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1. Introduction
1.1.

This policy and procedure extends to all employees of the Trust (agency workers do not
qualify) and complies with statutory legislation, and is consistent with Section 34 of the
Agenda for Change Terms and Conditions of Service Handbook. For the purpose of this
policy and procedure, the term ‘manager’ is used to cover any employee who has
responsibility for staff.

1.2.

The Employment Act, 2002 amended the Employment Rights Act 1996, to provide parents
with children under the age of six (or under eighteen in the case of a disabled child), the
right to request flexible working and placed a duty on employers to consider these requests
seriously. From April, 2007, this right to request was extended to carers of adults. From 6
April, 2009, the right to request flexible working was extended to parents of children aged
16 and under, a disabled child who is under 18 (and who is in receipt of disability living
allowance); or certain adults who require care. From 30th June 2014, the right to request
flexible working was extended to all employees.

1.3.

The Devon Partnership Trust values it staff and is therefore committed to providing a
balance between employees’ professional and personal lives. We are open to all clinical
and non-clinical roles being worked in a flexible way and flexible working arrangements can
be requested before employment commences and from day 1 of employment. We
recognises a variety of flexible working practices, which contribute to both the needs of
employees and the Trust. The desire for flexible working must, however, be balanced within
the need to provide a 24 hour service, 7 days a week, and therefore, should be read in
conjunction with the Trust’s Shift Working Protocol (Appendix C). Every effort will be made
to accommodate flexible working as far as is reasonably practical.

2. Purpose
2.1.

The aims and objectives of this policy are to:




Provide a culture that enables all employees to balance work requirements with outside
commitments.
To develop positive employment practices and benefits which promote equality of
opportunity in employment.
Provide a comprehensive range of employment practices to assist retention of existing
staff and encourage new recruitment.

3. Duties
3.1.

All staff have the right to request flexible working (except agency workers) Requests can be
made when a job is offered and from day one of employment with the Trust. Any requests
should be discussed informally with line managers before a formal request is made.

3.2.

Line managers must consider requests carefully in line with this policy taking into account
the needs of other team members and the wider requirements of the directorate.

4. Definitions
4.1.

The term flexible working covers flexibility in terms of the hours that are worked and the
location and includes the following (although this list is not exhaustive):
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Type of Flexible
Working

Definition

Annualised Hours

An annualised hour’s contract is similar to a normal contract
of employment except that instead of working a set number
of hours each week, the hours are expressed as the number
of hours to be worked in a year.

Agile Working

Employee uses part of her/his home as a workstation on an
ad-hoc or regular basis to complete a specific task or a
large part of their work.

Compressed Hours

Workers can cover their standard working hours in fewer
working days.

Fixed work patterns

By agreement, days off can be irregular to enable, for
example, separated parents to have access to their children
and flexible rostering

Flexible Retirement

Workers have the opportunity to request various options
leading up to their retirement This does not relate to working
after retirement. See the Retirement Policy HR57 for further
information.

Flexi-Time

Workers have the freedom to work in any way they choose
outside a set core of hours determined by the employer.

Part-time Working

Workers are contracted to work a pattern and number of
hours which is less than standard, basic, full-time hours.

Team Based Self
Rostering

Workers within a team nominate the shifts they would
prefer, leaving manager to complete shift patterns matching
their individual preferences (subject to service needs), while
covering all required shifts.

Term Time Working

A worker remains on a permanent contract but can work
during the school term but not during school holidays

Time Owing

Offers a framework by which the accrual and redemption of
time owing can be fairly and sensibly managed for the
benefit of the staff and the service.

Voluntary Reduced
Hours
Working Outside
Normal Hours

Workers reduce their standard, basic hours of work.
Workers work outside of the standard, basic, full time hours
of the organisation.

5. Principles
5.1.

The Trust recognises the need to develop a more flexible approach to work and allow
employees to balance work responsibilities with other aspects of their lives.

5.2.

All employees have the right to be accompanied and/or represented by a trade union
official or work place colleague (not acting in a legal capacity) at any or all of the stages of
the following procedure.

6. Eligibility
6.1.

In accordance with Section 34 of the Agenda for Change Terms and Conditions of Service
Handbook the Trust will offer all employees the right to request flexible working.
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6.2.

In addition to the Agenda for Change Handbook and local Trust Policy, the Flexible
Working Regulations 2002, updated in June 2014 gives all employees the right to request a
contract variation.

6.3.

We understand that situations change, employees are therefore able to make flexible
working requests at any time. The request will then be balanced with the needs of the
service.

6.4.

What changes can be requested by employees?




A change to the hours they work
A change to the times when they are required to work
Work from another location of the business or from home (see Agile Working Policy
HR54).

6.4.1. These changes will be covered by the flexible working patterns set out in Section 4.
7. Procedure
7.1.

The purpose of this procedure is to give Trust employees access to request a change in
their hours of working or the pattern of their work. A process and timescales flowchart can
be found in Appendix G.

7.2.

The law requires that all requests, including any appeals, must be considered and decided
on within a period of three months from first receipt, unless you agree to extend this period
with the employee.

7.3.

Before making a request, employees should read and consider the implications of the
Trust’s Shift Working Protocol (appendix C).

7.4.

If an employee wants to make a request for flexible working, they should complete a
‘Request Form for Flexible Working’ (see appendix B) and submit it to their manager.
Please note that all requests must be in writing. The manager should arrange a meeting
with the employee as soon as reasonably practicable and ideally within a period of 28 days
at which the request will be discussed. If employees require assistance in filling out their
forms they can seek support from their Line Manager, a member of the Workforce team, or
staff side representative.

7.5.

The manager will respond to the employee within a period of 14 days of the meeting using
the response forms at Appendix B, in which the request will either be accepted (any
compromise offered at the meeting should be confirmed) or the request will be rejected
together with an explanation for the rejection. If the request is accepted the date for the
new working arrangement is to be effective 28 days from the date the manager accepted
the request.

7.6.

If an employee is dissatisfied with the response from their manager they will have the right
to appeal within 14 days of receiving written confirmation of the decision (refer to point 8
below).

7.7.

All flexible working arrangements will be subject to an annual review or earlier where it can
be evidenced there is a service need to review before the twelve months anniversary of the
agreement. Any required changes should be mutually agreed and confirmed in writing,
where this is not possible a consultation process will be required.

7.8.

Areas of Consideration – When considering a request the manager will be required to
give a clear written explanation if the request is refused. This is likely to include:
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Additional cost to the department
Effect on patient care
Organising workload within available staffing levels
Possible impact on quality or performance
Ability/inability to find additional staff to cover the changes
Planned structural changes
Insufficiency of work during the periods the employee wishes to work

7.9.

