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Employee submits flexible working request to their Manager 
(see Flexible Working Request Form) 

Manager arranges to meet with employee within 28 days to 
review request.  Employee may be accompanied by trade 

union representative or work place colleague
(Template Letter 1)

Meeting held

Manager considers request and notifies employee in writing 
within 14 days

(Refer to Guidelines for Considering Flexible Working 
Requests)

Request Agreed
Employee notified in writing 

including any trial 
arrangements

( Template Letter 2)

Original request refused but 
alternative flexible arrangements 
agreed with employee.  Employee 

notified in writing including any trial 
arrangements

(Template Letter 3)

Request refused and no alternative 
flexible arrangements can be agreed.   
Letter sent to employee confirming 
decision and reasons why cannot be 

accomodated
(Template Letter 4)

Copy of letter sent to HR so 
that CHIME can be updated

Copy of letter sent to HR so 
that CHIME can be updated

Review flexible working as part 
of 121 and/or PDR meetings

Copy of letter sent 
to HR for 

Employee’s 
personal file

Employee may 
appeal against the 
decision within 14 

days

Appeal hearing 
usually held within 
14 days of receipt 

of appeal letter

Appeal upheld and 
flexible working 
arrangements 

agreed

Appeal not upheld


