[image: ]














Wallsend Jubilee Primary School
Flexible Working Policy
	Governance
	

	Version
	1

	Policy Officer
	School Business Manager

	Adoptive Date
	

	Readopted Date
	

	Next Review date
	

	Statutory
	



Version History Log


	Version 1
	Description of Change
	Date/Author

	
	
	

	
	
	



[bookmark: _dufyw898udan]Section One – Flexible Working Policy
[bookmark: _3n0jw71b8zm0]1. Introduction
This policy & procedure sets out the approach to handling requests for flexible working from employees who, in accordance with the Employment Rights Act 1996 and the Employment Act 2002, work under a contract of employment with a school employer.
We believe that the document offers clear and transparent guidance to ensure fairness in assessing requests from qualifying employees who wish a contract variation to enable more flexible working arrangements[1].
We also recognise that some requests for flexible working may be dealt with more appropriately by alternative policies and procedures such as our leave of absence or sickness policies and procedures. Employees should therefore initially seek advice from their line manager as to the most appropriate route to ensure their request for flexible working can be considered.
 
[bookmark: _3nky9xs1qbwt]2. Legal Framework
In compiling this document, we have ensured compliance with all statutory requirements, as well as best practice as contained within the ACAS flexible working code of practice.
The current legal framework provides an entitlement for all employees to formally request, on up to 2 occasions in any twelve month period, a variation to their employment contract. Where a request is made then it must be concluded within 2 months of the date the request was made.
 
[bookmark: _snq1sipxrq98]3. Options For Flexible Working
ACAS guidance lists a number of options for flexible working and though we recognise this is not an exhaustive list, we believe it is helpful in allowing staff to understand the flexibilities available, subject to the needs of school.
Common kinds of flexible working include:
§  Part-time working – example could include employees starting work later and finish early in order to take care of children after school,
§  Flexi-time – example could include employees required to work within essential periods but outside these 'core times' they often get flexibility in how they work their hours,
§  Job-sharing – typical example would be two employees who share the work normally done by one employee,
§  Working from home – examples of using new technology, makes communication with office and customers possible, via telephone, fax and email from home, car, or other remote locations,
§  Term-time working – example of where an employee on a permanent contract takes paid and/or unpaid leave during school holidays,
§  Staggered hours – example could include employees in the same workplace having different start, finish, and break times – often as a way of covering longer opening hours as part of the extended school’s agenda,
§  Annual hours – example of calculating the hours an employee works over a whole year. The annual hours are usually split into 'set shifts' and 'reserve shifts' which are worked as the demand dictates,
§  Compressed working hours - example of such working practice would be where employees work their total agreed hours over fewer working days – such as a five-day working week is compressed into four days,
§  Shift-working – examples of this practice are more common where opening hours are over an extended period requiring more than one shift,
§  Flexible/phased retirement -  allows the employee the opportunity, in some circumstances and with the employer’s consent, to access part/all of their pension as part of a reduction in hours. This will mitigate against loss of income from a reduction in annual salary,
 
[bookmark: _doag7uou8kn0]4. Business Justification
Any request from an employee under this policy requesting flexible working will be supported in principle and approved, except where to do so would have significant detrimental impact upon the effective running of  school and/or service delivery. It is therefore important for the employee to work with school to minimise this impact as where agreement cannot be reached then the request may be declined. Where a request is declined then this must be evidenced – examples may include evidence of one or more of the following:
·         Inability to meet curriculum & logistical needs of service – examples may include evidence of disruption to time limited projects or disruption to pupil learning or delivery of IEP’s, etc,
·         Inability to re-organise work amongst existing staff – examples may include a proposed change having a direct impact on other staff working arrangements or could be of a specialist nature that cannot be covered from existing staff,
·         Inability to recruit additional staff – example may include where attempts to recruit to specialist subject or knowledge-based post or short-term temporary arrangements have been unsuccessful,
·         Burden of additional resources to implement proposed change – examples may include changes outside of the school day, disproportional additional training, or other associated costs etc,
·         Significant detrimental impact on quality of service – examples may be related to teaching/learning impact upon the child or less efficient running of office/support systems,
·         Significant detrimental impact on performance of service – examples as above,
·         Insufficiency of work during periods the employee proposes to work – example may include request for a change in shift pattern when proposed work is not available or more limited in nature,
·         Planned structural changes in school – example may include situation where  school is considering restructuring and the request for a variation has a potential impact,
Any grounds for refusal and accompanied explanation MUST be provided to the employee in writing from the Headteacher following the initial request or any subsequent Appeal Panel that considers a request. Such correspondence to be issued within the timescales as set out in this policy & procedure.
 
