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Flexible working requests: line manager guide
Before you start: You must reach a decision on a flexible working request within 2 months of the date of the application. Have the employee's written request and your company's flexible working policy to hand.
Line managers may get flexible working requests from their employees. This guide sets out the points to consider at each stage, so you handle every request fairly and within the correct timeframes.
Before you look at the request
· Employees have the right to request flexible working from their first day of employment.
· You must consider every flexible working request fairly.
· Always check your company's policies for the correct process to follow.
· The employee must make the request in writing. Your company may have a specific form for this - check your company's policies.
Checking eligibility and impact
· Find out if the employee has made a flexible working request before. Employees can only make two flexible working requests in any 12-month period.
· Consider how the employee would carry out their work under the new working pattern.
· Identify any impact the new working pattern may have on productivity.
Making and confirming the decision
· Must do: You must make the decision within 2 months of the date of the application, at the most.
· Must do: You must confirm the decision to the employee in writing.
· If you refuse the application, the business must be able to give a sound business reason for the decision.
Handling an appeal
The employee is entitled to appeal the decision. You must deal with the appeal, and respond to the employee, within 2 months at the most.
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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