Flexible working policy
Note to author: this policy reflects the requirements of the ACAS statutory code of practice on requests for flexible working. Managers who are asked to deal with a request for flexible working may find it helpful to read the (brief) code alongside the policy.
What and who is this policy for?
[bookmark: a530822]This policy applies to employees only, it does not apply to barristers, pupil barristers, contractors or agency workers. It explains your statutory right to request a permanent change to your working pattern to help support a good work/life balance. [It also outlines an informal process that you can use if you are not eligible to make a statutory request or you are seeking a temporary accommodation instead of a permanent change to your contractual terms].
[bookmark: a432232][bookmark: a802050]This policy is not part of your employment contract and we can change it at any time. If you have any questions please talk to our [title of person responsible for handling HR issues in chambers].
In this policy:
•	'We'/'us' refers to [name of chambers]
•	'You' means all employees of [name of chambers]
•	'Manager' means the person who has day-to-day responsibility for managing you
[bookmark: _Toc256000003][bookmark: a529273]What is flexible working?
[bookmark: a180323]Flexible working requests can cover one or more changes to working arrangements, such as:
[bookmark: a264176]A reduction or variation of working hours
[bookmark: a584972]A reduction or variation of the days or times worked
[bookmark: a298909]Working from a different location (for example, from home)
[bookmark: a636473]The possible changes to working arrangements may also involve:
[bookmark: a359489]Starting a job share
[bookmark: a706750]Working a set number of hours a year, rather than a week (annualised hours)
[bookmark: a440095]Working from home (whether for all or part of the week)
[bookmark: a155893]Working only during term-time (part-year working)
[bookmark: a317129]Working compressed hours
[bookmark: a295624]Working flexi-time
Note to author: reasonable consideration must be given to any flexible working request including all of the arrangements above, however some are more feasible than others, depending on the workplace, so you may wish to edit the list above to manage expectations.
[bookmark: a458017]Our core work hours are [eg 10am to 6pm] 
Who can make a formal flexible working request?
[bookmark: a296236]To be eligible to make a request for flexible working you must:
[bookmark: a218489]Be an employee
[bookmark: a586781]Have not already made two formal requests to work flexibly during the last 12 months
[bookmark: a254149]Not make a new request if a request you made previously has not been concluded
[bookmark: a586577][If you are not eligible to make a formal request, you may make an informal request under paragraph 9.]
[bookmark: _Toc256000005][bookmark: a497562]Making a flexible working request
[bookmark: a350076]If you are interested in flexible working, you are encouraged to speak informally with your manager to discuss your eligibility and the different options for flexible working before submitting a formal or informal request.
[bookmark: a370136][bookmark: a771673]You will need to submit a written application [your manager] / [title of person responsible for HR matters] in good time and ideally at least two months before you would like the changes to take effect. It should:
[bookmark: a333935]State that it is a flexible working request
[bookmark: a414094]Explain the reasons for your request, especially if you think our Equal opportunities policy may be relevant, for example, if your request concerns childcare or other family commitments, religious or cultural requirements, or adjustments because of a disability
[bookmark: a863197]Provide as much information as you can about your current and desired working pattern, including working days, hours and start and finish times, and give the date from which you want the changes to take effect
[bookmark: a256214]Provide information to confirm that you meet the eligibility criteria set out in paragraph 3 of this policy, including the dates of any previous formal requests for flexible working
[bookmark: a937739]In most cases we will need to have a meeting with you before making a decision. In some cases we may be able to approve your request in full, in which case we may not hold a meeting before confirming our agreement, although it will usually be helpful to your manager to discuss the request with you to ensure it is the best solution. 
[bookmark: _Toc256000006][bookmark: a103859]Meeting
[bookmark: a264280][bookmark: a968469]Unless we can approve your request without any need for discussion, we will arrange a meeting with you after your application has been submitted. You may bring a colleague or a trade union representative to the meeting as a companion if you wish. Your companion will be entitled to speak during the meeting and confer privately with you but may not answer questions on your behalf. We will try to ensure that the meeting is held at a time and place that is convenient to everyone.
[bookmark: a902426]The meeting will be used to discuss the working arrangements you have requested. You will be able to explain how the arrangements will accommodate your needs. We may discuss what impact your proposed working arrangements will have on your work and that of your colleagues. If we cannot accommodate the arrangements you have requested, we will also use the meeting to explore possible alternative working arrangements that may meet both your and our needs. 
[bookmark: a821118][Your manager] / [title of person responsible for HR matters] may suggest starting new working arrangements under an initial trial period to ensure that they meet your needs and those of your team and chambers.
[bookmark: _Toc256000007][bookmark: a772778]Written decision
[bookmark: a661644]We will notify you of our decision on your request in writing as soon as possible.
[bookmark: a271333]If your request is accepted, or where we propose an alternative to the arrangements you requested, [your manager] / [title of person responsible for HR matters] will write to you with details of the new working arrangements, details of any trial period (usually between three and 6 months, depending on how long is needed to see if the new arrangement is working effectively), an explanation of changes to your contract of employment, and the date on which they will commence. You will be asked to sign and return a copy of the letter. This will be placed on your personnel file to confirm the change to your terms of employment. 