[bookmark: _aodx5d7x2b49]5. Aims of Flexible Working
We accept our responsibility in assisting employees to balance their work and home life, noting that effective practices to promote flexible working will benefit not only the employee, but also school and the community it serves.
Though we recognise that employees do not have an automatic right to flexibility, we believe the promotion of flexible working arrangements can benefit the school by:
·         Increasing loyalty & commitment from employees,
·         Improving well-being,
·         Retaining valuable employees,
·         Reducing absenteeism and sickness,
·         Increasing school’s ability to deal with organisational change,
·         Giving more time for employees to focus on life outside work,
 
This policy & procedure has therefore been produced to facilitate discussion between  school and employee to encourage both to consider alternative methods of working within school.
In considering proceeding with a request, school and employee concerned may wish, where appropriate, to seek advice on the implications of changes to contractual arrangements[2] to ensure all parties are clear as to the consequences of any decision.
 
[bookmark: _m3io9ygdbug0]6. Principles of Flexible Working       	
We recognise the importance of maintaining good working relationships with employees and seek to achieve a working environment in which requests for flexible working can be discussed at an early stage, by encouraging open and honest communication.
However, we also recognise that on occasion the ability of school to accommodate a request for flexible working may not be immediately apparent and in such circumstances, we have adopted the procedure accompanying this policy statement.
We have agreed a set of principles to ensure a fair and consistent assessment of any request for flexible working, these being:
· Requests are undertaken in accordance with the accompanying procedure contained within this document except where variations have been agreed by all parties and appropriately recorded,
· Employees will be provided with ongoing information on the progression of their application for flexible working by the Headteacher dealing with the request,
· The employee raising the request will have the right to be represented by a work colleague or their trade union/professional association representative at any subsequent hearing or appeal,
· That any decision is in line with good practice, particularly that advocated by the Advisory, Conciliation and Arbitration Service (ACAS) and taken without regard to a person’s race, age, disability, sex, sexual orientation, religion, belief, or position/role within school,
· That requests will be approved in all cases, except where it can be evidenced that to do so would have a significant detrimental impact on the effectiveness of school organisation and/or service delivery (see section 4 of this policy),
· Where a request is declined the employee will be given reasons in writing and informed of their right of appeal within the time limits set by this policy & procedure,
 
[bookmark: _pdb78igls6el]7. Roles & Responsibilities
[bookmark: _6cfpls61q64a]Governing Board
We will have overall responsibility for adoption and implementation of this policy & procedure for school and will be responsible for monitoring such requests ensuring equality of opportunity has been considered in decisions taken. We will also undertake a periodical review of the policy and consult on any subsequent amendments prior to adoption.
[bookmark: _kbnlsolskg19]Hearing/Appeal Panels
Hearing stage:    	To consist of the Headteacher making the initial decision to assess any request received for changes in working arrangements and where appropriate suggest alternative solutions to reach agreement.
Appeals stage:    	To consist of 3 members of the Governing Board appointed to assess the reasons for appealing against the decision taken at the hearing stage and where appropriate suggest alternative solutions to reach agreement.
[bookmark: _y13t14ff899]Headteacher
The Headteacher will have day-to-day responsibility for implementation of any decisions reached as part of this policy & procedure.
[bookmark: _v2lemi8h6nzv]Employees
To be proactive in seeking an acceptable solution, through assessing the implication of their proposals on the running of school and how they could be overcome. In doing so they should take into account when implementation will have the least impact upon school[3] and provision of appropriate notice for any change in contract variation.
[bookmark: _r5vi5pmgcsbd]Trade Union/Professional Association Representatives
We recognise the important role played by recognised Trade Union/Professional Association representatives within this process and it is our expectation the appointed representatives will:
·         Engage in a constructive manner with school in any discussions relating to a request from one of their members seeking a variation in their contractual terms,
·         Support their members in seeking an acceptable solution, through assessing the implication of their proposals on the running of school and how they could be overcome.
 
