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FOREWORD

Dear colleague

From 6 April 2003, the legal right to request flexible working will be available to those employees who care for children under six or disabled children under 18. This new Flexible Working Policy meets and exceeds the statutory provisions of the Employment Act 2002.  

To reflect the Council’s commitment to its workforce and to take the opportunity to work towards modernising our working practices, the Executive Board has agreed that all employees should be given the opportunity to request a flexible working pattern, which they feel is more suited to the job or to their personal circumstances.  The effectiveness of this policy and its impact on services and employment arrangements will be reviewed after the first 12 months operation.

Flexible working involves a range of different working arrangements, such as flexible hours or job share, which allows managers and employees to utilise non-traditional working patterns.  These options all form part of the Council’s Work-Life Balance policies, which reflect the changing culture of work.  We recognise the need to meet service demands more effectively whilst at the same time helping employees to balance work, home and personal priorities.

Any of these Flexible Working methods are, in principle, available to all employees but the needs of the service are equally important and some options simply may not be operationally practical.  Different flexible working patterns will therefore be more or less suited to particular service areas and types of working.  

To make this policy effective it is important that management strives to provide flexibility for its staff based on the fair and objective consideration of service needs rather than administrative convenience.  It is intended that the Flexible Working Policy will provide a basis for discussion between management and staff to enable the correct Work-Life Balance to be achieved.  

We must all keep in mind that ‘flexibility’ at work is a mutual consideration.  When flexibility can be agreed it is a responsibility that both managers and employee share to facilitate the provision of our services.

Gillian Norton

Chief Executive

31 March 2003

1.  INTRODUCTION

1.1.
CHANGING ENVIRONMENT

Work-life balance is a topic under increasing scrutiny both within the legislative framework, in the UK and Europe, and within employing organisations across the UK.

For local authorities in particular, who need to provide high levels of service within limited resources, exploring work-life balance issues is a necessity in order to address:

· Difficulties in recruitment, due to an ever-tighter job market, despite current economic trends

· Increasing levels of absenteeism often linked with stress, which costs UK employers £4 bn a year

· A ‘long working hours’ culture, which can affect both performance and morale

Workers are also under pressure to meet increasing professional demands whilst coping with domestic situations often complicated by stressful lives and longer life expectancy (childcare and elderly care).

Therefore effective work-life balance policies and practices are an important management tool in building a motivated, committed and high performing workforce.  

The DTI has for some time been concentrating efforts on work-life balance and their specially set up department (of the same name) intends to provide information and support to UK employers in their efforts to offer more flexibility to their workers.  The findings of a government survey (published on 2 January 2003) highlights a continuing gap between the flexibility employees want and the packages offered by many employers.  While almost a third of job hunters put flexible hours above an extra £1,000 a year, fewer than 60 posts out of more than 100,000 advertised on the recruitment website used for the study specifically offer flexible working as a benefit.

Almost half of men and women chose flexible working as the benefit they would most look for in their next job, and more than two-thirds said they would like the chance to work more flexible when necessary.  Among parents with children under six, eight out of 10 named work-life balance as an important factor in deciding whether to apply for a job.  

1.2.
THE BUSINESS CASE FOR RICHMOND

For a local authority such as the London Borough of Richmond upon Thames  (LBRuT), cost efficiency of service is vital and work-life balance policies have a crucial role to play in achieving this.  At present, particular issues exist that could be addressed by improved work-life balance policies:

· Absence management

Absence levels, whilst decreasing, remain higher than average and frequent short-term absence is of particular concern as it disrupts service provision and prevents effective cover planning.  As this type of absence can derive from a mismatch between lack of flexibility (whether perceived or actual) and a difficult domestic situation (often temporary), flexible working solutions can provide an effective answer to this problem.  Indeed, a 2002 study by the Chartered Institute of Personnel and Development on absence management suggested that employers that offer flexible working had lower absence rates.

· Retention

Although no quantitative data is currently available, qualitative information based on exit questionnaires and employee relations cases highlight the link between lack of flexibility in working arrangements and staff leaving the authority.

