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	1.0
	Purpose and Scope

	
	

	1.1
	The School recognises that flexible working can lead to improved performance and productivity by enabling employees to strike a better balance between their work and home responsibilities.

	
	

	1.2
	All employees have the legal right to request flexible working but can only make two statutory requests in any 12 month period, except for requests that are linked to a disability.

	
	

	1.3
	This policy applies to all School employees. This policy does not apply to agency staff, consultants, casual workers and external secondees working for the School or for employees who make non-statutory requests for flexible working.

	
	

	1.5
	This policy does not form part of any individual employee’s contract of employment with the School.

	
	

	1.6
	The purpose of this policy is to set out what is required and the options available to the School in dealing with flexible working issues. For comprehensive guidance on how to effectively implement this policy the school should refer to the Flexible Working Toolkit.




	2.0
	Principles

	
	

	2.1
	A request for flexible working can only be refused if there is a reason for doing so (see Section 6.5) which would be reached by weighing up the benefits for the employee and the School against any potential adverse impact.

	
	

	2.2
	All requests must formally be submitted and are to be dealt with within a period of two months from first receipt of the request to notifying the employee of the outcome of any appeal.

	
	

	2.3
	Term time working staff and non-leadership teaching staff will be asked for their consent to not include school closure dates as part of the two month period.

	
	

	2.4
	[bookmark: _GoBack]The personnel designated to handle the stages within this policy are either Head Teacher and/or Line Manager.  However, it is for the School to determine who within their structure is responsible for undertaking any stages within this policy.  This could include Deputy Head Teachers, Assistant Head Teachers and School Business Managers.  Where the School designates any employee other than Head Teacher or Line Manager to undertake meetings under this policy, the role should be substituted throughout. 

	
	

	2.5
	The employee will have the right to be accompanied at all formal meetings and any appeal hearings by a trade union representative or a work place colleague. It is the employee's responsibility to make such arrangements and to supply copies of all relevant information and documentation. Wherever possible, if the representative is a workplace colleague they will be granted paid time off work to accompany the employee when necessary to do so.

	
	

	2.6
	The right to representation at formal meetings does not extend to a right of a representative of the employee’s choice. In the circumstances where the employee will not be able to have their first choice present, they would need to either accept any representative who is available to accompany them to the meeting, as provided by their trade union, or find another workplace colleague.

	
	

	2.7
	The Governing Body will need to determine its involvement in the implementation of this Policy including the identification of Governors to be involved in any specific case. The Governing Body must also have regard to their own delegated powers in respect of this Policy.

	
	

	2.8
	Due to the time constraints of the academic year and, where appropriate, governor availability, the School reserves the right to stipulate the date for any re-arranged meetings.

	
	

	2.9
	At all formal meetings, there may also be a HR Representative and note taker present.

	
	

	3.0
	The Flexible Working Options

	
	

	3.1
	Whilst this policy considers the following options, the School recognises that there may be alternatives, and the working pattern requested by an employee could be a unique one involving a combination of the following options:

	3.1.1
	Annualised Hours.

	
	The employee’s contractual working hours are expressed as the total number of hours to be worked over the year. Usually the hours are divided into rostered hours, which are set, and reserve hours, when the employee can be called in to work as demand dictates to cover unplanned work and employee absence.

	3.1.2
	Compressed Hours 

	
	The employee works their total number of contractual hours over fewer working days. Usually this will be a 5 day week compressed into 4 days or a 10 day fortnight into 9 days.

	3.1.3
	Homeworking

	
	The employee regularly carries out all, or part of, their duties from home rather than on School premises.

	3.1.4
	Job Sharing

	
	Whereby two part-time employees share the responsibility of one position.

	3.1.5
	Reduced Hours Working

	
	The employee works fewer hours than originally contracted for and/or converts from all year round to term time working.

	3.1.6
	Varying Starting and Finishing Times

	
	This allows the employee flexibility of their working hours at the beginning and/or at the end of a day or shift whilst still working their normal hours.

	3.1.7
	Voluntary Reduced Working Time

	
	Whereby it is agreed that the employee will work reduced hours for a certain period of time with a return to full time hours at the end of this period.

	
	

	3.2
	Although the School is committed to providing a range of appropriate working patterns, it is nevertheless recognised that not all flexible working options, including those above, will be appropriate for all roles within the School.