[bookmark: _3lwbyxi3dxz]8. Meetings, Hearings & Appeals
Such persons or panel members as designated within school standing orders will carry out their official duties at all hearings and appeals under this policy & procedure and in accordance with statutory requirements and other appropriate DFE guidance[4].
All parties involved at any stage, in dealing with any flexible working request, are entrusted to act in good faith and in accordance with the principles outlined within this policy & procedure.
Timescales referred to are based on current statutory guidance and should be regarded as maximum time limits. All parties may wish to work to facilitate a conclusion to this procedure as quickly as possible without compromising the principles as outlined in this policy.
We will ensure that governors sitting as part of any appeal panel will not have been involved in an earlier stage or have prior detailed knowledge of the employee’s request.
 
[bookmark: _bdgbhobcz0u0]9. Monitoring Arrangements
To ensure consistency in dealing with flexible working requests the staffing committee will monitor the outcome of all such requests as part of its ongoing monitoring role, noting the number of applications, number rejected and business rationale for such rejection.

 
[bookmark: _umex5c42839y]Section Two – Flexible Working Procedure
 
[bookmark: _shqq2ooamanv]10. Receipt of Application
It is the responsibility of the employee to provide information necessary to allow an informed decision to be made on their request for flexible working. To ensure sufficient information is available they may wish to discuss the details of their proposals with their line manager prior to completion.
Any request can be through letter or e-mail or via the application form that accompanies this procedure at Appendix 1. Any such request should contain the following information from the employee to allow the Headteacher to assess their request:
·         Specify the flexible working pattern (current and proposed),
·         When the proposed change would take place
·         Whether the request is for a temporary or permanent change (where applicable).
In addition, the employee may consider providing additional information on how their request could be accommodated, though this is optional and not a requirement for any application.
The written request must be presented to the Headteacher clearly stating that they are invoking their right under this policy to request an amendment to their working arrangements. A flowchart is attached at Appendix 2 showing the stages involved in applying this procedure.
We have determined that where such requests for flexible working arise the Headteacher will have delegated authority to consider the request and make a determination in this matter no more than 10 standard working days after receipt of the application from the employee.
The outcome of this decision will be either:
(a) Agree to accept the request for a contract variation; or
(b) Agree to hold a meeting (hearing) with the employee to discuss the proposed new working pattern[5].
Where the Headteacher agrees to implement the proposal (option (a)) they should write to the employee and include a description of the new working pattern and date of implementation. (Example letters can be found at Appendix 3). This correspondence will be issued within 5 standard working days of the decision.
Where the Headteacher is unable to agree the request then they should write to the employee and invite them to a hearing (option (b)). This correspondence will be issued within 5 standard working days of the decision and should include:
·         Date, time, and place of the hearing (providing at least 10 standard working days’ notice to the employee),
·         The nature of the request for flexible working received from the employee,
·         The rationale why in its present form, the request cannot be supported.
·         The right of the employee to be represented by a work colleague or a trade union/professional association representative,[6]
·         Copy of the policy & procedure relating to flexible working,
This letter will be considered formal notice of the hearing and will include a request for the employee, represented by their work colleague or trade union/professional association representative (where applicable), to:
 
