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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 28 calendar days of receiving their application 

Manager writes to the staff member within 14 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 14 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 14 calendar 

days of their meeting 
confirming arrangements for 

their new working pattern, eg: 
start date and nature of 

change and whether it is a 
permanent or temporary 

change, etc 
See Section 6.5 for details 

Note: The Flexible Working Regulations 2014 require 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). 
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Data Protection Act 2018 (General Data Protection Regulation – GDPR) Legislation 

The Trust has a duty under the Data Protection Act 2018 and 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 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 General 
Data Protection Regulations 2016/679 please see the Information Use Framework Policy or 
contact the Information Governance Team  
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. In addition, all requests for flexible working will be considered with reference to 
Section 33 (Balancing Work and Personal Life) of the National (formerly Agenda 
for Change) Terms and Conditions and the Trust’s Equality, Inclusion and 
Human Rights 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. 

3.2. Please note: the policy applies to staff requests to change their working 



 

Flexible Working Policy V6.0 
Page 6 of 26 

 

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. 

5. Ownership and Responsibilities  

5.1. Role of the Director of People and Organisational Development 

The Director of People and Organisational Development (OD) is responsible for 
the oversight of the Trust’s flexible working practices ensuring:  

 consistency of access for all staff, and 

 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 

 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 

 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 
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 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 (eg lease car or additional annual leave). The checklist 
provided in Appendix 4 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.  

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 form at Appendix 5 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. 
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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. 

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 (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 on the basis of the particular work 
involved and the effect the change could have on the individual, their 
team and patient care. 

6.1.4. Although there is no requirement to provide the reason for a flexible 
working application, staff are encouraged to identify if their request is 
made as a reasonable adjustment under the Equality Act 2010 which 
places a duty on the Trust to help staff overcome a disadvantage arising 
from a disability, including mental impairment (such as dementia). 
Further information regarding this option and the process involved can 
be obtained from the relevant People Partner team. 
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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. 

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. Appendix 3 provides a list of possible flexible working options 
and the checklist in Appendix 4 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 12 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 including a mental impairment such as 
dementia or other long-term conditions. 

6.2.2.6. The appropriate manager should acknowledge receipt of the 
formal request and, if they cannot agree to it right away, 
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arrange to meet with the staff member within, at least, 28 
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.  

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 14 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 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 14 calendar 
days (using the template form provided as document 4 in the 
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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, eg through 
reviewing vacancies, and seeking advice from the People 
Partner Teams for other potential solutions.  

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 14 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, and  

 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. 
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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 

 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 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, or 

 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 
12 and 13 in the Flexible Working Policy: Supporting Documents). 
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6.5. Appeal process 

6.5.1. Staff members have 14 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.  

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 14 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 (JCNC and 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. 
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Lead Head of People Experience 

Tool  Analysis of monitoring forms. 

 Annual staff survey results. 

 People Experience case log. 

Frequency Annually 

Reporting 
arrangements 

 The Senior HR team will receive a report which will be shared 
with the Operational Management Group (OMG), 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 Head 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 time-
frame. 

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. The 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.  

10.2. The Initial Equality Impact Assessment Screening Form is at Appendix 2. 
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This document replaces (exact 
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Directorate / Department 
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Angela Chisholm – People Risk, Policy and 
Governance Manager 

Contact details: 01872 253240 

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, flexi-time, flexible working 
request, flexible working. 
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Governance Manager 
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 Employment Rights Act 1996 (as amended)  
 Facilities and Time Off for Trade Union Duties 
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 Family Friendly Policy  
 Flexible Working Regulations  
 Flexible Working Policy: Supporting Documents 
 Grievance and Disputes Policy  
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 Maternity Policy  
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Service  
 Parental Leave  
 Reserved Forces Training and Mobilisation 

Policy  
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 Your Guide to Being Pregnant at Work and 

Maternity Leave 

Training Need Identified? No 
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Folder 
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Version Control Table  

Date 
Version 
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Title) 

April 2003  V1.0 General principles 
Helen Strickland, 
HR Manager 
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Wendy Wakeley, 
Senior HR Officer 
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2014 

V4.0 

Reformatting to ensure policy complies with the 
Trust policy template. Amendments made to 
and additional sections added on: 
 monitoring 
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 inclusion of staff checklist (Appendix 12) 

and 
 quarterly monitoring return (Appendix 13). 

Helen Strickland, 
HR Business 
Partner 

July 2014 V4.1 

Policy update to reflect legislative changes that 
allow all staff (with 26 weeks’ continuous 
service) to make a statutory request to work 
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accommodate changes as well as EIA. 

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

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

Act 2000 

This document is to be retained for 10 years from the date of expiry. 

