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Flexible Working Policy 

 
 
1.  Introduction 

1.1 Employees who meet the eligibility criteria set out in this document have a statutory right to 
request a more flexible pattern of working hours or working. 

1.2 Diss Town Council welcomes requests from all employees and will consider all requests 
reasonably.  Employees do not have an automatic right to change their working 
arrangements. 

1.3 The Council recognises the importance of helping its employees balance their work and 
home life by offering flexible working arrangements. 

1.4 The Council will consider all requests for changes in working arrangements in conjunction 
with the council’s needs. 

1.5  This policy statement aims to set out the ways in which flexible working can promote work-
life balance while maintaining effective working relationships between the council and its 
employees.  

2.  Scope of Policy 

2.1 The policy applies to all employees of Diss Town Council, across all functions and is 
designed to provide information and guidance to employees, whilst ensuring consistency in 
decisions made when considering flexible working arrangements as well complying with 
legal requirements.   

3. Occasional Homeworking 

3.1  This practice may be appropriate for certain roles in the following circumstances: 
 

a) To allow the opportunity to work on a particular piece of work more effectively, avoiding 
office environment interruptions. 

b) To provide a solution to a temporary problem which renders an employee unable to travel 
to work. 

c) To maximise employee productivity where office resources are temporarily limited. 

3.2  In these circumstances, it should be noted that the office is the normal place of work, and 
as such, there is no automatic right for employees to work at home, and any such 
arrangement will therefore be exclusively agreed with the Town Clerk.  Where it is felt that it 
will be necessary or beneficial to work from home on an ad hoc basis, agreement should be 
sought in advance from the Town Clerk, and this should include required performance 
outcomes.   

 
3.3  The Clerk may refuse the request for operational or practical reasons.  If the Town Clerk 

 wishes to work from home, the Leader of the Council and Executive Chair should be 
 advised. 

4. Eligibility 

4.1 All employees can apply for flexible working if they have 26 weeks continuous service at 
the time of the application. 
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 Each request for flexible working will be judged by the line manager on a case-by-case 

basis, and previous approval of flexible working is no guarantee that any subsequent 
request will be approved. 

5. Roles and Responsibilities 

5.1  Managers or those who have a responsibility for other employees should 
a) Familiarise themselves with this policy and ensure that they understand and follow the 

procedures when considering flexible working requests 
b) Ensure that flexible working requests are actioned in accordance with the time scales identified 

below.  
5.2  All employees should 

 Familiarise themselves with this policy and ensure that they understand and follow the 
 procedures when making a request for flexible working.  

5.3  Town Clerk 
a) Provide advice and guidance to Managers on the Flexible Working policy, its application and 

relevant employment legislation/best practice in accordance with ACAS guidance: 
https://www.acas.org.uk/flexible-working 

b) Provide training on the content of this policy 
c) Support Managers and Employees with the Flexible Working process, attending formal 

meetings when held. 

6. What is a flexible working request? 

6.1  Flexible working is a process to enable you to adjust your working hours or pattern of hours on a 
 permanent or temporary basis. This can take a number of forms and some examples are listed 
 below (this is not an exhaustive list): 
 
a) Flexitime – An arrangement whereby an individual can determine (within an agreed timeframe) 

when they work their contractual hours.  The arrangement works for both full-time and part-time 
workers.  Salaries are unaffected. 

b) Part time working – An arrangement whereby the individual works fewer hours than the standard 
contractual hours, either by working fewer days in the week or fewer hours in the day or a 
combination of the two.  Salaries are reduced pro-rata. 

c) Full time – a system where employees can request to increase their contracted hours. 
d) Term-Time Only Working – An arrangement whereby an individual reduces their hours in order 

to take time off during school holidays. 
e) Compressed hours – an arrangement whereby an individual works their contractual hours over 

fewer days to a working pattern that is pre-determined and agreed.  Salaries are unaffected. 
f) Unpaid Leave – An arrangement whereby individuals can have additional time off but without 

pay or contractual benefits.  This can be for a period of up to 3 months. 
g) Working from home on a permanent basis – An arrangement whereby an individual works their 

contractual hours from home or a mixture of from home and in the office. Salaries are 
unaffected. 

 
6.2 Any flexible working agreement must be undertaken in accordance with any related council 

policy. 

7. Applying for flexible working 

7.1 All applications for flexible working arrangements should be made using the flexible working 
request template (Appendix) which can be accessed from your line manager or via the office 
admin folder. 

https://www.acas.org.uk/flexible-working
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8. Process for dealing with flexible working requests 

8.1 Legislation requires that the process for considering and deciding on a flexible working request 
must be completed within a 3-month timeframe; this includes the appeal process and decision.  

 
8.2 Within 28 days after receiving a flexible working application, the line manager must either:  

 
• Notify the employee of his/her agreement to the request (notification must be in writing and 

include the effective date) OR; 
  

• Meet with the employee to discuss the request.  
 
8.3 The meeting should allow the opportunity to discuss how the request could be accommodated 

and look at alternatives to ensure that it both meets the requirements of the individual and can 
be accommodated by the Town Council.  