·         Confirm whether or not they will attend the hearing and if they are to be accompanied and, if so, by whom,
·         Submit in writing any additional information in support of their request at least 5 standard working days prior to the hearing[7].
[bookmark: _tvwfg9sm5v3s]        	
[bookmark: _opc9ifgk1vkb]11. Hearing
The purpose of this meeting is to provide both parties with the opportunity to assess in detail the viability of any request for more flexible working arrangements. If the original request cannot be accommodated it allows the opportunity to explore alternatives and where possible develop a compromise solution acceptable to both the employee and school. Appendix 4 shows the procedure to be followed at this meeting.
The Headteacher will write to the employee within 5 standard working days detailing the outcome of the meeting.
Depending on the decision, the letter sent to the employee should contain the following information: (Example letters can be found in Appendix 3).
(a) Accepting an employee’s application: the letter should:
·         Be dated,
·         Contain a description of the new working pattern (and, where applicable the date of review if temporary),
·         Include the date when the new working pattern will be effective from,
(b) Agreeing a compromise solution: the letter should: :
·         Be dated,
·         Contain a description of the agreed compromise working pattern (and, where applicable the date of review if temporary),
·         Include the date when the new working pattern will be effective from,
 (c) Rejecting an application: the letter should :
·         Be dated,
·         Contain the “business grounds” for the refusal; including detail why the business grounds(s) specified will apply for the case in question (see section 4) and outlining the significant detrimental impact on school,
·         Include details of the employees right of appeal,
·         Include the right of the employee to be represented by a trade union / professional association representative or accompanied by a work colleague at such an appeal,
[bookmark: _dru42ybquq4e]12. Appeal Panel Meeting
Where an employee wishes to appeal against a rejection of their application, they must set out their reasons for doing so in writing. This may be additional information not available during the original meeting with the Headteacher or may focus on questioning the business reason given for refusal and their impact on school. The employee has 5 standard working days in which to make such an appeal from the date they are in receipt of the decision at the hearing stage.
A panel of 3 governors will undertake the appeal, providing at least 10 standard working days’ notice to the employee of the date of this meeting. [8]. The function of this appeal panel meeting is to provide the employee with a final opportunity to present their case for flexible working arrangements. The appeal panel may clarify points prior to making a decision. Appendix 3 shows the process of this appeal panel meeting. The decision of the appeal panel is final.
The clerk to the appeal panel will write within 5 standard working days outlining the  appeal panel decision.
Depending on the decision, a letter must be sent to the employee containing the following: (Example letter can be found at Appendix 3)
(a) Original decision not upheld: a letter from the appeal panel should:
·         Be dated,
·         Contain a description of the new working pattern (and, where applicable the date of review if temporary),
·         Include the date when the new working pattern will be effective from,
(b) Agreeing a compromise solution: a letter from the appeal panel should:
·         Be dated,
·         Contain a description of the agreed compromise working pattern (and, where applicable the date of review if temporary),
·         Include the date when the new working pattern will be effective from,
 (c) Original decision upheld: a letter from the appeal panel should:
·         Be dated,
·         Contain the “business grounds” for the refusal; including detail on the significant detrimental impact on school arising from the business grounds(s) specified (see section 4). Confirm that the school internal procedure has now been exhausted,
 
[bookmark: _chou75j3x6da]13. Additional Information
[bookmark: _8bvlnn9tpoui]  	Timing and/or Rescheduling
The timings and location of any meeting, or subsequent hearings and appeals under this procedure will be reasonable and each step in the procedure will be taken without unreasonable delay. Any request for a contract variation must be processed through to final appeal within 2 calendar months, following receipt of the initial request, unless otherwise agreed by both parties.
The employee must take all reasonable steps to attend any meetings, or subsequent hearing and appeal arranged to discuss their request for flexible working.
[bookmark: _jrwjugu3ge0b]  	Withdrawal of Application
The employee can at any time in the process formally withdraw their application for flexible arrangements. If the employee fails to attend on two occasions a hearing or appeal without just cause, then the employer will treat the request as withdrawn and write to the employee confirming this decision.
Any withdrawal of an application will count toward the 2 applications allowable under this Policy within a twelve month period.
[bookmark: _qwqdy3npkmdn]  	Representation
The employee has the right to be represented by a work colleague or their trade union/professional association representative at any subsequent Hearing or Appeal.
The Headteacher assessing the request for flexible working has a right at all stages to be supported, for example, by a link school HR Business Partner or management colleague.
[bookmark: _fswd5ia0nrzf]  	Adjournment
Every effort will be made to resolve an employee’s request for flexible working as quickly as possible; however, governors reserve the right to adjourn the hearing or appeal before providing a decision.
[bookmark: _1uho6wb72rjh]  	Pension Arrangements
Employees need to be aware that their request for flexible arrangements under this policy may, where it involves changes in terms and conditions, have implications on pension contributions and level of pension upon retirement. Unfortunately, the school is not in a position to offer detailed advice to employees on such personal financial matters as this and advise staff contact their pension scheme provider directly or to seek advice from their trade union/professional association.
 

