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FLOW CHART FOR FLEXIBLE WORKING 
 
 
 
               
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
  

On receipt of the request 
manager to discuss with HR 

Employee completes a flexible 
working application (Appendix 

A) and submits to manager 

Is manager able to accept 
request in full? 

Yes No 

Manager completes a 
notification of change form 

and submits to HR, Finance 
and Payroll 

Employee receives written 
confirmation of new working 

arrangement 

Manager liaises with HR to 
invite employee to a flexible 

working meeting 

Manager is able to 
accommodate 
some of the 

request 

Manager is not 
able to accept 

the request  

Manager is able 
to accept the 

request meeting 

Manager completes 
a notification of 

change form and 
submits to HR, 

Finance and Payroll 

Employee receives 
written confirmation 

of new working 
arrangement 

Manager agrees 
outcome letter with 

HR and a copy 
sent to employee 

Options for employee will be: 
1. Accept partial pattern 
2. To continue with current 

pattern 
3. Appeal against decision 

 
 

Manager agrees 
outcome letter with HR 

and a copy sent to 
employee 

Options for employee will be: 
1. To continue with current 

pattern 
2. Appeal against decision 

 
 

If employee accepts partial 
pattern manager completes a 

notification of change form and 
submits to HR, Finance and 

Payroll 