Equality Act – Employers are required to consider flexible working options as part of their
duty to make reasonable adjustments for disabled staff and job applicants under the
Disability Discrimination Act, and employees returning from maternity leave.

7.10.

Trial Periods – It may be helpful to agree a trial period where the new working
arrangement is monitored before a permanent arrangement is agreed.

8. Appeals
8.1.

Applicants should be given a written reason for the refusal of any application.

8.2.

An employee may appeal against an unsuccessful flexible working application to their line
manager’s manager within 14 days of receiving written confirmation of the decision.

8.3.

An appeal meeting with the line manager’s manager and employee will need to be held
within 14 days of receiving the appeal letter.

8.4.

After the meeting has been held, an outcome letter must be sent within 14 days to notify
the employee of the outcome of the appeal using Form FWE, a copy of which should be
kept on file (Appendix B).

8.5.

There is then no further right of appeal.

9. Legislation
9.1.

Flexible working











Employment Rights Act 1996
Employment Act 2002, especially section 47
Employment Act 2002 (Commencement No.3 and Transitional and Saving Provisions)
Order 2002 (SI 2002/2866)
The Flexible Working (Eligibility, Complaints and Remedies) Regulations 2002 (SI
2002/3236)
The Flexible Working (Procedural Requirements) Regulations 2002 (SI 2002/3207)
ACAS (Flexible Working) Arbitration Scheme (England and Wales) Order 2003 (SI
2003/694)
The Flexible Working (Eligibility, Complaints and Remedies) (Amendment) Regulations
2006 (SI 2006/3314)
The Flexible Working (Eligibility, Complaints and Remedies) (Amendment) Regulations
2007 (SI 2007/1184)
The Flexible Working (Eligibility, Complaints and Remedies) (Amendment) (No. 2)
Regulations 2007, (SI 2007/2286)
The Flexible Working (Eligibility, Complaints and Remedies) (Amendment) Regulations
2009 (SI 2009/595) - applies to England Wales and Scotland.
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9.2.

Parental leave and time off for dependents





9.3.

The Flexible Working Regulations 2014 – (SI 2014/1398)

The Employment Rights Act 1996, as amended
The Maternity and Parental Leave etc Regulations 1999 (SI 1999/3312)
The Maternity and Parental Leave (Amendment) Regulations 2001 (SI 2001/4010)
The Maternity and Parental Leave etc and the Paternity and Adoption Leave
(Amendment) Regulations 2006 (SI 2006/2014).

Family friendly provisions generally


Work and Families Act 2006

10. Monitoring
10.1.

The HR Department will give consideration every 24 months regarding the need to review
the policy and procedure in conjunction with Staff Side representatives.

11. References
Agenda for Change Terms and Conditions of Service Handbook
CIPD, Employment Law FAQ, Flexible Working, 06 April, 2009
Personnel Today, Handling Flexible Working Requests, 23 April, 2009
Handling in a reasonable manner requests to work flexibly: an Acas guide – June 2014
We are the NHS: People Plan 2020/21
12. Acknowledgements
Staff side representatives
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Appendix A – Guideline Notes for Management and Staff
The law requires that all requests, including any appeals, must be considered and decided upon
within a period of three months from first receipt, unless you agree to extend this period with the
employee.
Where a manager agrees to a new working pattern, the manager should implement this within 28
days from the date the manager accepted the request.
The employee will have the ability to appeal within 14 days of being notified of the manager’s decision
and is designed to encourage both parties to reach a satisfactory outcome within the department.
An employee is eligible to apply for a flexible working pattern if they have worked with their employer
continuously for 26 weeks at the date the application is made.
An employee cannot make another application if they have made one within the last 12 months.
Employees can make one request per year. If an employee’s application is accepted it will constitute
a change to their terms and conditions of employment.
All flexible working arrangements will be subject to an annual review or earlier where it can be
evidenced there is a service need to review before the twelve months anniversary of the agreement.
This change may be subject to review, for example, job share arrangements may need to be changed
if one job share partner leaves. In some circumstances it may be appropriate to agree a temporary
arrangement. For example, if an employee returning from maternity leave or sick leave wishes to
work flexibly for a short period of time to facilitate their return.
A trial period is advisable to review how the flexible working arrangements may operate before a
permanent change is made.
When an application is unsuccessful the manager should provide specific information to explain why.
This must include a clear business reason (or reasons), which justifies why the working arrangement
cannot be accepted.
There may be occasions where the time limits within the procedure can be extended with the
agreement of both the manager and the employee. Making a record of the agreed variation will
always be good practice as otherwise misunderstandings may occur.
Other than that, the time limit will only be extended where the manger, who would be expected to
consider the application is absent because of annual leave or sick leave.
If an employee wishes to notify their manager that they wish to withdraw their application, they should
do so in writing. Where this is not forthcoming the manager should write seeking clarification that the
employee has withdrawn their application.
Applications may be submitted for any of the following flexible working arrangements, but staff should
consider the potential drawbacks of the particular arrangements requested when making an
application. Whilst these are the most commonly requested flexible working arrangements, staff are
at liberty to make an application for any others they consider might meet their individual
circumstances.
Managers should ensure that, where appropriate, flexible working arrangements comply with the
European Working Time Directive and the Trust’s Shift Working Protocol (Appendix C). Managers
should refer to HR35 Policy on Working Time Regulations.

8

There may be an occasion when a manager receives a request for flexible working which cannot be
granted due to a significant number of employees in the department already working flexibly. When
this happens it would be good practice to review all the flexible working arrangements in the
department.
Managers should meet with all relevant employees individually to see if a solution can be found – it
may be, for example that the employees will be willing to compromise in a way that enables you to
agree to more requests.
Annualised Hours
An annualised hours contract is similar to a normal contract of employment except that instead of
working a set number of hours each week, the hours are expressed as the number of hours to be
worked in a year. For example, traditionally a full time Staff Nurse is contracted to work 37.5 hours
per week, whereas a full time Staff Nurse on an annualised hours contract is contracted to work a
notional 1,955 hours in a year (exclusive of annual leave). Sample annualised hours and term time
working letters are attached as Appendices D and E respectively, together with an example Term
Time Working Calculation, Appendix F.
Annualised hours contracts are not temporary contracts. However, it may be appropriate to fill some
of them on a temporary basis.
Benefits
Annualised hours bring positive benefits to the organisation and the individual.