This document is only valid on the day of printing 

Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 

Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 

express permission of the author or their Line Manager. 
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Appendix 2. Equality Impact Assessment 

  

Section 1: Equality Impact Assessment Form 

Name of the strategy / policy /proposal / service function to be assessed 
Flexible Working Policy V6.0 
Directorate and service area: 
People Experience (formerly Human 
Resources) 

Is this a new or existing Policy? 
Existing 

Name of individual/group completing EIA 
Angela Chisholm 

Contact details: 
01872 253240 

1. Policy Aim 
Who is the 
strategy / policy / 
proposal / service 
function 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 are able to 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, are able to achieve a balance between their 
work and home commitments. 

4. How will 
you measure 
the 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.  

5. Who is intended 
to benefit from the 
policy? 

Staff 

6a). Who did you 
consult with? 

b). Please list any 
groups who have 
been consulted 
about this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

     

Please record specific names of groups: 
Joint Consultative Negotiating Committee (JCNC) 
Joint Local Negotiating Committee (JLNC)  

c). What was the 
outcome of the 
consultation? 

Policy agreed. Review of monitoring processes to be undertaken. 
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7. The Impact 
Please complete the following table.  If you are unsure/don’t know if there is a negative impact 
you need to repeat the consultation step. 
Are there concerns that the policy could have a positive/negative impact on: 
Protected 
Characteristic 

Yes No Unsure Rationale for Assessment / Existing Evidence 

Age 

   

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. 

Sex (male, female 
non-binary, asexual 
etc.)  

   

The policy impacts positively on female members of 
staff who make up the majority 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     

Race/ethnic 
communities 
/groups 

    

Disability  
(learning disability, 
physical disability, 
sensory impairment, 
mental health 
problems and some 
long term health 
conditions) 

   

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

Religion/ 
other beliefs     

Marriage and civil 
partnership     

Pregnancy and 
maternity      

Sexual orientation 
(bisexual, gay, 
heterosexual, lesbian) 

    

If all characteristics are ticked ‘no’, and this is not a major working or service 
change, you can end the assessment here as long as you have a robust rationale 
in place. 

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. 
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Name of person confirming result of initial 
impact assessment: 

Angela Chisholm 

If you have ticked ‘yes’ to any characteristic above OR this is a major working or 
service change, you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

For guidance please refer to the Equality Impact Assessments Policy (available from 
the document library) or contact the Human Rights, Equality and Inclusion Lead 
india.bundock@nhs.net  
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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. 

 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 
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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. 
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Appendix 4. Staff checklist: things to consider before making a 
flexible working request 

1. What type of working arrangements and/or roster options are available to you?  
(See information provided in Appendix 3 and/or discuss with your line manager.) 

 

2. Do you consider your request to be a reasonable adjustment on the grounds of 
disability (as defined under the Equality Act 2010)?  

Do you have any other long-term condition (not identified as a disability) which might 
benefit from a change in working pattern?  (There is no requirement to include this 
information in your formal application if you do not wish to do so.) 

 

3. When deciding your preferred working arrangements, consider how the change will 
affect you and/or your family. 

(a) How will the change affect your salary, pension, terms and conditions, salary 
sacrifice schemes (eg lease car, cycle to work, additional annual leave)? 

 

(b) Will the change mean more “in hours” or “out of hours” working? What would 
be the effect of this? 

 

(c) Will the change mean that you are more flexible and who will this benefit? 

 

(d) Will the change affect your health? In what way? 
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(e) Will the change affect your travel/transport to work? In what way? 

 

4. Consider how the change will affect your role/duties and your relationships with 
colleagues. 

(a) Will you be available at work when your patients/colleagues need you there?  

Do you have any concerns as to how the change might affect your team and 
its ability to continue to provide a high-quality service?  

 

(b) Will the change mean a different level of supervision/management interaction? 

 

(c) Will the change affect any other roles/duties (eg project work, trade union 
duties, training/mentoring commitments)? 

 

(d) Will you be able to meet your agreed objectives? Will these need to be 
reviewed with your manager? 

 

(e) What changes might you need to make to the way you work to ensure you can 
still carry out your job well? 

 

5. Are there any other options (other than flexible working) that might better meet your 
requirements (eg special leave, employment break, etc)? 
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Appendix 5. Requests for flexible working – quarterly 
monitoring return form  

Care Group/Department  

Care Group General Manager/ 
Clinical Director/Head of Dep’t 

 

Year and Quarter 
(please indicate below) 

Year: 

Quarter 1 (Apr-Jun) Quarter 2 (Jul-Sep) Quarter 3 (Oct-Dec) Quarter 4 (Jan-Mar) 

Request details (please continue on a separate sheet if required) 

Employee 
Number 

Date 
Request 
Received 

Request 
Outcome 

Appeal 
Held 
Y/N 

Business grounds for rejection (if 
rejected) see list in section 6.2.5.1. 
of policy 

     

     

     

     

     

     

     

     

Signed: 

Care Group General Manager/Clinical Director/Head of Department 

Printed name: 

Please retain this form for monitoring purposes. 

 


