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What is it?  
 
1. The policy outlines the Academy’s procedure for employees to follow if 

they want to request to work flexibly in line with the statutory legislation 
(The Flexible Working Regulations 2014).   It details how Principals should 
deal with such requests.  Flexible working requests can cover areas such 
as: change to number of hours, change to start and finish times, change 
to working days and different patterns of work etc.  

 
Who does it apply to?  
 
2 This policy applies to all teaching and support staff within Salisbury Plain 

Academies 
 
3 The guidance covers permanent, temporary or fixed-term contracts. 
 
When does it apply?  
 
4 All employees after 26 week’s continuous service have the legal right to 

make an application to request to work flexibly.    
 
What are the main points?  
 
5   The Academy recognises the benefits that flexible working can bring.  

The Principal will give due consideration to all flexible working requests.  
However, if there is a business reason for refusing a request as set out in 
the legislation, (see point 27), the Academy retains the right to do so.  

 
6   Staff can request flexible working but a whole 

Academy/departmental/faculty approach may generally be taken 
when deciding whether a request can be agreed.  

 
7 Any change to working conditions agreed in accordance with this 

policy is a permanent change to the employee’s terms and conditions 
of service and contract of employment.  Under the legislation an 
employee cannot make another flexible working application for 12 
months.  

 
8 Any decision on flexible working should be based on feasibility and 

operational merits the employee does not need to justify their reasons 
for requesting flexible working. 

 
 



Page 4 of 7                                                                                                                June 2016 
	  

Making an individual staff flexible working application 
 
9 The employee should discuss flexible working with the Principal.   
 
10 The employee must make any request in writing by completing the 

Flexible Working Application form (Toolkit 2) which requires them to give 
information on:   

 
• the change(s) to the working conditions that they are seeking. 

 
• the effect, if any, that the requested change(s) would have on the 

employee, the department, the Academy and the pupils and how 
the employee feels this effect could be dealt with and 
accommodated. 
 

• the date from which the employee would want the change to be 
effective. 
 

11 Flexible Working Application forms that are not completed fully will be 
considered void.  

 
12   If the request is being made in relation to the Equality Act 2010 such as a 

reasonable adjustment for a disability the employee needs to make this 
clear in their application on the Flexible Working Application form. 

 
13 If a flexible working request to work less hours is agreed this will have an 

impact on the employee’s pension provision, annual leave, bank 
holidays, sick pay, maternity pay etc.  

 
Handling a flexible working application   
 
14 Once a flexible working application form has been received the 

Principal must consider the request and normally hold a one to one 
meeting with the employee. (Toolkit 7 Handling a request for flexible 
working) 

 
15 Under the legislation the request must be handled within three months 

(including any appeal) unless an extension can be agreed between the 
Principal and the employee.  

 
16 Flexible working requests that have already been agreed may well 

affect the Principal’s ability to grant further requests. 
 
17 The Principal may also want to have team discussions to discuss how 

flexible working could work for the Academy.  
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18 If the Principal intends to approve the request a meeting to discuss the 
flexible working request is not always necessary although having a 
meeting can be helpful to ensure that the proposal is the best solution 
and to discuss exactly the changes that are being sought and the best 
way to accommodate these.    

 
19 An employee can be accompanied to the meeting by a work 

colleague or a trade union representative.  The employee must be given 
5 working days notification of the meeting. 

 
20 The meeting should be held in private but does not have to be face to 

face.  It can be held by conference call.   
 
21 If the request is not possible the Principal may discuss other flexible 

working options at the meeting and mutually agree with the employee 
an alternative flexible work arrangement. 

 
22 If the employee fails to attend the meeting to discuss their flexible work 

application a further meeting will be arranged.  If they also fail to attend 
this meeting, without good reason, the flexible working request will be 
considered withdrawn which will be confirmed in writing to them.  
(Toolkit 5 Model Letter 9) 

 
Short Term/Temporary/Informal Arrangements 
 
23 An employee may want an informal change to their work pattern for a 

short period of time to cover a temporary situation such as coping with a 
bereavement or pursuing a short course of study.  Whilst, in these 
circumstances a flexible work request could be considered under the 
statutory legislation another variation to contractual terms cannot be 
requested for 12 months. The employee could make another flexible 
working request but this would be outside of the statutory legislation.  The 
Principal may consider allowing the employee to revert back to their old 
conditions after a specified period e.g. three months but this would 
need to form part of the one to one meeting.   