Staffing levels can be more easily matched with the fluctuations in workload over the course of
each year.
There is more flexibility in provision for extended shifts and 24 hour service.
Absenteeism can be reduced because employees take more responsibility for their own working
hours.
Use of bank and agency staff will be reduced.
Unforeseen additional staffing costs become less likely.
The ability to modify working patterns to suit personal circumstances.
Level salary payments each month even though hours worked may vary.
The opportunity to have blocks of time off in the quieter periods of the year;
Knowing personal rosters in advance.
Allows employees to be scheduled to work from 0 hours to a maximum of 48 hours per week.

Potential Drawbacks







Potential destabilising effect of change.
Alienating employees through failure to build support into the scheme.
Agreeing and calculating special duty payments and sickness pay.
Possible loss of earnings from extra hours working.
Being asked to change rostered hours at short notice.
Pressure put on caring responsibilities or other domestic activities during periods of longer
working.

Pay
Employees on annualised hour’s contracts are on the same salary scales as employees on standard
contracts. The salary and point is determined in accordance with Agenda for Change terms and
conditions and job evaluation process. Once agreed, a change of circumstance form should be
completed in the normal way. Upon receipt Employment Services will arrange to issue a new contract
of employment.
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Annual Leave
Employees on annualised hours contracts receive the same entitlement to annual leave and Bank
Holiday/Statutory holiday as employees on standard contracts, in accordance with the Agenda for
Change terms and conditions and on a pro rata basis.
Booking Time Off/Leave
Annual leave and requested time off should be booked in the normal way, taking into account working
pattern, which is outlined in the Trust’s Annual Leave Policy.
Managing Hours
It is the responsibility of the manager to monitor the hours being worked to ensure that they do not
fall or rise above a reasonable level. At the end of a year a debit or credit of 5% can be carried over.
For example, a full-time Staff Nurse (1,692 hours) can carry over up to 37.50 hours into a new
financial year.
Maternity Leave
Entitlement to maternity leave is as per the Trust’s Maternity Leave policy and procedure. It is the
same entitlement as employees on standard contracts.
Sickness
When an employee is sick, they will be credited with their notional weekly hours. They will, however,
be recorded in the normal way as sickness.
Terminating Employment
It is the responsibility of the manager to arrange for any hours over or under worked, to be shown
on a termination/change of circumstance form.
Royal Devon and Exeter Payroll Services will make the appropriate adjustments to pay. This
includes payment for hours that have been overworked and reclaiming monies from final pay for
hours under worked.
Record of Hours Worked
It is the responsibility of the employee to fill in the hours worked on a daily basis.
At the end of each week, this will be checked and signed by the manager. The information will be
collated on a monthly basis and individual work records provided for each employee.
Compressed Hours
Compressed hours can be defined as working time reorganised so that the same weekly basic hours
are worked, e.g. 4 or 4½ days: or 9 days out of 10 a fortnight.
Principles of Compressed Hours
The effect of working compressed hours is to increase the length of those days worked in order to
free up prime daytime or night time.
The manager must be satisfied that there is adequate cover, by appropriately skilled staff, so as not
to comprise service delivery, or health and safety of staff and/or patients.
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The other members of the department should not be subjected to any undue burden of work during
the absences of the employee who is working compressed hours.
The department should be consulted before agreement is given to working compressed hours.
It may be necessary to limit the number of employees absent at any one time. Care must be taken
not to contravene the Working Time Regulations. In addition, consideration must be given to security
and personal safety.
Work performed at unusual times without supervision should be monitored against pre set targets.
To avoid confusion or miscalculation, annual leave entitlement should be expressed in hours
rather than days for employees working compressed hours.
Flexible Retirement
Within the rules of the NHS Pension Scheme, there is a range of alternatives for people as they
approach retirement. In order to take Flexible Retirement an individual must terminate their
employment and the manager must complete a risk assessment form and follow a recruitment
process to fill the role if the post is still required. There is no right for the individual to return to work
in the same role on different hours following their retirement/termination.
The Department of Health has produced two booklets; guidance for managers and guidance for staff
regarding flexible retirement. If you are an employee considering flexible retirement or a manager
who has received a request for flexible retirement, please contact the Pensions Department for
copies of the booklets.
Flexi Time
Flexi-time allows employees greater freedom to balance work requirements with outside
commitments, whilst also providing longer periods of cover over the working week.
Employees can build up a debit or a credit of hours worked within each period.
Principles of Flexi-Time
Flexible working hours allow employees within set limits, to choose when to start and finish work,
provided they are present during certain core times. During a period of 4 working weeks, they must
work the total contracted hours.
There are periods of time at the beginning and end of each day, when the absence of employees is
accepted, as long as there is an accepted level of coverage overall (e.g. between 7.00am and
10.00am and 4.00pm and 7.00pm). Core times can be agreed locally with the manager.
By allowing a reduction in staffing levels in this way, it is likely to allow the workplace to be open for
longer if required (e.g. 7.00am until 7.00pm).
Hours of attendance must be recorded daily and verified by the departmental head/manager. They
must be added up at the end of each week and cumulatively over the 4 week period.
At the discretion of the manager, employees may carry any excess/deficits in the number of hours
they are required to work, but this has to be cleared every 3 months.
It is recommended that the hours carried over; do not exceed the equivalent of one working day per
4 week period.
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Benefits
Flexi-time brings positive benefits to the organisation and the individual.
 Eases disciplinary issues about lateness.
 Reduces absenteeism among employees who would rather take time off than report in late.
 Enables extension of hours.
 Improves recruitment and retention of employees.
 Gives some scope to match peak staffing with peak demand during the core hours of work.
 Being able to fit domestic commitments in around the start or the finish of the ordinary working
day.
 Being able to miss the worst of the rush hour.
 Choosing to work early or late when there are fewer interruptions.
 Being able to log extra hours worked and take them back later.
 Being able to consolidate credit hours into a half-day or day off.
Potential Drawbacks


Additional management time spent supervising the scheme and dealing with requests for time
off.



Ensuring that essential working times are covered



Employees may be working unsupervised during early or late times.



Competition to take popular times off.



Resentment if introducing flexi-time formalises practice, which may have worked well informally
before.

Control and Monitoring
To ensure that flexi-time is successful, it is essential that although the aim is to provide flexibility for
the workforce, the demands of the service must take preference over the personal needs of staff.
It must be closely monitored to avoid abuse. To avoid failure, the system must be based on trust.
Although a department may be encouraged to introduce flexi-time, it is advisable to set up a trial
scheme in the first instance and to regularly review with the staff.
Home Working
Home working can bring advantages both to the employee and to Devon Partnership NHS Trust. It
is accepted that not all jobs/ employees may be suitable for home working. Consequently, each
situation needs to be considered on its merits.


