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Flexible Working Requests – Line Manager Guide

Line Managers may receive flexible working requests from employees. When dealing with these, the following points must be considered:
· Employees have the right to request flexible working from their first day of employment.
· All requests must be handled fairly and without discrimination.
· Always check the Company’s Flexible Working Policy for the correct procedure to follow.
· Requests must be made in writing. A Company-specific form may be available as set out in the Policy.
· Employees can make up to two flexible working requests in any 12-month period. Check whether previous requests have been made.
· Managers must discuss the request with the employee before reaching a decision, to explore any possible alternatives or adjustments.
· When considering a request, assess:
· How the work could be carried out under the new arrangement.
· Any potential impact on productivity, quality, customer service, or team operations.
· A decision must be made and communicated within two months of receiving the request, including any appeal, unless a longer period is agreed with the employee.
· The decision must be confirmed in writing.
· If a request is refused, the reason must be based on one or more of the statutory business grounds set out in the Employment Rights Act 1996, such as:
· the burden of additional costs
· detrimental effect on customer demand
· inability to reorganise work among existing staff
· impact on quality or performance
· insufficient work during proposed working times
· planned structural changes
· Employees are entitled to appeal the decision. The appeal should be handled promptly and fairly.
· All flexible working requests and outcomes must be recorded and kept confidentially in line with company data protection policies.



For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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