[bookmark: _pyoni191b2u2]

[bookmark: _9zdmwhfxwjuk]Reference Notes
[1] The contract variation will normally consist of a request to adjust hours worked, times when required to work such as shift pattern or move to term time only or the base/establishment (where school is on split sites).
[2] Advice may be sought from the school Link HR Business Partner (school) or Trade Union/Professional Association (employee). For example, there is no guarantee that a request to permanently change terms, if granted, may be altered in the future if an employee’s circumstances change.
[3] For example, it may seem reasonable, where possible, to provide a term’s notice – to allow the school time to make a reasoned decision – and for changes to take effect at the beginning of a term to reduce the impact on classroom delivery.
[4]Appropriate regard will be given to any advice received from representatives of Human Resources and/or Governor Services to ensure meetings, hearings and appeals are handled in an appropriate manner.
[5] It is strongly advised to contact the school HR Business Partner to discuss any proposed working pattern prior to any hearing with the employee. The HR Business Partner may support the Headteacher at such a meeting.
[6] If the employee or their trade union / professional association representative or work colleague is unable to attend the date set for this meeting, then the employee is required to seek an alternative date to be held within 7 standard working days of the original meeting. Where the trade union /professional association representative or work colleague is an employee of the school they must be given paid time off work to attend this meeting.
[7] Please note: any additional documentation held by the employee and/or their TU representative and not contained within the above papers will only be considered with the consent of the Headteacher after discussion with the supporting HR Business Partner.
[8] Any panel appointed should consist of three members of the Governing Board. Governors with a pecuniary or prejudicial interest in the outcome (such staff Governors) may not sit on either the Hearing or Appeal panels and should declare this at the earliest opportunity where this becomes apparent. Where Governors are unsure of their interest is prejudicial should discuss this with the manager of Governors Services.
[bookmark: _r9xmc6bbghxv]

[bookmark: _8wtyttcx3ohi]Appendix 1: Example Application for Flexible Working
	
Wallsend Jubilee Primary School
APPLICATION FOR FLEXIBLE WORKING
 

	Name:
	 
	Employee Number
	 
	 

	 
	 

	Home Address::
	 
	 

	 
	 

	Post:
	 
	Proposed Change:
Start Date
	 
	 

	 
	 

	Request made under statutory Regs? (Section 2)   	
	Y/N
	Proposed Change:
End Date (if applicable)
	 
	 

	 
	 

	Please provide details of current work pattern (e.g., hours/days worked/shift pattern)
	 

	 
	 

	 
	 

	Please provide details of your proposed work pattern (e.g., hours/days/shift pattern)
	 

	 
	 

	 
	 

	Please give details of your reasons for requesting flexible working (Optional)
	 

	 
	 

	 
	 

	How do you feel the school can accommodate the arrangement? (Optional)
	 

	 
	 

	Application sorted:
	Y/N
	 

	 
	 
	 

	Signature of Headteacher:
	 
	 

	 
	 
 
 
 
 
	 
	 
	 

	
	
	
	
	
	
	
	
	



[bookmark: _4w51axyw45v]

[bookmark: _bv9yh0rj79wv]Appendix 2: Flowchart – Flexible Working Requests
[bookmark: _8we6kj85t9pd] [image: ]
[bookmark: _a34pyr8i2l3c]
[bookmark: _abizebj6ntim]
[bookmark: _ss8kl5r8gp9q]Appendix 3: Example Correspondence
[bookmark: _86g3p9lj40yg]Example Initial Decision Letter
The Headteacher has two options (a) to accept the proposal or (b) request a meeting with the employee.
 
                                                                                                    Date:
Dear:                                                           	
 
Following receipt of your application I have considered your request for a new flexible working pattern. Having taken into consideration how the school can accommodate your request, together with an assessment of the impact the proposed change will have on the needs of the school, I can confirm the following:
 
(a) Accepting an employee’s application: the letter should:
 
·         Be dated.
 
·         Contain a description of the new working pattern (and, where applicable the date of review if temporary)
 
·         Include the date when the new working pattern will be effective from
 
(b) Agreeing a compromise solution: the letter should:
 
·         Be dated.
 
·         Contain a description of the agreed compromise working pattern (and, where applicable the date of review if temporary)
 
·         Include the date when the new working pattern will be effective from
 
 (c) Rejecting an application: the letter should:
 
·         Be dated.
 
·         Contain the “business grounds” for the refusal; including detail why the business grounds(s) specified will apply for the case in question (see section 4) and outlining the significant detrimental impact on school.
 