 
8.4 Following this meeting, the line manager must provide a decision in writing to the employee 

within 14 days.   
 
8.5 Should a delay in the process occur at any stage the reasons for the delay should be clearly 

outlined in writing, dated and agreed by the employee, line manager and Town Clerk. 
 
8.5 The Council will consider a request for flexible working in accordance with the individual 

circumstances of each application.  

9. Agreeing Requests 

9.1 Where a request has been agreed, the line manager must send a completed signed flexible 
working request form to the Town Clerk. 

 
9.2 The agreement should include the below details. 
 

• The change agreed to  
• The date of effect 
• The change to any existing terms and conditions of employment  
• Notifying the RFO of any salary change 
• New contract if required. 

10. Refusing Flexible Working Requests  

10.1     It is recognised that there will be occasions where requests cannot be supported. In making this 
assessment, line managers must consider current council practice, each case on its own merits 
and any impact at the time of application. 
 

9.2 Where an application cannot be supported it can only be refused on the following grounds: 
 

•  Detrimental effect on ability to meet customer demands 
• Inability to re-organise work around existing staff 
• Inability to recruit additional staff 
• Detrimental impact on quality 
• Detrimental impact on performance 
• Planned structural changes  
• Cost. You must be able to demonstrate how the figures have been used and 

determined. 
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9.3 The line manager must also provide a sufficient written explanation as to why the grounds for 
refusal apply in relation to the specific request and include details of the appeals procedure. 

 

10. Appeal Process 

10.1 An employee whose request has been refused has the right to appeal in writing to the Town 
Clerk and Chair of Executive within 14 days after the date on which they were notified of that 
decision. The letter should contain clear grounds of the appeal and be dated.  

 
10.2 In circumstances where the content of the appeal letter persuades the Town Clerk and Chair of 

Executive that the change could be accommodated an appeal meeting need not be held.  
 
10.3 The appeal meeting must be held within 14 days after the date in which the employee gave 

notice of the appeal and will be heard by the Town Clerk, Chair of Executive and Council 
Leader.  

 
10.4 The employee has the right to be accompanied by a colleague.  
 
10.5 A decision in writing should be given to the employee within 14 days of the appeal meeting.  

11. Trial Period 

11.1 If a decision cannot be made about the permanent change, a trial period can be implemented to 
determine if the arrangement will have an adverse affect on the Town Council. 

 
11.2 To facilitate this, the employee, line manager, and Town Clerk must agree to extend the 14-day 

time limit for a decision under this policy.  
 
11.3 This agreement must:  
 

• Be recorded in writing and dated 
• Specify the time limit the extension relates to (maximum 6 months) 
• Specify the date on which the extension will end (and trial start and end)  
• Specifiy that a decision will be granted following the trial  
• Specify that the change (if required) to the employee’s terms and conditions of employment 

during the trial is temporary 
• State the temporary change and its effect on terms and conditions of employment. 

 
11.4 At the end of the trial period a meeting should be held with the employee to confirm whether the 

flexible working arrangement can be made on a permanent basis. This meeting should be 
recorded in writing and signed and dated by both the employee and manager. 

 
11.5 In circumstances where the application cannot be supported the right of appeal should be 

extended to the employee as detailed in section 11. 
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Appendix - Flexible working request template 
 

 
Details of request: 
 
NB. It can take up to 14 weeks from consideration of a request to its implementation. 
Therefore requests should be submitted well in advance of the preferred start date. 
Name:  Manager: 
Job Title:  Employment Start Date: 
 
Current working arrangements:  
(Hours, days, pattern, place of work etc) 
 
 
 
New working arrangements requested:  
(Hours, days, pattern) 
 
 
 
 
 
 
 
 
Date that you would ideally like the change to take effect: 
 
 
Reason for the request: 
 
 
 
 
 
Date of last previous request: 
 
Please explain the impact of this change to your work pattern: 
(Consider the impact upon managing your own workload, and also the affect upon your 
colleagues, managers and visitors) 
 
 
 
 
 
 
Please explain how you think the issues raised above could be dealt with: 
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Signed:  
 
 
 

Date:  

 
Meeting to discuss flexible working application: 
 
 
Detail key points from the discussion  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorisation: 
 
 
Application approved                                    Yes                                 No 
(delete as appropriate) 
 
Detail any changes to request /reasons why request has not been approved 
(Please include whether a trial period has been agreed and the start and end date agreed). 
 
 
 
 
 
 
 
 
 
Right of Appeal 
 
An employee whose request has been refused has the right to appeal in writing to his / her 
line manager within 14 days after the date on which they were notified of that decision.  
 
The letter should contain clear grounds of the appeal and be dated.  
 
 
Signed Manager:  Date:  
Signed Employee:  Date:  
Actioned Town Clerk: Date:  
 
 
For Manager’s attention: 

• Confirmation of receipt of this form must be sent to the employee (copy to Town 
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Clerk) 
• A meeting to discuss the content must take place within 28 days  
• Ensure that your employee is aware of his / her right to be accompanied. 

 