Agile working is the term used to describe how employees can work flexibly from any
location, whether it is from a Trust building, within the community and client sites or by
varying degrees of home working and regular hot-desking.



Agile working is about HOW (face to face, conference call, WebEx) and WHERE (office,
hot desk, home, other NHS/non-NHS site) we work.



As an agile worker, the workplace becomes the most appropriate place for an employee to
do their job at any given time; this could change from one day to the next.

For more detailed information about Agile Working please refer to policy HR54.
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Job Share
Job sharing shall be defined as a formal arrangement where 2 or more employees voluntarily share
the duties and responsibilities of one full time post.
Where requested, consideration must always be given as to the suitability of posts for job share. As
a rule all posts should be considered suitable, unless it is proven otherwise.
Principles of Job Share
The working arrangements and responsibilities for a particular job shall be determined and agreed
(in writing) by the departmental manager, in full consultation with the job sharers.
General terms and conditions applicable to full time employees shall apply to job sharers jointly.
Entitlements for which employees qualify by length of service (e.g. long service leave and maternity
leave), shall be calculated individually on a proportional basis according to the number of hours
worked.
The sharing of hours does not necessarily have to be evenly divided, but sharers must be capable
of undertaking all the duties of the job description.
The job sharers must be compatible. They should be encouraged to identify the potential problems
and how they may be resolved as well as the benefits of the arrangement.
The job sharers must agree how they will communicate with each other and how often. Some kind
of overlap may be required to ensure continuity of service and care.
A job share should only be agreed when all details have been discussed and agreed by all parties
involved. A written agreement between the manager and the job sharers is advisable to avoid
confusion/problems in the future.
Benefits
Job sharing brings positive benefits to the organisation and the individual.









Allows recruitment and retention of skilled, experienced employees who may not be available
for or willing to do full time work.
Reduction in Labour Turnover - a satisfied worker is likely to be a committed worker.
Greater flexibility during peak demand periods.
Greater continuity - less absence for domestic reasons and the impact of absence due to
sickness is halved.
Two people bring a wider range of views, ideas and skills to the post.
A way of easing people back into employment or out into full retirement.
Individuals are committed because they do not want to let their job share partner down.
People working reduced hours are likely to be fresher, more energetic and creative in the hours
they are working.

Pay
The salary for each job sharer shall be the minimum of the grade or where applicable, in accordance
with the usual starting formulae; and then calculated as a proportion based on the number of hours
worked by that person. It is therefore possible that job sharers sharing the same post and working
the same number of hours, will not receive the same salary.
Overtime
13

Payment at the appropriate enhanced overtime rates will normally be made to the individual where
additional hours are worked in excess of the post’s full time hours (not the individual job sharers
normal contracted hours). However, it should be noted that where appropriate time off in lieu will be
granted instead.
NHS Pension Scheme
Although job sharers have the same entitlement as full time employees, it is advisable for them to
check the effects on their pension entitlement before committing to working fewer hours than the
normal working week.
Annual Leave
Entitlement to annual leave (including Bank Holidays) shall be proportionate to the number of hours
worked in relation to the normal working week. Where possible, job sharers should be encouraged
to take annual leave at different times, but there are no formal restrictions relating to this.
When one Partner Leaves
When an existing partner leaves, the remaining partner will be offered the post on a full-time basis
either as a temporary or permanent arrangement. If this is not acceptable the post for the second
partner should be advertised.
Sharers should on no account be expected to find their own partners. It is however good practice
for them to be consulted throughout the recruitment process.
If a second partner cannot be recruited the job share arrangement may be discontinued. This may
involve ultimately transferring the existing partner to a part-time position elsewhere on a
commensurate grade.
Part Time Working
Part time working is fairly self-explanatory, as a situation where a worker is contracted to work less
than full time hours on a permanent basis.
Main Principles
Before an agreement with an employee for part-time working can be finalised, the following points
need to be considered:







How many hours per week are required for the post?
If part-time work is agreed, how will the remainder of the hours/work be covered?
How should the hours be worked (each day and week)?
What happens if additional hours are required? Is payment made or time off in lieu given?
Does the agreement require flexibility in terms of hours/days worked?
Are there any special overlaps required between the part-time worker and others (team
meetings/handovers)?

Impact on Pay and Benefits
Salary and all pay related benefits are reduced pro-rata to the full-time entitlement e.g.:





Salary increases
Pension
Redundancy pay
Holidays and Special leave/pay
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Sick pay and Maternity pay.

Team Based Self Rostering
Team-based self rostering involves a basic shift in the way in which people think about work.
Conventional rostering represents a job as something that is done each day, with staffing levels and
skill mix required at any time in the day, then giving staff the ability to schedule their working day
collectively to meet these requirements.
The aim is that people have more flexibility to plan their work around other commitments and
responsibilities, whilst fulfilling the needs of the service. The effect is that even those who do not
take up this flexibility will feel differently about their role because of the greater control they have
been given. Team-based self rostering can spark fundamental changes in the way that teams cooperate together and reflect on their work.
Managers should monitor the process for team based self rostering, ensuring that it is a fair equitable
system.
Benefits
Team-based self rostering brings positive benefits to the organisation and the individual.

















Defuses conflicts and tensions over shift allocation.
Enables a better match between staffing levels and delivery of care.
Encourages development of a stronger team spirit.
The setting up process enables a review of the employee resources/care needs.
Opens the way for new care initiatives such as evening and weekend clinics.
Improves retention.
Reduces reliance on bank and agency staff.
More control over the scheduling of their own working lives.
A stronger voice in the planning of team activity.
Previously unrecorded extra time at work is noted and carried forward in a “time bank”.
Linking start and finish times more effectively to travel arrangements.
Linking start and finish times to domestic commitments.
Opting for fewer longer shifts where appropriate (within the requirements of the Working Time
Directive).
Attending appointments without losing a whole shift.
More discretion to be at work for significant events in patient care.
Line managers are spared the pressures of allocating shifts to staff.

Potential Drawbacks







Assessment of required staffing levels and skill mix can expose shortages.
Existing management culture may be challenged by control of rostering being devolved to staff.
For some employees, fixed and unvarying shift patterns are necessary because of existing
arrangements for travel, child care, etc.
There may be issues around unsociable hours working.
Where there are shortages of key employees, flexibility can be restricted.
Selfish behaviour and pressure from other employees in agreeing shift times.

