 

6.4. Withdrawn Application. 

6.4.1. An application may be treated as withdrawn if the staff member: 

▪ Decides to withdraw the application. 

▪ Fails to attend a meeting to discuss the application including any 
appeal and subsequently re-arranged meeting without good 
reason. 

6.4.2. In all circumstances a written record should be kept (see template forms 
documents 12 and 13 in the Flexible Working Policy: Supporting 
Documents). 

6.5. Appeal Process. 

6.5.1. Staff members have 7 calendar days to appeal in writing from the date 
of written notification of the original decision if they believe the request 
was not handled reasonably in line with the policy. The appeal should be 
made to the next senior manager above the manager who made the 
decision at the first stage by using the template form provided as 
document 6 of the Flexible Working Policy: Supporting Documents. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857


Flexible Working Policy V7.0 
Page 14 of 26 

 

6.5.2. The next senior manager must acknowledge receipt of the appeal and 
arrange an appeal meeting to take place within 14 calendar days of 
receiving notice of the appeal. (See template form 7 in the Flexible 
Working Policy: Supporting Documents). 

6.5.3. Staff members may be represented at the meeting by a trade union or 
professional body representative, or a work colleague employed by the 
Trust (who should not be a family member). The representative or 
colleague can address the meeting or confer with the applicant but is not 
allowed to answer questions on their behalf. 

6.5.4. The manager hearing the appeal must inform the staff member of the 
outcome of the appeal in writing within 7 calendar days of the date of 
the meeting using the template form provided as document 8 
(successful) or 9 (unsuccessful) in the Flexible Working Policy: 
Supporting Documents. 

6.5.5. A written notice of the appeal outcome constitutes the Trust’s final 
decision and is effectively the end of the application process. 

7. Dissemination and Implementation 

7.1. A copy of the policy will be stored electronically in the Human Resources section 
of the Trust’s document library. 

7.2. Information to promote awareness of an employee’s right to request flexible 
working (and the changes to NHS Terms and Conditions with effect from 13 
September 2021) will be included in Trust communications and circulated / 
cascaded to all staff. 

7.3. A copy of the policy will be circulated to members of the People and Assistant 
People Partner teams, to enable them to participate in, and support, the 
implementation of the policy. 

7.4. The Chairs of both Staff-Side Committees Joint Consultancy Negotiation 
Committee (JCNC) and Joint Local Negotiation Committee (JLNC) will be 
advised of the issue of the new policy. 

8. Monitoring compliance and effectiveness  

Element to be 
monitored 

• Requests for, and outcomes of, all flexible working applications 
including number of appeals made. 

• Reasons for any refused applications. 

Lead Head of People Experience 

Tool • Analysis of monitoring forms. 

• Annual staff survey results. 

• People Experience case log. 

Frequency Annually 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
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Reporting 
arrangements 

• The Senior HR team will receive a report which will be shared 
with the Executive Leadership Team (ELT), Joint Consultative 
Negotiating Committee (JCNC), Joint Local Negotiating 
Committee (JLNC) and the Equality and Inclusion Steering Group 
(EISG). 

• The overall effectiveness of the policy will be considered, and any 
remedial actions identified will be recorded in the relevant 
meeting notes or minutes. 

Acting on 
recommendations 
and Lead(s) 

The Associate Director of People Experience will ensure subsequent 
recommendations are pursued which may include the development 
of an action plan to address any deficiencies within an agreed 
timeframe. 

Change in 
practice and 
lessons to be 
shared 

Any system improvements agreed via the action planning process 
will be actioned in partnership with Staff-Side within three months. 
Lessons will be shared with all the relevant stakeholders. Any 
revision to policy will be communicated to staff. 

9. Updating and Review 

The policy will be reviewed three years from approval or earlier in view of any 
developments which take place that may include legislative changes, national policy 
instruction (NHS or Department of Health), Trust Board decision or request by either 
party. 

10. Equality and Diversity  

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
 And Inclusion Policy or the Equality and Diversity website. 

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their 
race, colour, nationality, ethnic or national origin, or on the grounds of their 
age, gender, gender reassignment, marital status, domestic circumstances, 
disability, HIV status, sexual orientation, religion, belief, political affiliation or 
trade union membership, social or employment status or is disadvantaged by 
conditions or requirements which are not justified by the job to be done. This 
policy concerns all aspects of employment for existing staff and potential 
employees. 

