FLEXIBLE WORKING POLICY


Eligibility

In order to make a request under this policy, you will need to satisfy the following conditions:

· be an employee; and
· not have made more than one other application to work flexibly during the past 12 months.

Applying to Work Flexibly

Any request for a variation must relate to:

•	the hours you are required to work;
•	the time when you are required to work; or
•	the place where you are required to work.

You must apply in writing and explain the variation you are seeking and the proposed commencement date.
Within a reasonable time of receiving your request, a meeting will be arranged with you to discuss it.  This provides us and you with the opportunity to explore the proposed work pattern in depth and to discuss how best it might be accommodated.  It also provides an opportunity to consider alternative working patterns should there be problems in accommodating the work pattern outlined in your application.  You can, if you want, bring with you a fellow employee as a companion.
We will consider the request reasonably and you will be notified of whether we agree to the new work pattern.  If the request is rejected, you will be given the reason(s) as to why the application cannot be accepted and informed of your right of appeal.  
A request may be rejected for one or more of the following reasons:
· the burden of additional costs, 
· an inability to reorganise work amongst existing staff 
· an inability to recruit additional staff 
· a detrimental impact on quality 
· a detrimental impact on performance 
· detrimental effect on ability to meet customer demand 
· insufﬁcient work for the periods you propose to work 
· a planned structural change to the organisation.


All requests must be considered and decided on within a period of two months from ﬁrst receipt, unless we both agree to extend this period. If your application is rejected, you will have a right of appeal within a reasonable period of time.  

Accepted applications will result in a permanent change to your terms and conditions of employment unless otherwise agreed.
