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A flexible working policy is the written framework for how your organisation handles requests to change 

working patterns — part-time hours, compressed weeks, flexitime, job shares, remote or hybrid working 

— covering who can ask, how requests are decided, and the grounds on which they can be refused.

Flexible working requests decided ad hoc produce inconsistency: one manager agrees informally, another 

refuses flatly, and the organisation ends up defending decisions it cannot explain. A single written process 

protects both the business case and the people making requests.

This template gives you a complete, ready-to-edit policy: the types of flexibility on offer, how to make 

a statutory request, how your organisation considers and decides it, trial periods, refusal grounds, and 

appeals.

Purpose and scope

This policy explains how [Your company] handles requests for flexible working. It applies to all employees. It 

covers formal statutory requests and informal arrangements, and sits alongside the [remote/hybrid working 

policy] where the request involves working location.

Policy statement

[Your company] supports flexible working where it can be made to work for the role, the team, and the 

people we serve. Every request is considered seriously, on its own facts, and decided by reference 

to business impact — never by reference to who is asking or why. Requests are approved wherever 

operationally possible.

Types of flexible working

• Part-time working — reducing total weekly hours or days.

• Compressed hours — full-time hours over fewer days.

• Flexitime — varying start and finish times around core hours of [times].

• Staggered hours — fixed but non-standard start and finish times.

• Job sharing — one role split between two people.

• Remote or hybrid working — working from home or another location for some or all of the week.

• Annualised or term-time hours — hours averaged across the year.

Making a statutory request

Submit your request in writing to [role] using [form/system]. State that it is a statutory flexible working 

request, describe the change you want and the date you would like it to start, and say whether you have 

made a previous request and when.
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You do not have to justify the request or explain its effect on the business, though anything you can say 

about how the change could work in practice helps us decide it quickly.

How we consider requests

• [Role] acknowledges the request within [number] working days and logs it.

• Your manager invites you to a meeting to discuss the request before any decision is made. You may 

bring a colleague.

• We consider the request against the statutory business reasons and nothing else, consulting 

[operations/rota owner] on practical impact.

• We decide requests well within the statutory deadline — see current ACAS guidance for the deadline 

that applies.

• The outcome is confirmed in writing: agreed, agreed with modifications, agreed on trial, or refused 

with the business reasons explained.

Trial periods and agreeing changes

Where the impact of a change is uncertain, [Your company] may agree a trial of [length, e.g. three months], 

with review points at [intervals]. The trial terms, success measures, and what happens at the end are 

confirmed in writing before the trial starts.

A change agreed permanently is a variation to your contract. We confirm it in writing, including the new 

pattern, any pay change from reduced hours, and the effective date.

Refusing a request and appeals

A statutory request is refused only for one or more of the statutory business reasons, and the written 

outcome explains how the reason applies to the facts. Blanket refusals — "we don't do part-time" — are 

not permitted under this policy.

An employee may appeal in writing to [senior role] within [number] working days of the outcome. The 

appeal is heard by someone not involved in the original decision, and the appeal outcome is final.

Informal flexibility

Occasional one-off adjustments — a changed start time for an appointment, a swapped day — do not need 

a statutory request and are agreed directly with your manager. Informal arrangements do not change the 

contract and can be withdrawn; anyone who wants a lasting change should make a statutory request.

Records and review

Requests, meeting notes, outcomes, and appeal records are kept on the employee's file in [system] 

for [period]. [Role] reviews outcomes [frequency] to check decisions are consistent across teams and 

managers.

© TrainedTeam · trainedteam.com 2 / 3



TrainedTeam Free template · full version and updates at https://trainedteam.com/templates/flexible-working-policy

This policy is reviewed [frequency, e.g. annually] and whenever the statutory scheme changes. Owner: 

[name/role]. Next review due: [date].

How to use this template

1. Delete the flexibility types [Your company] genuinely cannot offer, and say why in the policy statement 

— honesty beats a list nobody believes.

2. Set core hours, trial lengths, and acknowledgement timescales you can actually keep on your busiest 

week.

3. Check current ACAS guidance for the statutory deadlines and request limits before publishing, and 

put the source in your review notes.

4. Name a decision-maker and a separate appeal-hearer for every team, including deputies.

5. Brief managers that only the statutory business reasons count as refusal grounds, and that every 

refusal must be explained in writing.

6. Cross-check this policy against your remote/hybrid working policy so location requests follow one 

process, not two.

Official guidance

› ACAS — Flexible working

› GOV.UK — Employment contracts and conditions

This template is provided in good faith and for general information — it is not legal advice. Adapt it to your organisation and, 

where your sector carries specific legal requirements, have the finished document reviewed by a qualified adviser. The live 

version at https://trainedteam.com/templates/flexible-working-policy is kept current; this file is a snapshot.
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