10.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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 Appendix 1. Governance Information 

 

Information Category Detailed Information 

Document Title: Flexible Working Policy V7.0 

This document replaces (exact 
title of previous version): 

Flexible Working Policy V6.0 

Date Issued / Approved: August 2024 

Date Valid From: September 2024 

Date Valid To: September 2027 

Author / Owner: 
Nicole Steinkruger – People Risk, Policy, and 
Governance Manager 

Contact details: rch-tr.HumanResources@nhs.net 

Brief summary of contents: 
This policy sets out the framework within which all 
staff have the right to request flexible working from 
day one of their employment. 

Suggested Keywords: 
Reduced hours, part-time hours, annualised hours, 
term-time working, flexitime, flexible working request, 
flexible working. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief People Officer 

Approval route for consultation 
and ratification: 

Joint Consultancy Negotiation Committee (JCNC) 

Manager confirming approval 
processes: 

Associate Director of People Services 

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger – People Risk, Policy, and 
Governance Manager 

Links to key external standards: None required 

mailto:rch-tr.HumanResources@nhs.net
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Information Category Detailed Information 

Related Documents: 

▪ Additional Annual Leave Policy 

▪ Adoption Leave and Pay 

▪ Annual Leave Policy 

▪ Attendance Management Policy 

▪ Employment Break Policy 

▪ Employment Rights Act 1996 (as amended) 

▪ Facilities and Time Off for Trade Union Duties 
and Activities Policy 

▪ Family Friendly Policy 

▪ Flexible Working Regulations 2014 

▪ Flexible Working Policy: Supporting Documents 

▪ Resolution Policy 

▪ Resolution Policy: Supporting Documents 

▪ Maternity Guidance 

▪ National Agenda for Change (AFC) Terms and 
Conditions of Service 

▪ Medical and Dental Terms and Conditions of 
Service 

▪ Reserved Forces Training and Mobilisation Policy 

▪ Special Leave policy 

▪ Your Guide to Being Pregnant at Work and 
Maternity Leave 

▪ NHS England » National flexible working people 
policy framework 

Training Need Identified: No 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder / Sub 
Folder: 

Human Resources 

 

Version Control Table  

Date Version 
Number 

Summary of Changes Changes Made by 

April 2003  V1.0 General principles 
Helen Strickland, 
HR Manager 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10170955
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140188
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10158760
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137955
https://www.legislation.gov.uk/ukpga/1996/18/contents
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163668
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163668
https://www.legislation.gov.uk/uksi/2014/1398
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10362857
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163221
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10365966
http://intranet-rcht.cornwall.nhs.uk/brilliant-people/looking-after-your-health-and-wellbeing/family-and-childcare-support/
https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163669
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10158762
https://www.nhs.uk/pregnancy/keeping-well/your-health-at-work/
https://www.nhs.uk/pregnancy/keeping-well/your-health-at-work/
https://www.england.nhs.uk/publication/national-flexible-working-people-policy-framework/
https://www.england.nhs.uk/publication/national-flexible-working-people-policy-framework/
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Date Version 
Number 

Summary of Changes Changes Made by 

July 2008 V2.0 Statutory amendment. 
Wendy Wakeley, 
Senior HR Officer. 

February 
2014 

V4.0 

Reformatting to ensure policy complies with the 
Trust policy template. Amendments made to 
and additional sections added on: 

• Monitoring. 

• Ownership and responsibilities. 

• Appeal. 

• Definitions. 

Also: 

• Inclusion of staff checklist (Appendix 12). 

• Quarterly monitoring return (Appendix 13). 

Helen Strickland, 
HR Business 
Partner. 

July 2014 V4.1 

• Policy updates to reflect legislative changes 
that allow all staff (with 26 weeks’ 
continuous service) to make a statutory 
request to work flexibly. 

• Appendices amended as appropriate to 
accommodate changes as well as EIA. 

• Section 10, Equality and Diversity amended 
to reflect current Trust policy. 

Helen Strickland, 
HR Business 
Partner. 

November 
2016 

V4.2 

Minor updates and amendment to include 
reference to dementia as an example of a 
mental disability as per request from senior 
manager. 

Helen Strickland, 
HR Business 
Partner. 

December 
2019 

V5.0 

Minor updates and re-format in line with current 
Trust template (pending completion of flexible 
working project) including: 

• Addition of summary (page 2). 

• Transfer of flow-chart from Appendix 4 to 
summary page. 

• Reference to GDPR (added to page 4). 

Helen Strickland, 
HR Business 
Partner. 
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Date Version 
Number 

Summary of Changes Changes Made by 

September 
2021 

V6.0 

Full review reflecting changes to Section 33: 
Balancing Work and Personal Life of the 
National (AFC) Terms and Conditions, effective 
from 13 September 2021, including: 

• A contractual right to request flexible 
working from day one of employment 
(Section 3.1. and 6.1.1.). 

• No limit on the number of requests that can 
be made (Section 3.1. and 6.1.1.). 

• The right to make a request regardless of 
the reason (6.1.4.). 

• The custom of promoting and reviewing 
flexibility options by encouraging staff and 
managers to regularly engage in informal 
conversations during one to ones, health 
and wellbeing conversations, appraisals, 
and team discussions (throughout the 
policy). 

• Addition of “escalation stage” for when a line 
manager is initially unable to agree a 
request (see Section 6.2.3.). 

• Review of summary chart to reflect the 
changes listed above (see page 2). 

• Staff checklist (Appendix 4) reviewed. 

• Full review of forms used throughout the 
application process and their removal from 
the policy so they can be more easily 
accessed (see Flexible Working Policy: 
Supporting Documents). 

Angela Chisholm – 
People Risk, Policy 
and Governance 
Manager. 
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Date Version 
Number 

Summary of Changes Changes Made by 

Aug 2024 V7.0 

• Update to align with corporate template and 
update of job titles. 

• Update to reflect statutory reduction of 
timescale from 3 months to 2 months (see 
summary and relevant paragraph on 
procedure. 

• Paragraph 1.5 expansion of examples of 
flexible working. 

• Paragraph 4 addition of definition for 
reasonable adjustments. 

• Paragraph 5.2 and 5.3 role of managers and 
individuals in relation to reasonable 
adjustments. 

• Paragraph 5. Addition of role for temporary 
staffing team to promote opportunities. 

• Paragraph 6.15 advising need to refer to 
People Partner for advice on reasonable 
adjustments. 

• Appendix 6 Flow Chart for reasonable 
adjustments. 

• NHS England » National flexible working 
people policy framework reference added to 
related documentation. 

• Appendix 4 – Staff check list and Appendix 
5 – Request for Flexible Working – 
Quarterly Monitoring Return Form removed 
from Flexible Working Policy and added to 
Flexible Working Policy: Supporting 
Documents. 

Nicole Steinkruger 
People Risk, Policy 
and Governance 
Manager. 

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

  

https://www.england.nhs.uk/publication/national-flexible-working-people-policy-framework/
https://www.england.nhs.uk/publication/national-flexible-working-people-policy-framework/
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance, please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net. 
 

Information Category Detailed Information 

Name of the strategy / policy / proposal / 
service function to be assessed: 

Flexible Working Policy V7.0. 

Department and Service Area: People Experience. 

Is this a new or existing document? Existing. 

Name of individual completing EIA 
(Should be completed by an individual with 
a good understanding of the Service / 
Policy): 

Nicole Steinkruger. 

Contact details: rch-tr.HumanResources@nhs.net 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

 

The aim of the document is to set out the Trust’s policy, 
responsibilities, and procedures in relation to requests for 
flexible working. 

2. Policy Objectives 

To engender a culture where staff can maintain a high-
quality service that is dynamic and wholly patient focused 
whilst having the opportunity to balance their work and 
personal lives. 

3. Policy Intended 
Outcomes 

Staff, where possible, can achieve a balance between their 
work and home commitments. 

4. How will you measure 
each outcome? 

By monitoring the: 

• Number of applications and outcomes of flexible working 
requests made, including reasons for refusal and 
number of appeals made. 

• Annual staff survey results. 

The Care Group General Managers will monitor the requests 
and outcomes for flexible working on a quarterly basis. 

mailto:rcht.inclusion@nhs.net
mailto:rch-tr.HumanResources@nhs.net
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Information Category Detailed Information 

5. Who is intended to 
benefit from the policy? 

Staff 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients / visitors: No 

• Local groups / system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals / groups 
who have been 
consulted about this 
policy. 

Please record specific names of individuals / groups: 

• Joint Consultative Negotiating Committee (JCNC). 

• Joint Local Negotiating Committee (JLNC). 

6c. What was the outcome 
of the consultation?  

Policy agreed. Review of monitoring processes to be 
undertaken. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

Staff Survey 

 

7. The Impact 
Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No 

The policy impacts positively on older 
members of staff who may wish to flex their 
working arrangements as an alternative to 
retirement or to accommodate caring 
responsibilities. 

It does not, however, discriminate against 
younger members of staff who make such 
requests or staff who do not have caring 
responsibilities. 
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Protected Characteristic (Yes or No) Rationale 

Sex (male or female)  No 

The policy impacts positively on female 
members of staff who make up most of the 
workforce and are, statistically, more likely 
to have caring responsibilities. 

It does not, however, discriminate against 
other staff who do not have caring 
responsibilities. 