· Recruitment


Some areas find it difficult to attract a sufficient pool of suitable applicants and, in a competitive labour market where private companies are able to offer more attractive salary levels, flexible-working solutions are a powerful incentive, particularly for people with child or elderly care responsibilities.

· Increased staff morale and commitment

Although current perceptions of lack of flexibility in the Council’s employment may be the result of misinformation, they nonetheless have a substantial negative effect on staff morale.  The simple fact of offering a scheme, which is both clear and easy to operate, can rapidly overcome negative perceptions.  In addition, employers offering a range of flexible options have found that staff taking advantage of these options are more committed and willing to provide flexibility in return.

· Reduced conflict and associated claims

Management of work-life balance issues is often complicated and can be emotional for the staff involved.  As labour disputes can often result from the mismanagement of such situations, the cost of conflict can be high both in terms of management time, financial resources and adverse publicity, particularly where matters are pursued in Employment Tribunals.  Working to reduce conflict is therefore a business imperative, and this can be achieved by a thorough understanding of the policies available, in order to make and communicate business-led yet sensitive decisions on any requests for flexible arrangements. 

It is acknowledged that work-life balance measures carry a cost implication.  However many improvements can be made simply by taking a more innovative approach to work arrangements and are therefore relatively cheap.  In addition, more expensive policies are often offset by reduced costs in the five areas detailed above, as cost analysis can demonstrate. 

It is also acknowledged that some policies may be very effective and workable within one department or school, and not at all in another. This is a particular characteristic of organisations such as the LBRuT, where focus has had to be on the specific needs of the clients they serve.  As a result, any new scheme needs to take into account all such needs and will be reviewed 12 months after introduction.  

1.3.
HOW TO ACHIEVE THE CORRECT WORK-LIFE BALANCE?
The Flexible Working policy is effective from 6 April 2003 to meet statutory requirements.  It will be subject to regular reviews on the basis of:

· Feedback provided by staff and managers once they have used the policy (a form is attached in Appendix 6 for this purpose)

· A specific survey on policy take up and impact, the first scheduled for October 2003

· Information from the Staff Attitude Survey 

· Consultation with the Staff Support Groups as part of the Race Equality Scheme and the Equality Standard.

2.  PROCEDURE

2.1.
LEGAL BACKGROUND

2.1.1.
Statutory entitlement
In the Employment Act 2002, the Government introduced a right for workers with young families to request flexible working patterns.  In 2007, this right was extended to carers of certain adults, thanks to the Work and Families Act 2006.  The Council’s procedure is based on the guidelines set out by legislation.

The law provides a statutory right to request flexible working in the following circumstances:

· for parents of children under 6 (or under 18 for a disabled child)
· or for carers of certain adults (spouse, near relative)

· provided the parent/carer has over 6 months service

In recognition of its role as a leading employer in the community, the Council’s policy extends this right, and the full provisions are set out in section 2.2.

2.1.2.
Equal opportunity and Diversity
In applying this policy managers must ensure that they comply with the Council’s Equality and Diversity policies and related legislation, and in particular:

· The Sex Discrimination Act (1975)

· The Race Relations Act (1976) and Race Relations Amendment Act (2000)

· The Disability Discrimination Act (1995)

· Age Discrimination Regulations (2006)

The Council will discharge its responsibilities in respect of the Disability Discrimination Act 1995.  Employees will not receive less favourable treatment because of a disability except where this is justified within the meaning of the Act and cannot be avoided.  Consideration will be given to the provision of ‘reasonable adjustment’ as specified by the Act in terms of an individual’s particular needs at work.  (This may be a review of a ‘reasonable adjustment’ made previously or consideration of a new set of circumstances.)

2.2.
POLICY STATEMENT

As a leading employer in the local community, the Council aims to provide flexibility based on the fair and objective consideration of service needs, rather than administrative convenience, when trying to accommodate individual requirements.

2.2.1.
Who is covered?

As such employment policies must reflect the spirit of inclusiveness, which govern public service provision.  Therefore, whilst legislative provisions for flexible working only apply to parents of young children and carers of certain adults, the Council recognises the existence of broader caring responsibility among its staff and this Flexible Working Policy applies to all staff who have completed 6 months’ service.
The procedure for flexible working requests therefore does not apply to new starters, who have the opportunity to negotiate any necessary flexible arrangements prior to joining.  However once they have completed 6 months service, this Flexible Working Policy applies.