·         Include details of the employees right of hearing/appeal
 
·         Include the right of the employee to be represented by a trade union / professional association representative or accompanied by a work colleague at such an appeal.
 
Yours sincerely
Headteacher
 
[bookmark: _mebclovz4lmk] 
[bookmark: _42jpjul6j71b]
[bookmark: _3nk1lfrxmt19]
[bookmark: _3kfg60z2zav7]
[bookmark: _1ak40w386k4z]
[bookmark: _qrwwnnv87xg0]
[bookmark: _ir0pqkxrzfhy]Example Hearing/Appeal Acceptance Letter
You must always write to your employee within the specified time limits outlined within this procedure except where prior agreement has been reached by all parties to an alternate timetable.
 
                                                                                                    Date:
Dear:                                                           	
 
Following receipt of your application and our subsequent Hearing/Appeal (delete as necessary) held on:        (date/location) to consider your request for a new flexible working pattern. We have taken into consideration your comments relating to how the school can accommodate your request, together with an assessment of the impact the proposed change will have on the needs of the school, we can confirm the following:
 
(a) That the school are in a position to accommodate your application
 
Or
 
(b) Though I/we are unable to accommodate your original request we are able to offer the alternative pattern discussed with you, which you felt was a suitable alternative.
 
Your new working pattern/location will be as follows:
 
 
 
 
 
Your new working pattern/location will begin from:                (date)
 
 
 
 
Yours sincerely
Headteacher/Chair of Appeal (Hearing/Appeal)
 
 
Note to the employee.
 
Please note that the change in your working pattern will normally be a permanent change (unless a temporary change has been requested) to your terms and conditions of employment and you have no right in law to revert to your previous working pattern, unless otherwise agreed.
 
[bookmark: _3789767i5gi9]
[bookmark: _m0kub6hvpe1q]
[bookmark: _w06zckpwfeid]
[bookmark: _jegmsbnte4lv]
[bookmark: _i9sranvlv1w3]
[bookmark: _kf3ibjjms74d]
[bookmark: _43fu6n8sze93]
[bookmark: _wb0xmuqfc0ax]
[bookmark: _osr0bsetyin4]
[bookmark: _bks2dj4xqnlv]
[bookmark: _lp3tr84wkfro]Example Hearing/Appeal Refusal Letter
In any written refusal of a flexible working request, there is a requirement to explain the rationale behind such a decision. If an employee understands why a reason is relevant, they are more likely to accept the outcome and be satisfied that you have considered their application seriously - even if it is not the outcome they wanted.
You do not have to go into a lot of detail, but you should include the key facts about why you have come to this decision. These should be accurate and relevant and relate to the specific application being considered.

 
                    	
                                                                                       Date:
Dear:                                                           	
 
Following receipt of your application and our subsequent Hearing/Appeal (delete as necessary) held on:          (date/location) I/we have considered your request for a new flexible working pattern.
 
Unfortunately, I/We must confirm that the school are unable to accommodate your request for flexible working at this time for the following reason(s):
 
(You should add applicable rational for decision referencing identified business reason(s) that have a significant detrimental impact on school)
 
Examples:
(a) the proposals outlined would have a significant detrimental effect on the ability of the school to meet curriculum & logistical needs of the service – Particularly in relation to the teaching and learning environment for the pupils you engaged to work with whom have an Education & Health Care Plan (EHCP) in place.
 
(b) the proposals outlined cannot be accommodated due to our inability to re-organise work amongst existing staff.
 
(c) the proposals outlined cannot be accommodated due to insufficiency of work during periods you are proposing to work.
 
The grounds apply in the circumstances because:
 
(you should provide detail of business need and significant impact on school).
 
Examples
(a) We have assessed the impact of the proposed change on the teaching and learning of the SEN pupils and their EHCP’s and have concluded that this proposed change would have a material impact on their progress. This decision was taken following advice from the school Education Psychologist.
 
(b) We have assessed the impact of the proposed change in your shift pattern from mornings to after school. However, we are unable to re-organise our staff to accommodate your request to clean classrooms at this time due to our extended schools provision occupying these facilities.
 
(c) We have assessed the impact of your proposed change in shift pattern to move from mornings to afternoon support in the classroom. However, you are directly employed to support the teacher during morning Literacy/Numeracy hours within the classroom. The advice we have received from the Schools Advisory Service is that such activities are most appropriate during morning sessions and therefore are unable to accommodate your request for a contract variation.
 