	4.0
	Submitting a Flexible Working Request

	
	

	4.1
	All requests must be formally submitted and must include all of the following:

	
	· The date of the application.

	
	· A statement that this is a statutory request.

	
	· The changes that the employee is seeking to their terms and conditions.

	
	· The date on which the employee would like the changes to their terms and conditions to come into effect.

	
	

	4.2
	Where a request is being made by a disabled employee for an adjustment to their working arrangements, then this must also be included in their submission.

	
	

	5.0
	Consulting on a Flexible Working Request

	
	

	5.1
	Upon receiving a request for flexible working, unless the request can be agreed in full, the School will arrange a meeting to consult with the employee to discuss the request to:

	
	· Find out more about the proposed working arrangements.

	
	· How it could be of benefit to both the employee and the School.

	
	

	5.2
	Any meeting arranged will be held, without unreasonable delay, and in any case within 21 calendar days of the School being formally notified of the request, unless otherwise agreed. 

	
	

	5.3
	The employee will be given a minimum of 7 calendar days’ notice of the time, date and place of the meeting. If this date is problematic, then one further date will be proposed. 

	
	

	5.4
	If the employee fails to attend both meetings without good reason their application will be deemed to have been withdrawn.

	
	

	5.5

	The School will consider the proposed flexible working request, taking into full account the potential benefits and adverse effects to the employee and the School in implementing the proposed changes. 

	
	

	5.6
	If the original request cannot be accepted in full, the School and employee should discuss if it may be possible to secure some of the benefits that the original request sought. It should be discussed, for example, any potential modifications to the original request, or any alternative flexible working options, that may be available and suitable for both sides. It may be helpful to discuss whether a trial period may be appropriate to assess the feasibility of an arrangement. 

	
	

	5.7
	Each case should be considered on its own merits and agreeing to one request will not set a precedent or create a right for another employee to be granted a similar change to their own working pattern.

	
	

	6.0
	Responding to a Flexible Working Request

	
	

	6.1
	The employee will be formally notified of the School’s decision as soon as is reasonably practicable but no later than 7 calendar days after the meeting was held.

	
	

	6.2
	Where a request is approved without the need for a meeting, the employee will be formally notified of this decision within 21 calendar days of receipt of their flexible working request.

	
	

	6.3
	These time limits may be extended with the agreement of both the employee the School.

	
	

	6.4
	The request may be granted in full, in part or refused. The School must consult with the employee on alternative working patterns before refusing any requests.

	
	

	6.5
	For the request to be rejected either in part or in full, it must be for one or more of the following reasons:

	
	· Burden of additional costs.

	
	· Detrimental impact on performance, quality or on the ability to meet the needs of the pupils. 

	
	· Inability to reorganise work among existing staff.

	
	· Inability to recruit additional staff.

	
	· Insufficient work for the periods the employee proposes to work.

	
	· Planned organisational change within the School.

	
	

	6.6
	The request may be granted in part by deciding on one or more of the following options:

	
	· To propose a modified version of the request.

	
	· To grant the request on a temporary basis.

	
	· For the request to be placed on a trial period.

	
	· To defer implementing the request until certain conditions are met.

	
	

	6.7

	If the request is agreed in full, the School will discuss how and when the changes will take effect. Any changes to the employee’s terms and conditions will be formally notified to the employee as soon as is reasonably practicable.

	
	

	7.0
	Right to Appeal

	
	

	7.1
	There is no statutory right of appeal against the decision made, however in line with good practise employees have the option to appeal the decision if they wish, within 7 calendar days of being notified of that decision.

	
	

	7.2
	The appeal should be heard within 14 calendar days from receipt of the appeal by a Panel which will not include any members who were involved in the proceedings prior to the appeal.

	
	

	7.3
	The employee will be given 7 calendar days’ notice of the time, date and place of the appeal hearing. If this date is problematic, then one further date will be proposed. 

	
	

	7.4
	These time limits may be extended with the agreement of both the employee and the School.

	
	

	7.5
	If the employee fails to attend both the first and the rearranged hearings without good reason in either case, they will be deemed to have withdrawn their appeal.

	
	

	7.6
	At the conclusion of the appeal, the decision will be to either uphold the appeal or the original decision. 

	
	

	7.7
	The employee will be formally notified of the outcome and the reasons for it. 

	
	

	7.8
	The decision of any appeal is final.
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