[bookmark: a717872]Unless otherwise agreed (and subject to any agreed trial period) changes to your terms of employment will be permanent. You should note that your right to make formal flexible working requests is limited to two in any 12-month period.
[bookmark: a859133]If [your manager] / [title of person responsible for HR matters] needs more time to make a decision, for example, where they need more time to investigate how your request can be accommodated or to consult other members of staff, they will discuss this with you.
[bookmark: a580592]There will be circumstances where, due to business and operational requirements, we are unable to agree to a request. In these circumstances, [your manager] / [title of person responsible for HR matters] will write to you:
[bookmark: a584920]Explaining the business reason(s) for turning down your application
[bookmark: a412542]Setting out the appeal procedure
[bookmark: a408360]We may reject your request for one or more of the following statutory reasons:
[bookmark: a564568]The burden of additional costs
[bookmark: a862738]Detrimental effect on ability to meet customer demand
[bookmark: a543199]Inability to reorganise work among existing staff
[bookmark: a274348]Inability to recruit additional staff
[bookmark: a484352]Detrimental impact on quality
[bookmark: a439941]Detrimental impact on performance
[bookmark: a557390]Insufficiency of work during the periods that you propose to work
[bookmark: a131710]Planned structural changes
[bookmark: _Toc256000008][bookmark: a173831]Appeal
[bookmark: a894039]If your request is rejected, you have the right to appeal.
[bookmark: a813297]Your appeal must:
[bookmark: a964972]Be in writing and dated
[bookmark: a322378]Set out the grounds on which you are appealing
[bookmark: a496291]Be sent to our [title of person] within [7] days of the date on which you received the written rejection of your request 
[bookmark: a288089]Our [title of person appeal is sent to] will arrange for a meeting to take place following receipt of your appeal. We will try to hold the meeting at a convenient time for all those attending. You may be accompanied by a colleague or trade union representative as explained in paragraph 5.1.
[bookmark: a283881]Where possible, the appeal meeting will be conducted by a [more senior] manager who has not been previously involved in considering your request.
[bookmark: a218152]You will be informed in writing of the decision as soon as possible after the appeal meeting. 
[bookmark: a313270]If your appeal is upheld, you will be advised of your new working arrangements, details of any trial period, an explanation of changes to your contract of employment and the date on which they will commence. You will be asked to sign and return a copy of the letter. This will be placed on your personnel file to confirm the change to your terms of employment.
[bookmark: a478371]You should be aware that changes to your terms of employment will be permanent and that your right to make formal flexible working requests is limited to two in any 12-month period. 
[bookmark: a293736]If your appeal is rejected, the written decision will give the business reason(s) for the decision and explain why the reason(s) apply in your case. You should note that your right to make formal flexible working requests is limited to two in any 12-month period.
[bookmark: _Toc256000009][bookmark: a122260]Extending time under the formal procedure
[bookmark: a475116]Usually, it will take no more than two months to decide your request, including any appeal. There may be exceptional occasions when it is not possible to complete consideration of your request within this time frame. Where an extension of time is agreed with you, [your manager] / [title of person responsible for HR matters] will write to you confirming the extension and the date on which it will end.
[bookmark: a445710]If you withdraw a formal request for flexible working, that request will still be considered when determining if you have made two formal requests in a 12-month period. In certain circumstances, a formal request will be treated as withdrawn. This will occur if you fail to attend a meeting and a rearranged meeting, or an appeal meeting and a rearranged appeal meeting, without good cause. In such circumstances, [your manager] / [title of person responsible for HR matters] will write to you confirming that the request has been treated as withdrawn.
[bookmark: _Toc256000010][bookmark: a121227]Informal flexible working requests
[bookmark: a415244]Employees who are ineligible to make a request for flexible working under the statutory process or who are not seeking a permanent change to their contractual terms may make an informal request to [their manager] / [title of person responsible for HR matters], who will consider it according to our business and operational requirements.
[bookmark: a779688]It will help [your manager] / [title of person responsible for HR matters] to consider your request if you:
[bookmark: a680351]Make your request in writing and confirm whether you wish any change to your current working pattern to be temporary or permanent
[bookmark: a769483]Provide as much information as you can about your current and desired working pattern, including working days, hours and start and finish times, and give the date from which you want your desired working pattern to start
[bookmark: a785215]Think about what effect the changes to your working pattern will have on the work that you do and on your colleagues, as well as on our service delivery and that of your team and department. If you have any suggestions about dealing with any potentially negative effects, please include these in your written application. [Your manager] / [title of person responsible for HR matters] can consider whether they are workable.
[bookmark: a459131][Your manager] / [title of person responsible for HR matters] will advise you what steps will be taken to consider your request, which may include inviting you to attend a meeting, before advising you of the outcome of your request. 
If your request is agreed it will be confirmed in writing, along with any arrangements for reviewing whether it is working well for both you and us.  Informal flexible working arrangements are not contractual and may be amended or revoked, in which case you will revert to the working arrangements detailed in your contract of employment.
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