(You should explain why any other work patterns you may have discussed at the meeting with the employee are also inappropriate at this stage).
 
Turning now to the alternative proposals you put forward at our meeting, again it is the view of the panel that unfortunately they did not materially alter the impact upon the school as identified above.
 
 (You need to add details relating to any proposed appeal (only where this is the hearing outcome letter))
 
If you are unhappy with the decision at this stage (only at hearing stage) you may appeal against it. Details of the appeal procedure are set out below (insert details):
 
You have the right to be represented at such an appeal by a trade union/professional association representative or work colleague.
 
 
 
Yours sincerely
 
 
Headteacher/Chair of Appeal Panel (Hearing/Appeal)
 
[bookmark: _x9u7vbq9rwot]

[bookmark: _a08y2jhgmjr7]Appendix 4: Suggested Format for Hearing/Appeal Panel Meetings
Introductions
The Headteacher/ Panel introduces all parties present and explains how the meeting will be conducted  – including adjournments, refreshment breaks, expected behaviour, documentation etc – before confirming with the member of staff the flexible working request to be considered.
 
Presentation
By the member of staff (or their work colleague or trade union/professional association representative). Witnesses* called as/where necessary.
 
Please note where more than one witness* is to be called as part of the presentation it is important that all parties are given the opportunity to question each witness*
 
Questions
The parties may ask questions relating to the presentation given by the member of staff (or their work colleague or trade union/professional association representative) in the following order:
 
Headteacher
Panel Members (at appeal stage only)
 
Presentation
By the Headteacher Witnesses* called as/where necessary.
 
Please note where more than one witness is to be called as part of the presentation it is important that all parties are given the opportunity to question each witness prior to their being excused.
 
Questions
The parties may ask questions relating to the presentation given by the Headteacher in the following order:
 
Member of staff  (or their work colleague or trade union/professional association representative)
Panel Members (at appeal stage only)
 
Final statements
Will be taken in the following order:
 
Member of staff (or their work colleague or trade union/professional association representative)
Headteacher (at appeal stage only)
 
All parties then withdraw to allow the Panel to reach a decision. The supporting HR Business Partner (where in attendance) will remain during this stage as will the minute/note taker.
 
The parties may be asked to remain available for clarification of matters and be advised of the decision of the Panel.
 
*Witnesses – each witness will be required to attend on an individual basis and will only be required to attend the Hearing/Appeal to discuss their particular information. They will be required to attend the Hearing/Appeal prior to and after their required attendance. It is the responsibility of the parties calling the witnesses to ensure that witnesses are aware of their role and their attendance requirements.
Note: For appeal panels the order of actions undertaken by the chair of the hearing panel and the employee will be reversed from the above process.


 




Flexible Working Policy And Procedure School – Advice Note
Introduction to this document
	Subject Area:
	Flexible Working Policy And Procedure School

	Version Control Number
	Previous:
Current:

	Overview:
	All employers are required to have in place a process for managing requests from their employees for flexible working. It is important therefore that employers have in place a policy and supporting practice that follows employment law, provides for requests to be made, provides for explanation to be given as to why requests can or cannot be accommodated, and also provides for alternative proposals to be offered.
 
This basic document provides a framework for school employers to have in place a policy which provides for this.  The document has only been updated to reflect changes in employment law that came into effect in April 2024, meaning that employees are not required to have previous employment service to request flexible working as the right to request became a ‘Day 1 Right’ from April 2024, additionally from this date employees can make more than one request in a 12 month period.

	Issued to schools:
	September 2024

	Documents Classification:
	The document provided is a Category A [A1] (please see comments).  There is a requirement to have such a policy and procedure in place and therefore limited scope for amendment.	

	What schools need to do with this document:
	Review the statutory guidance that has been provided by ACAS and use this guidance to put in place a policy and practice in school that allows employees to make a request for flexible working, to support employees and managers in school who are considering requests to understand how the process operates and for school to be able to demonstrate/ evidence that they have duly considered the request.

	Next review date:
	September 2027


 

Version 1

image1.jpg




image2.png
Appendix 2: Flowchart - Flexible Working Requests
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