 
Trial Period 
 

24 There may be instances where the Principal is unsure whether the 
arrangements requested are sustainable in the longer term for the 
Academy or the possible impact on other employees’ requests for 
flexible working.  The Principal may want to agree to a trial period.  This 
will need to be confirmed in writing with review dates to discuss how the 
new arrangements are working and to make any necessary 
adjustments.   (Refer to Toolkit 5 Model Letter 6) If at the end of a trial 
period the flexible working request cannot be agreed the Principal will 
need to confirm this in writing detailing which of the business reasons 
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apply as listed in paragraph 27 below. The employee will have the right 
to appeal against this decision following the appeal process detailed 
within this policy.  

 
Deciding on a Request 
 
25 The Principal must consider any request carefully looking at the benefits 

of the requested change(s) for the employee and the Academy and 
weighing these up against any adverse business impact of implementing 
the changes on the Academy.  

 
26 The Principal will take into consideration any specific requests that are 

made because of one of the protected characteristics as detailed in 
the Equality Act 2010 such as a reasonable adjustment for someone with 
a disability or someone with a caring responsibility such as caring for a 
dependent with a disability. 

 
27 The Principal is under no statutory obligation to agree with the request 

and can refuse it for one of the following business reasons as detailed in 
the statutory legislation: 

 
• the burden of additional costs 
• the inability to reorganise work amongst staff 
• an inability to recruit additional staff 
• a detrimental impact on quality 
• a detrimental impact on performance 
• detrimental effect on ability to meet  pupil demand 
• insufficient work for the periods the employee proposes to work 
• a planned structural change to the Academy 
 

If the request is agreed or agreed with modifications 
 
28 If the Principal agrees to the flexible working request in whole or with 

modifications it is a permanent change to the employee’s contract of 
employment and there is no automatic right for the employee to return 
to their original pattern of working.   (Refer to Toolkit 5 Model Letter 4) To 
change the flexible work arrangement the employee would need to 
make a new flexible working application request.  Under the legislation 
an employee can only make one application in a 12 month period. 

 
29 The Principal needs to confirm in writing the new working arrangement 

with the employee.  (Refer to Toolkit 5 Model Letter 4) 
    
30 The Academy’s payroll provider needs to be informed of the changes.  

For Academys that buy Wiltshire Council payroll service this is done by 
completing a change of employee job details form and emailing to 
hr@wiltshire.gov.uk    
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If the request is declined 
 
31 The Principal must confirm in writing the decision to reject the flexible                                  

working request stating the operational ground(s) and business reason(s) 
why the proposal cannot be accepted. (Refer to Toolkit 5 Model Letter 
5)  The business reasons for refusing a request under the legislation are 
given in paragraph 27. 

 
Appeal 
 
32 The employee has the right to appeal against the decision to reject their 

flexible working application. Any appeal will be heard by the panel of 
Trust members As legally there are specific time limits for handling flexible 
working requests the employee needs to make an appeal by 
completing the Flexible Working Appeal form.  They must not follow the 
Academy’s general appeals policy.    See the Guidance for Flexible 
Working for suggested time scales. (Refer to Toolkit 1) 

 
33 There is no further right of appeal against the decision of the appeal 

hearing and no other procedure of the Academy such as the 
Grievance procedure can be used.   

    
Equal Opportunities  

 
34 The Academy will make any necessary adjustments to ensure that all 

employees are treated fairly within the law.  
 
Legislation  
 
35 The Flexible Working Regulations 2014. 
 
Further advice and information  
 
36  If Principals require help in accessing or understanding this policy or 

completing any of the associated forms please contact the HR Adviser. 