2.2.2.
Entitlements
Employees may request one of the 6 types of flexible working arrangements available at the Council (as detailed further in section 3), which enable them to change their hours of work, their working times, or their place of work:

· Flexible hours

· Annualised hours

· Part time working

· Job share

· Term time working

· Home working

2.3.
PROCEDURAL STEPS

Step (
The employee submits the request in writing to their manager, using the Flexible Working Request Form (see Appendix 1), which sets out:

1.1. Type of change applied for,

1.2. Date from which the change would be needed (it is the employee’s responsibility to ensure, wherever possible, that their request is made in enough time to allow for this process to take place),

1.3. Expected impact of the change on the employer, and suggestions to overcome any issues. 

Step (
The manager provides for a meeting with the employee (and their chosen representative) within 4 weeks to consider the request, including:

2.1. Any issues it may raise, and

2.2. Any compromises required.

Meeting notes must be taken and the appropriate section must be completed in the Flexible Working Request Form.
Step (
Within two weeks of the meeting, if the manager decides to grant the request, s/he must:

3.1. Complete the appropriate section of the Flexible Working Request Form and forward the original to Human Resources to include in the employee’s personal file

3.2. Advise Human Resources of any necessary changes to the contract for action

3.3. Confirm the change in writing to the employee, with a copy of the completed Flexible Working Request Form and the revised contract if appropriate.  
Step (
Within two weeks of the meeting, if the manager decides not to grant the request, s/he must:

4.1. Complete the appropriate section of the Flexible Working Request Form and forward the original to Human Resources to include in the employee’s personal file

4.2. Confirm the decision in writing to the employee, with a copy of the completed Flexible Working Time Request Form, and offer him/her an opportunity to meet to discuss the rationale behind the decision if s/he wishes.  

Refusal must be based on one of the following grounds (clearly identified and detailed on the form), as set by law:

· The burden of additional costs

· Detrimental effect on ability to meet customer demand

· Inability to re-organise work among existing staff

· Inability to recruit additional staff

· Detrimental impact on quality

· Detrimental impact on performance 

· Insufficient work during the periods the employee proposes to work

· Planned structural changes

· Other grounds as the Secretary of State may specify by Regulations

Where possible, evidence must be produced to justify the grounds on which the request is denied.

Step (
If the employee is dissatisfied with his/her manager’s decision, s/he can appeal to the Head of Service within 2 weeks of his/her notification, using Appendix 2.  In order to reject the request for flexible working, the employer must state the grounds for that refusal and provide a sufficient explanation of those grounds.

2.4.
REGULAR REVIEW

As a matter of good management practice, flexible working arrangements should form part of the topics discussed by managers and staff in regular supervision and appraisal meetings.  This provides an opportunity for informal and regular discussions between managers and staff who can work together to reconcile service needs with individual circumstances.

In addition, in some cases, and particularly where the suggested form of flexible working does not require a change of contract, it may be useful to include a trial period for the requested arrangement, and use regular supervision meetings to review the situation.  The changes can be formally confirmed once the arrangement has been tested and found sustainable. 

3.  TYPES OF FLEXIBLE WORKING ARRANGEMENTS

The Council encourages a creative approach towards flexible working, and recognises that different solutions needs to be available to cater for different service needs and related departmental structures.

In an effort to ensure equality and fairness, a number of schemes are therefore available.  Managers and staff should work within the boundaries of these schemes, and seek advice from Human Resources, should they be unable to find a suitable option in this list:

· Flexible hours

· Annualised hours

· Part time

· Job share

· Term time working

· Home working

3.1
FLEXIBLE HOURS

3.1.1.
How the scheme works
Flexitime is a method of working flexible hours during the day to accommodate both the needs of the service and personal circumstances of employees.  Fluctuating service needs during the day may be better accommodated by taking a flexible approach to the hours worked.  Similarly employees are able to work around personal commitment with prior agreement of their manager.  Flexitime can be applied successfully to many service areas, although inevitably some jobs will not operate practically under this system.

