HR37b
Flexible Working Request
To be completed by the Line Manager/HOD following a meeting with the employee

	To:   General Manager/Senior Management @ Head Office

	From: (Name of Line Manager)





Manager’s Decision
	
I wish to:              approve                       decline                  the request.
What is your rationale? (if you are approving the request, state why / how the arrangement will work.  If you are declining the request, please state the business reason why it will not work)








To be completed by Line Manger
	Date request received:

	Date:

	Employee meeting: (must be within 28 days of receiving request. Employee can be accompanied to the meeting by a fellow worker)
	Date:



	Decision recommended by: (name of Line Manager)


	Date:

	Approved by: (name of Head of Department / Senior Management)

	Date:

	Approved by: (Managing Director / Finance Director)


	Date:




To be completed by HR Administrator
	Decision communicated to employee: (must be within a further 14 days of the meeting)
	Date:


	Employee appeal activated: (must be within 14 days of communicating decision)
	Date:


	Employee appeal meeting: (must be within 14 days of receipt of appeal. Employee can be accompanied to the meeting by a fellow worker)
	Date:

	Final Decision Communicated: (must be done within 14 days of appeal hearing)
	Date:

	Changes to hours of work/terms & conditions of employment confirmed to staff 
	Effective change date: (if applicable)




[bookmark: _GoBack]
To be completed by HR Administer
	Docs. agreeing changes to T&Cs produced by HR Admin. and issued to staff
	Date & initials:

	Payroll notified (incl. copies of docs.)
	Date & initials:

	Copy of signed docs. received and filed in staff HR file
	Date & initials:



