
 

 
 

 
 

 

   

Manager - completes employee change form in 

MyView (where there is a change of hours or base). 

 

Manager - confirms outcome in writing using the 

Flexible Working Decision Form and sends a copy to 

the employee and to HR 

 

Employee receives updated 

amendment to contract 
 

Process Ends 

Remember – a TRIAL period may be implemented but there must be clear agreement 

that it is a trial and subject to review within the Flexible Working Decision Form. 

 

OUTCOME OPTIONS (within 10 working days) 

• informally discusses their 

preferences with their line 

manager 

• completes Flexible Working 

Application Form  
• submits form to manager 

with a copy to HR 
 

• verbally acknowledges the 

application to confirm it has 

been received  

• prepares to discuss the 

request having considered 

the operational impacts, the 

wider team dynamics and 

the business reasons if 

unsuccessful 

• both meet to discuss the 

request in detail  

• address any concerns 

raised  

• consider suitable 

alternatives and agree any 

workable solutions  

 

Manager verbally 

informs employee of 

the outcome 
 

Manager and Employee 

agree to amendment 

and agree a start date 

APPLICATION  

APPROVED 

Manager and 

Employee agree a 

start date  
 

APPLICATION REQUIRES  

AMENDMENT 
 

APPLICATION  

REFUSED 

Employee and Manager 
 

Manager 
 

Employee 
 

Flexible Working Request Process Flow 
 

EMPLOYEE APPEALS 

DECISION (within 10 days) 

Employee completes Flexible 

Working Appeal form and submits to 

next level of management 

  

Manager and 

Employee unable to 

find a solution  

 
 

Next level of management 

arranges the Appeal Hearing 

Process Ends 

  

Next level of management will confirm 

the Appeal Hearing Outcome in 

writing to the employee   

  

 

Manager - confirms outcome in writing using 

the Flexible Working Decision Form and 

sends a copy to the employee and to HR 

 
 