3.1.2.
Who can work flexitime?
In principle flexitime can be applied to most jobs.  The following flexitime scheme shows an example for employees whose standard working week is 36 hours.  This can also be applied to part time and job sharing employees.

3.1.3.
An example of flexitime scheme
The contracted hours are 36 per week (pro rata for part time employees).  The standard hours worked are 7¼ hours Monday to Thursday and 7 hours on Friday.

· Bandwidth


This is the period in which time worked is recorded and counts towards contracted hours.  Outside this period, time worked is not normally credited.  The bandwidth is 07:00 - 19:00 subject to service provision, eg it may not be practical for certain establishments to open / become operational before 09:00.

· Core hours


Employees must work 10:00 - 12:00 and 14:00 - 16:00

· Flexihours


Flexitime can operate within these hours i.e. start and finish times can be varied subject to needs of service and with agreement of the manager. Flexihours can be:
07:00 - 10:00
and
12:00 - 14:00
and
16:00 - 19:00 

3.1.4.
Lunch breaks
Employees must take a lunch break of not less than 30 minutes.  Periods longer than 45 minutes are subject to prior agreement of the line manager and to adequate cover between 12:00 and 14:00.

3.1.5.
Staggered hours
This scheme also includes ‘staggered hours’ which means that employees can all have different start, finish and break times.  This allows employers to cover longer opening hours.  It can also offer employees more flexibility.  These hours are agreed in writing between the manager and their staff.

3.1.6.
Time off in lieu (TOIL)
Time off in lieu is when employees take time off, in prior agreement with managers, to make up for extra hours worked.  It is often used to compensate employees who attend meetings in the evenings or who work on their day off.

3.1.7.
Recording of hours
Each employee will be responsible for maintaining a daily record of hours worked.  These should be agreed and signed by their manager on a weekly basis.  Individual employees may work a weekly timetable in excess of the normally weekly maximum of 36 with the prior agreement of their manager.  The extra hours worked are termed ‘credit time’.  Credit time is recorded by the individual and counter-signed by the manager.  Not more than 24 hours are to be held in credit at any one time and not less than 30 minutes are to be carried forward from one week to the next.  

A recording sheet is available for use in Appendix 3, however departments may want to develop their own version.

3.1.8.
Absences
Days off whether for sick leave, annual leave, day release, courses and conferences comprise 7 ¼ hours (Monday to Thursday) 7 hours (Friday).  Employees in the flexible working scheme are encouraged to arrange appointments to dentists, doctors etc. outside of working hours.

3.2
ANNUALISED HOURS

3.2.1.
How the scheme works
Total working hours are calculated over a year rather than a week.  This means people can work according to the peaks and troughs of activity over the year.  This may be unsuitable in some areas of work where levels of activity remain constant throughout the year.

3.2.2.
Recording of hours
Each employee will be responsible for maintaining a daily record of hours worked.  These should be agreed and signed by their manager on a weekly basis.  Individual employees may work a weekly/monthly/annual timetable with the prior agreement of their manager.  

3.2.3.
Salary payment
If an employee’s annual hours are not reduced, they will be paid as normal on a monthly basis.  

3.2.4.
Annual leave, sick pay and other leave
These are in accordance with the national and local individual conditions of service.

3.3
PART TIME WORKING

3.3.1.
How the scheme works
A part-time employee is defined as any employee who is contracted to work less than the basic full-time contractual hours in that type of work.  The number of hours can vary enormously.  Part-time working can take various patterns, including part day, part-week and part-year.

3.3.2.
Legislation
The Part-time Workers (Prevention of Less Favourable Treatment) Regulations 2000 introduced new rights for part-time workers.  These regulations ensure that Britain's part-timers are not treated less favourably than comparable full-timers in their terms and conditions, unless it is objectively justified. This means part-timers are entitled, for example, to the following:

· The same hourly rate of pay,

· The same access to the pension scheme,

· The same entitlements to annual leave and maternity/parental leave on a pro-rata basis,

· The same entitlement to contractual sick pay,

· No less favourable treatment in access to training.