Term Time Working
In some areas, it may be possible to consider employing staff on a term time basis. This will allow
individuals time off during school holidays to look after their children.
15

Principles of Term Time Working
The employee remains on a permanent full or part time contract that gives a right to (unpaid) leave
of absence during school holidays.
Annual leave entitlement will be the same as for other employees, but leave must be included as
part of the term time breaks.
School holidays total approximately 13 weeks in a year and are much longer than annual leave
allowances. Having taken the full annual leave entitlement during school holidays, there remains a
potential for 8 or 9 weeks unpaid leave to cover all the remaining school holidays.
The manager must be satisfied that adequate cover, by appropriately skilled staff, is available to
ensure service delivery is not impaired during school holiday periods.
The other members of the department should not be subjected to an undue burden of work during
the absences of the employee who is working term time only. The department should be consulted
before agreement is given to term time working.
Any staff employed under this scheme will be paid in 12 equal parts.
The calculations for adjusting salaries to term time working is complicated. Royal Devon and Exeter
Payroll Services are fully conversant with the financial implications and will advise individuals as
necessary.
Time Owing
The Trust acknowledges that on occasion the demands of the service will require that employees
will have to work extended hours of duty for which they will accrue time owing.
Therefore the Trust has a Time Owing policy which offers a framework by which the accrual and
redemption of time owing can be fairly and sensibly managed for the benefit of the staff and the
service.
It is the responsibility of the local manager to ensure that time owing is kept to a minimum and that,
wherever possible, staff are able to complete their span of duty at the correct time.
For more detailed information about Time Owing please refer to policy HR41.
Voluntary Reduced Hours
This is where the employee works reduced hours for an agreed and defined period at a pro rata
reduced salary with a guarantee that they can return to full time working when that period ends.
Main Principles of Voluntary Reduced Hours
The number of hours to be worked, the times at which they are to be worked and the impact on
annual leave provision must be clearly planned at the outset, as must the date normal working is to
be resumed.
Before offering voluntary reduced hours to employees, parameters need to be set that meet the
needs of the Trust whilst still offering worthwhile flexibility to individual employees.
Benefits
Voluntary reduced hours bring positive benefits to the organisation and the individual.
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Can be used as a good opportunity to review working practices and how we deliver services.
Seen as a flexible employer.
Achieving a balance between work and other aspects of life.
Ability to continue working and earning a living.
Keeps skills up to date.
Continuity of staying with the same employer, with same terms and conditions.

Potential Drawbacks









Friction between full and part-time employees.
Communication needs to be ensured so that part time staff are involved.
Additional administration costs.
Additional other costs, e.g. uniforms; other benefits.
Resisting pressures from others to work longer hours than agreed.
Keeping up to date including training.
Managing working relationships especially with full time employees.
Possible impact on pension.

NHS Pension Scheme
It is advisable for an employee to check the effects on their pension entitlement before committing
to working fewer hours than the normal working week.
Working Outside Normal Hours
Such an arrangement is dependant upon there being an operational need for work outside normal
hours and there being no adverse effect on service delivery at times an employee is absent during
normal working hours.
Main Principles of Working Outside Normal Hours
Managers need to consider the appropriateness of paying ‘premium rates’. There may be an
existing, or new, business need for work to take place at such times.
Care should be taken to ensure that excessive working at ‘quiet periods’ does not lead to feelings of
isolation in the individual undertaking work outside of normal hours.
Work performed at unusual times without supervision needs to be monitored against mutually agreed
pre set targets.
The manager must be satisfied that there is adequate cover, by suitably skilled staff, to provide the
appropriate level of service.
The other members of the department should not be subjected to any undue burden of work during
the absences of the employee who is working outside normal hours.
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Appendix B – Application & Response Forms

FLEXIBLE WORKING POLICY
APPLICATION & RESPONSE FORMS
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Flexible Working Application (FWA)

Note to the Employee
You can use this form to make an application to work flexibly. You should note that it may take
up to 3 months from receiving a request to deciding upon the outcome. You should therefore
ensure that you submit your application to your manager well in advance of the date you wish the
request to take effect.
It will help us to consider your request if you provide as much information as you can about your
desired working pattern. It is important that you complete all the questions as otherwise your
application may not be valid. When completing sections 3 & 4, think about what effect your
change in working pattern will have on both the work that you do and on your colleagues. Once
you have completed the form, you should immediately forward it on to your manager (you might
want to keep a copy for your own records). Your manager will then meet with you as soon as
reasonably practicable to discuss your request. If the request is granted, this will constitute a
change to your terms and conditions and will be reviewed in twelve months time or sooner if
service need dictates.

Note to the Manager
This is a formal application for flexible working and the duty on employers is to consider
applications seriously. You should meet with the employee as soon as reasonably practicable
and ideally within 28 days of receipt of this application in which to discuss their request. You
should confirm receipt of this application using the attached confirmation slip.
Forms FWB to FWE have been provided for you to respond to this application.

1. Personal Details
Employee
Name:

Assignment No :

Job Title:

Manager’s Name:

To the Manager
I would like to apply to work a flexible working pattern that is different to my current working
pattern and I confirm I meet the criteria as follows:




I have worked continuously as an employee of the Trust for the last 26 weeks.
I have not made a formal request to work flexibly during the past 12 months.
If approved, I accept that this arrangement will be reviewed in twelve months time or sooner if
service need dictates.
2a. Describe your current working pattern (days/hours/times worked):

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

(Continue on a separate sheet if necessary)
2c. I would like this working pattern to commence from:

Date:

3. Impact of the new working pattern
I believe this change in my working pattern will affect my employer and colleagues as follows:

4. Accommodating the new working pattern
I believe the effect on my employer and colleagues can be dealt with as follows:


Manager - Cut this slip off and return it to your employee in order to confirm your receipt of their
application.

Dear:

(Employee)

I confirm that I received your request to change your working pattern on:
I shall be arranging a meeting to discuss your application as soon as possible.
From:

(Manager)

Date:

Flexible Working Application Acceptance Form (FWB)

Note to the Manager
You must write to your employee within 14 days following the meeting with your decision. This form
can be completed when accepting an application to work flexibly. If you cannot accommodate the
requested working pattern you may still wish to explore alternatives to find a working pattern
suitable to you both.
The Improving Working Lives Toolkit provides information on issues that you might want to
consider.

Please note that form FWC: Application Rejection Form should be used if the employee’s
working pattern cannot be changed, and no other suitable alternative can be found.