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

The policy encompasses the Trust’s duty 
to consider making reasonable 
adjustments to help staff overcome a 
disadvantage arising from a disability. 

Religion or belief No  

Marriage and civil 
partnership 

No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Nicole Steinkruger, People, 
Policy, Risk and Governance Manager. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

 
  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Flexible working options 

When applying for flexible working, members of staff are asked to consider what kind of 
flexible working they are seeking. The following list sets out examples of different types of 
flexible working. However, it is not exhaustive, and managers and staff should be creative 
when looking for a solution which balances the needs of the service, the individual and the 
team in the most cost-effective way. 

• Annualised hours – Give organisations and staff extra flexibility to vary their 
patterns of work across each year according to service need and individual 
preference. The total number of hours to be worked is agreed at the outset. Exactly 
when these hours are worked each week or month becomes a matter for 
agreement between managers and members of the team. (Often set shifts with staff 
deciding when to work the other hours.)  

• Compressed/elongated hours – Allow people to work their total number of agreed 
hours over a shorter number of working days – for example, working full-time hours 
over four days a week (instead of the usual five) – or stretched in a regular pattern 
or over a specific time-period. 

• Fixed Working Pattern – To give certainty over hours worked and / or location. 

• Flexi-time – Allows staff to vary their actual working hours outside certain agreed 
core times each day. Usually this means staff can vary their start and finish times to 
suit domestic responsibilities, travel arrangements or for work reasons. Staff can 
build up a debit or credit of hours worked within each period. Most schemes allow 
staff to consolidate extra hours worked into day or half-days off. Limits are set for 
how many debit or credit hours can be accrued. 

• Flexible retirement – Allows staff and the Trust to be flexible about the age at 
which staff choose to retire, the length of time they take to retire and the nature and 
pattern of work in the lead up to final retirement. (For further detail, please refer to 
the Retirement Policy, a copy of which is available from the HR section of the 
Trust’s document library.) 

• Job sharing – Usually means two people voluntarily sharing the responsibilities of 
one full-time post and sharing the pay, holidays and other benefits accordingly. It 
offers less flexibility than part-time working and can be difficult to maintain when 
one sharer leaves. 

• Part-time working – Working less than full-time hours, perhaps by working fewer 
days per week. Part-time working has no standard definition.  

• Remote working – Any place not considered a staff member’s usual workplace can 
be considered for remote working. It can incorporate home working – using the staff 
member’s home as a base for their work.  

• School-time working – Where staff agree with their managers to work around 
school hours’ so they are available to take their children to and collect them from 
school. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10309497
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• Team-based self-rostering – A “bottom-up” approach to scheduling work, giving 
people more control over the pattern of their working week. Parameters are set by 
agreeing in advance the levels of staff and skill mix required hour by hour 
throughout the working day. Staff put forward times they would like to work and 
times they would like to protect away from work. This information is then used to 
compile shift patterns that match individual preferences as closely as possible whilst 
maintaining agreed levels of cover at all times. 

• Term-time working – An agreement to allow a staff member extended unpaid 
“holiday” to coincide with school holidays. It can apply to full-time and part-time 
staff, trading time off for a reduction in income but retaining a permanent contract. 

• Time off in lieu – Where staff agree with managers to take time off at a mutually 
convenient time to make up for extra hours worked. It can be used as an alternative 
to staff taking annual or unpaid leave in order to deal with a personal / domestic 
matter. 

In addition to the above, the Trust offers the opportunity for career / employment breaks to 
staff who, perhaps, wish to do voluntary work; travel abroad; pursue a hobby or interest; or 
care for a dependent for a longer period than other leave entitlements allow. 

For further information, please refer to the Trust’s Employment Break Policy available from 
the Human Resources section of the Trust’s document library. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137955
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Appendix 4 Reasonable Adjustments Guidance 

 

Is the applicant disabled? Applicant may need 
to say why they are. Managers may seek 
advice from the Assistant People Partner / 
People Partner / OH if they are unsure.  See 
definition S6 Equality Act 2010. 

Has the applicant applied for flexible working 
because of their disability or something 
related to it like a long term condition? (If 
“yes” stop using the Flexible Working Policy 
and follow the sequence below). 

If “no” continue to use the Flexible 
Working Policy (as per paragraph 
6.2.2). 

What does the Trust need to do or stop doing 
in order to remove that disadvantage? (i.e. 
what adjustment is needed?) 

Would it be reasonable for the Trust to make 
an adjustment? (If “yes” then the manager 
must make the adjustment. If not then the 
reason should say why not and / or suggest 
alternatives). 