Dear:

(Employee)

Assignment No:

Following receipt of your application and our meeting on:

Date:

I have considered your request for a new flexible working pattern.
 I am pleased to confirm that I am able to accommodate your application.
 I am unable to accommodate your original request. However, I am able to offer the alternative
pattern which we have discussed and you agreed would be suitable to you.
Your new working pattern will be as follows:

Your new working arrangements will begin within 28 days
from the date of this acceptance, i.e. from:
Date:

Note to the Employee
Please note that the change in your working pattern will be a permanent change to your terms and
conditions of employment and you have no right in law to revert back to your previous working
pattern, however, the arrangement will be reviewed in twelve months time or sooner if necessary,
to consider whether the change continues to meet the needs of the service.

If you have any questions on the information provided on this form please contact me to
discuss them as soon as possible.
Manager
Name:

Date:

Signature:

Job Title:

Please send a copy of this signed form to the HR Connect Team dpn-tr.hrconnect@nhs.net
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Flexible Working Application Rejection Form (FWC)

Note to the Manager
You must write to your employee within 14 days following the meeting with your decision. This form
can be completed when declining an application. Before completing this form you must ensure that
full consideration has been given to the application. You must state the business ground(s) as to
why you are unable to agree to a new working pattern and the reasons why the ground(s) applies
in the circumstances

Dear:

(Employee)

Assignment No:

Following receipt of your application and our meeting on:

Date:

I have considered your request for a new flexible working pattern.
I am sorry but I am unable to accommodate your request for the following business ground(s):

The grounds apply in the circumstances because:

(You should explain why other work patterns you may have discussed at the meeting are also
inappropriate. Please continue on a blank sheet if necessary).

Manager Name:

Date:

Signature:

Job Title:
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If you are unhappy with the decision you may appeal against it. Details of the appeal
procedure are set out below.
The Appeal Process
To the Employee:
If your manager turns down your request for flexible working, you have the right to appeal against
the decision. If you wish to appeal, you must write to your manager’s line manager, setting out the
grounds for your appeal, within 14 days after receiving written notice of your manager’s decision.
Form FWD has been provided for you to appeal against the decision.
To the Manager
If you reject your employee’s request for flexible working, your employee has the right to appeal
against your decision to your line manager.
If your employee appeals against your decision to refuse a request for flexible working, your line
manager must arrange a meeting with your employee to discuss the appeal within 14 days after
receiving the appeal letter/form.
After the meeting has been held, they must write to your employee within 14 days to notify them of
the outcome of the appeal using Form FWE a copy of which will be provided for your files.
Manager - Now return this form to your employee and keep a copy for the individual’s personal file
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Flexible Working Appeal Form (FWD)

Note to the Employee
If your application has been refused, you may appeal against your manager’s decision to your
manager’s line manager. You can use this form to make your appeal. You should set out the
grounds on which you are appealing, and do so within 14 days of receiving written notice that your
application for flexible working has been turned down.

Note to the Manager’s Line Manager
This is a formal appeal against the rejection to apply for flexible working. You have 14 days
following receipt of this form in which to arrange a meeting with your employee to discuss their
appeal. You should be accompanied at the appeal by an officer from the Human Resources
department.
Form FWE Flexible Working Appeal Reply Form, to use when responding to this appeal, has been
provided.

Dear:

(Manager’s Line Manager)

I wish to appeal against the decision to refuse my application for flexible working. I am appealing
on the following grounds:

Employee Name:

Date:

Signature:

Job Title:

Now return this form to your manager. (You may wish to keep a copy for your own records).


Manager’s Line Manager –Please cut this slip off and return it to your employee in order to confirm
your receipt of their application.

Dear:

(Employee)

I confirm that I received your appeal request on:

Date:

I shall be arranging a meeting to discuss your appeal within 14 days following this date.
(Manager’s Line Manager)

From:
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Flexible Working Appeal Reply Form (FWE)
Note to the Manager’s Line Manager
You may complete this form when replying to an appeal that an application to work flexibly has not
been properly considered. You must return this form to your employee, giving notice of your
decision, within 14 days after the meeting at which you both discussed the appeal. If you decide to
turn down the appeal, you must state the grounds for your refusal.

Dear

:

(Employee) Assignment No:

Following our meeting on:

Date:

I have considered your appeal against the decision to refuse your application for a new flexible
working pattern.
I accept your appeal against the decision. I am therefore able to accommodate your original
request to change your working pattern as follows:

Your new working arrangements will begin within 28 days.
from the date of this acceptance, i.e. from:

Date:

Please send a copy of this signed form to the HR Connect Team dpn-tr.hrconnect@nhs.net

Note to the Employee
Please note that the change in your working pattern will be a permanent change to your terms and
conditions of employment and you have no right in law to revert back to your previous working
pattern, however, the arrangement will be reviewed in twelve months time or sooner if necessary,
to consider whether the change continues to meet the needs of the service.

I am sorry but I must reject your appeal for the following ground(s):

The ground(s) apply because:

(please continue on a separate sheet if necessary).
This decision is final and there is no further right to appeal.
Manager’s Line Manager:
Name:

Date:

Signature:

Job Title:

Manager’s Line Manager – Please return this form to your employee and keep a copy for the
individual’s personal file
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Appendix C – Shift Working Protocol

Shift Working Protocol
Introduction
This Trust is committed to implementing shift roster times that are fully compliant with EWTD and
WTD regulations and guidance.
Employees who work long hours or outside of normal hours on shifts may be at a greater risk of
illness or stress. Evidence clearly shows that staff who work long hours are likely to make mistakes
that contribute to causing harm to clients we care for.
The purpose of this protocol is to highlight these risks and outline steps that should be considered
in supporting the workforce and managers to adopt good working hours practices.
The purpose of this document therefore is to support the ongoing health and well being of the
workforce and to ensure ongoing patient safety. It also confirms the trust position, as below, on the
approach to working long hours or outside of normal hours on shifts to be adopted.
Whilst recognising that all staff have the opportunity to request various working patterns, under the
flexible working policy, in considering these due account should be taken of any health & safety
considerations highlighted within this document.
Consideration will be given to any evidenced caring responsibilities and/or medical restrictions as
advised by occupational health and the support mechanisms available to the individual to assist with
these responsibilities/restrictions. Managers should be able to demonstrate their rationale for their
decision, if required, to the Workforce Business Partner and/or staff side respecting the need for
confidentiality. Any pre-existing formal or informal flexible working arrangements in place will be
considered equally.
Legal/Trust Position
Devon Partnership NHS Trust does not encourage staff working long days except in exceptional
circumstances (where cover may be required for individual shifts and this should not be for extended
periods of time), This position supported by the Director of Nursing, Head of Nursing and Modern
Matrons is that long days are not the preferred way of working on the grounds of quality and safety,:




Evidence shows that the rate of errors increases with each hour over 8 hrs worked
Long days reduce the time during handover periods when clinical risk assessment and
management plans can be reviewed and patient care discussed
Long days reduce the time during handover periods for training, supervision and team
meetings.

Pending a review to be commissioned by the Director of Nursing on long day working, all staff who
currently have a formal agreement to work long days will be allowed to continue on the understanding
that the shifts worked become compliant, e.g. shifts do not exceed 12 hours worked and have the
required 1 hour break = shift total time is 13 hours.
Until further notice, all applications made will be reviewed on a case by case basis.
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Planning and Organising Work
The Working Time Regulations 1998 are important when considering planning and organising work
within or outside of normal working hours as they require employees to have regular breaks,
uninterrupted periods off work and regular holidays.
Employers do have a duty under health and safety law to ensure that employees' welfare, safety and
health are protected. This duty includes ensuring that risks, including fatigue, stress and inadequate
emergency arrangements, are assessed and adequately controlled, and that work activities are
properly organised and planned.
The risk assessment should identify who may be harmed and how, and what control measures are
needed to either eliminate or reduce the risk, with timescales for action. The risk assessment should
consider the needs of any vulnerable people, such as young or disabled employees, and new and
expectant mothers. A risk assessment is not a “read only” document — it must be a living document
that is regularly reviewed.
The Trust’s position in terms of the duration of any particular shifts is that we would not encourage
members of the workforce working Day time shifts that extend beyond 8 hours (except in exceptional
circumstances), or night shifts beyond 11 hours. It is expected that breaks are taken during these
shifts and not at the end of the end of the shift due to the impact on handovers etc. (except in
exceptional circumstances).
In addition, we would not encourage members of the workforce undertaking permanent night shifts.
Regular reviews should be undertaken with all staff to consider the impact of their working hours on
patient safety, their own health and wellbeing and the impact on other team members. Following
review it may be necessary to consider modifying the working patterns to address any concerns
identified.
The following information provides some background which has informed the trust position above
and provides some further guidance and identifies some of the control measures that may be also
necessary.
Background/ Key Issues
Research has shown that there can be undesirable consequences for those working long hours
and/or shifts, particularly night and early morning shifts. These include disruption of the internal body
clock, sleeping difficulties and fatigue, which in turn can affect performance, increase the likelihood
of errors and accidents at work and may affect health and well-being in the long-term.
Sleep disturbances can lead to a ‘sleep debt’ and fatigue. Night workers are particularly at risk of
fatigue because their day sleep is often lighter, shorter and more easily disturbed because of daytime
noise and a natural reluctance to sleep during daylight.
Fatigue is generally considered to be a decline in mental and/or physical performance that results
from prolonged exertion, sleep loss and/or disruption of the internal clock. It is also related to
workload; in that workers are more easily fatigued if their work is machine-paced, complex or
monotonous.
If workers are fatigued, they will be less alert, their reaction time will be slower, they will find it less
easy to concentrate and may make ill-judged decisions. As a result they may make more errors,
which can lead to accidents and injuries.
It is important not to underestimate the risks of fatigue. For example, the incidence of accidents and
injuries has been found to be higher on night shifts, after a succession of shifts, when shifts are long
and when there are inadequate breaks. Fatigue has also been implicated in 20% of accidents on
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major roads. It has been identified as a contributory factor in many major incidents including
Challenger, Chernobyl, Clapham Junction and Exxon Valdez and is said to cost the UK £115 - £240
million per year in terms of work accidents alone.
Research also suggests specific problems are encountered with working long hours or shifts and
these include: -

tiredness, insomnia, irritability, forgetfulness, fatigue, prone to mistakes or accidents
and in some cases these can lead to greater work, family and/or health problems.

If unrecognised or unaddressed, these problems could, for example, result in bad decision making
which impacts on patient care, poor relationships in work or at home leading to poor team working
or family problems and overtime may result in poor health.
Reducing the risks associated with shift work and fatigue can improve the health and safety of
workers and may also financially benefit business and society in general by reducing sickness,
injuries and accidents, and by increasing work efficiency and product quality.
Planning/Shift Design
Employers and managers should take the following steps to plan the work.


















Plan an appropriate workload and regularly discuss with workers whether they are coping
Plan a varied workload to keep the employees' interest.
Ensure that employees who are working longer hours are adequately trained and are given
the time to attend training.
Build in time at the start and end of each shift for an adequate handover.
Ensure that emergency procedures are in place so employees know how to obtain first aid
and can react appropriately if the fire alarm sounds. A mobile phone may need to be provided
for lone workers.
Ensure employees are adequately supervised; this may need to be increased during times
when employees are at greatest risk of concentration lapses.
Rotate shifts on a regular basis or offer a choice of permanent or rotating shifts to suit the
employee's preferences and try to avoid permanent night shifts.
Either rotate shifts every 2-3 days or every 3-4 weeks - otherwise adopt forward rotating
shifts.
Avoid early morning starts and try to fit shift times in with the availability of public transport.
Limit shifts to 11 hours including overtime, or to 8-11 hours if they are night shifts and/or the
work is demanding, monotonous, dangerous and/or safety critical.
Encourage workers to take regular breaks and allow some choice as to when they are taken.
Limit the number of consecutive workdays and restrict the length of long shifts.
Limit consecutive work days to a maximum of 5 - 7 days and restrict long shifts, night shifts
and early morning shifts to 2-3 consecutive shifts.
Allow 2 nights full sleep when switching from day to night shifts and vice versa.
Build in regular weekends and holidays, and ensure employees get regular rest periods and
can sleep for at least two consecutive nights.
Provide adjustable furniture and workstation assessments.

Environment
Employers should provide an appropriate environment for employees to work in so they feel valued.
This could be achieved by:





providing the same facilities after hours as in the daytime such as tea and coffee, energy
drinks and healthy food
providing adequate first aid facilities
providing portable or mobile phones to employees
providing areas for employees to take breaks in comfort
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ensuring the workplace temperature is right for the environment and adjustable
ensuring that the workplace and the surrounding area is well lit providing CCTV of outside
areas where possible
ensuring the workplace is secure by providing lockable doors, security and extra patrols.

Helping the employee
Employers need to be aware that employees are not always able to assess how tired they are. A
responsible employer will help employees to recognise the symptoms of fatigue, as well as trying to
prevent it in the first place. This help could be provided in the following ways.














Discourage employees from taking second jobs.
Encourage employees to tell their doctors if they are working on shifts.
Provide information on the risks of shift and out of hours work to employees.
Ensure that those who manage people who are working shifts and out of hours can monitor
and recognise/address problems.
Encourage employees to use public transport rather than driving, as this may help prevent
road accidents.
Ensure parking area is well lit and secure.
Plan shift so public transport can be used.
Help employees identify a suitable sleep schedule and give them information and guidance
on how to manage sleep and the sleeping environment.
Provide health assessments.
Use the HSE's stress management standards.
Encourage healthy eating.
Encourage employees to take moderate exercise to increase alertness and general fitness.
Encourage employees to interact with each other.

By assessing risks and putting in control measures, employers can control the risks associated with
fatigue and out of hours working.
Further Information
The HSE has guidance on managing shift work which is available on their website. It has also
developed a fatigue index calculator which is available on its website to help businesses and
managers assess the risk to employees of working shifts.
For further information please speak with your Workforce Business Partner or the Health and Safety
Manager.

Revised March, 2012
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Appendix D – Annualised Contract

Wonford House Hospital
Dryden Road
Wonford
Exeter
EX2 5AF
Tel: 01392 663915
Fax: 01392 663914
Name
Address
Address
Address

Ref: LJR/ Ref
Date

Dear Salutation
Re: Annualised Contract
Following the recent discussions that have taken place with Name
regarding your proposed
annualised Contract with effect from Date
I confirm that you will be working the following
hours and weeks:
Term time – Number hours per week for 39 weeks =
Number hours
plus during School Holidays - Number hours per week for 13 weeks = Number hours
Total per annum: Number hours
Therefore your employment will be:

Annual leave will be 0.0% wte

Hrs per annum
37.5 hrs per week x 52 weeks

= 0.00% wte

x days annual leave pa entitlement days = Number days

Plus bank holidays 0.0% wte x 8 days = Number days
Less bank holidays actually worked
= 0 days
Total annual leave & bank holidays: Number days (x Full time hrs per day Number hours)
Please note that if annual leave is taken on a bank holiday then this must be deducted from this
total.
I therefore enclose 2 copies of a Contract of Employment confirming this arrangement from the
above date. I should be grateful if you would please sign both copies, returning one copy to me at
Wonford House Hospital and retaining the second copy for your own information.
Please note that your Manager will let you have a copy of your job description which should be
attached to your Contract.
In the meantime should you have any queries regarding this arrangement please do not hesitate to
contact me.
Yours sincerely

Copy to: Name
30

Appendix E – Term Time Working Contract

Wonford House Hospital
Dryden Road
Wonford
EX2 5AF
Tel: 01392 Number
Fax: 01392 663915
Name
Address
Address
Address
Ref: Initials
Dear Salutation
Re: Term Time Working Contract
I confirm that following the recent discussions that have taken place with Name
regarding
your proposed Term Time Working Contract you will be working Number hours per week for
39 weeks with effect from Date
. You will not be required to work during school holidays,
half term or on bank holidays. Entitlement to bank holiday pay will be pro rata, depending on the
hours that you work.
Your annual leave entitlement must be taken during school holidays as you are not permitted to
take holidays during scheduled working periods.
You will be paid in equal amounts monthly based on your weekly term time only hours amounting
to Number per week (your actual working hours for the year including annual leave and bank
holiday entitlement divided by 52 weeks).
Dates of school terms and holidays should be agreed at the end of each academic year, i.e. In July
for the following 12 months.
I therefore enclose 2 copies of a Contract of Employment confirming this arrangement from the
above date. I should be grateful if you would please sign both copies, returning one copy to
Employment Services at Wonford House Hospital and retaining the second copy for your own
information.
Please note that your Manager will let you have a copy of your job description which should be
attached to your Contract.
If you have any queries regarding this arrangement please discuss with your manager in the first
instance.
Yours sincerely
Name

Copy to: Manager
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Appendix F – Term Time Working Calculation

Term Time Working Calculation
Please refer to the Annual Leave and Bank Holiday tables in Trust Policy HR51 Annual Leave to
establish entitlements.
Full time hours per week x weeks per year + annual leave and bank holidays = XX hours per
annum (which is your factor to calculate pay against i.e. the full time equivalent factor).
e.g.
37.5 x 52.143 =

1955.36

Plus hours per annum annual leave entitlement, e.g.: =
Plus hours per annum bank holiday entitlement =

247.50

60.00

Total = 2262.86 (Factor)
Therefore there will be a different factor for each leave entitlement Based on length of service.
For each individual you calculate actual hours worked per week x number of relevant academic
weeks per year
e.g. 37.5 x 39 = 1462.5 (Hours);
To calculate the pro rata salary which includes annual leave entitlement etc. you take the actual
hours / factor
e.g. 1462.5 / 2262.86 x full time salary = pro rata salary including annual leave and bank holidays;
To calculate the number of hours to be paid per week, take the total hours / 52.143 weeks (this
does not include annual leave entitlements)
e.g. 1462.5 / 52.143 = 28.05 (this figure is to be entered in the letter and contract)

A new Term Time Working Contract should be issued for all term time working. For existing staff
the manager must contact Employment Services and complete a change of circumstance form
confirming the new term time arrangements, e.g. number of academic weeks, length of service (for
annual leave purposes) and number of hours worked per week during term time. This will enable
the Employment Services team to prepare the contract documentation.

Revised - January 2013
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Appendix G – Flexible Working Process and Timescales
Flexible Working Process and Timescales

Employee submits a flexible working request

Manager to arrange a meeting with the employee as soon as reasonably practicable and
ideally within 28 days of receipt of the letter.

Following the meeting an outcome letter must be sent to the employee within 14 days.
Was the flexible working request agreed?
No
Employee has the right to appeal
within 14 days of the receipt of the
outcome letter. Has the employee
appealed against their line
manager’s decision?

Yes
New arrangements to begin within 28 days
Send a copy of signed Acceptance form to the HR
Connect Team dpn-tr.hrconnect@nhs.net
No
No further action required.

Yes
Line manager’s Manager needs to
arrange a meeting with employee to
discuss the appeal within 14 days of
receiving the appeal letter/form.
After the meeting has been held, they
must write to your employee within
14 days to notify them of the
Outcome
be sent
outcomeof
ofthe
the appeal
appeal to
using
Formin
writing
the employee
FWEtoa copy
of which within
will be14
provided
fordecision
your files.
days.
Has the
been
overturned ?

Yes

New arrangements to begin within 28 days
Send a copy of signed Acceptance form to
the HR Connect Team dpntr.hrconnect@nhs.net

No
Please note that all requests,
including any appeals, must be
considered and decided on within a
period of three months from first
receipt, unless you agree to extend
this period with the employee.

No further action required, no further
right of appeal.
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