3.3.3.
Contract of employment
This will reflect the part time hours worked.  

3.4
JOB SHARE

3.4.1.
How the scheme works
Job-sharing involves two part-time employees sharing the duties of a post normally done by one.  Job sharers divide pay, holiday and other benefits.

3.4.2.
Contract of employment
Each job sharer will have an individual contract of employment.  

3.4.3.
Rate of pay
This will be the salary grade of the post pro rata to the hours worked.  Job sharers will not necessarily be on the same salary point within the grade.  Normal incremental progression will apply.

3.4.4.
Flexible hours
Job sharers may be able to participate in the flexitime scheme in agreement with their manager although certain posts may only be able to operate a limited scheme or none at all.

3.4.5.
Annual leave, sick pay and other leave
These are in accordance with the national and local individual conditions of service pro rata to the hours worked.

3.4.6.
Pensions
Employees considering job sharing should contact the Pensions Office for more information on pensions.

3.4.7.
Vacancies
Job sharers can apply jointly or individually for vacancies within the Council (where the post is suitable for job sharing) on equal terms with full time employees subject to the usual recruitment and selection process.

3.4.8.
Training
Job sharers will have the same access to training, information and opportunities as full time employees.
3.5
TERM TIME WORKING

3.5.1.
How the scheme works
Term time working (TTW) is a method of flexible working where the employee’s working weeks mirror Richmond’s schools’ term weeks.  All requests for TTW will be considered subject to operational needs.  Requests for TTW, which do not match Richmond’s schools’ terms, may be considered by management upon request, subject to operational needs.

TTW will not be a practical option for all service areas, as many services outside the school environment will need to operate on an all year-round basis.

3.5.2.
Contract of employment
A TTW contract means the employees works all the weeks of school terms but employment is regarded as continuous throughout the year.

3.5.3.
Annual leave 

TTW employees must take their holiday entitlement during the school holidays.  The taking of holidays in term time is not generally permitted.  However, it is acknowledged that special arrangements may need to be made for emergencies and reference should be made to Parental Leave (details in Maternity, Paternity and Adoption Policies) or Time Off For Dependants (see page 14 of this policy).

3.5.4.
Working hours
A TTW employee can work full time or part time hours.

3.5.5.
Rate of pay
The annual salary will be based on the number of days/hours that the employee works and the salary will be paid in equal monthly instalments.

3.5.6.
Pension
Local Government Pension contributions would be the standard percentage, deducted from each month / week’s earnings.

3.5.7.
Training
A TTW employee will be expected to make himself or herself available for key training initiatives even if they fall within the ‘weeks off’.  Adequate notice will be given to make alternative arrangements for those days and compensatory time off should be offered.  In exceptional circumstances where alternative time off is not an option, other alternatives may be considered.  TTW employees should have the same access to training information and opportunities as year-round employees.

3.6
HOME WORKING

3.6.1.
How the scheme works
Thanks to new technological advances, working from home has never been easier.  It is possible for all kinds of work to be carried out from home.  It usually involves using a telephone and computer to keep in touch.  Home working may be an occasional arrangement or it may form a regular pattern.

3.6.2.
Advantages
Location flexibility can give employees greater choice about how and where they work and can reduce the amount of time that an individual spends travelling.  It can also be a form of reasonable adjustment for disabled employees.

3.6.3.
Health and safety implications
Request for home working should be assessed on an individual basis and health and safety implications should be carefully considered, using the related Guide to Ensuring Health and Safety of Homeworkers , available on RIO at http://rio/home/at_work/working_at_richmond/health_and_safety/risk_assessment/specific_risk_assessments.htm.
A more detailed Homeworking Policy is also available separately on RIO at http://rio/home/homeworking.

4.  TIME OFF FOR DEPENDANTS

Time off for Dependants was introduced on 15 December 1999 under the Employment Relations Act 1999.  It is a right allowing employees to take a reasonable amount of time off work to deal with certain unexpected or sudden emergencies and to make any necessary long-term arrangements.  The leave is unpaid.

The right applies to most employees including employees on fixed term contracts, from the first day in their job.  However it does not apply to the self employed (eg independent contractors or freelancers).  

A dependant is the husband, wife or partner, child or parent of the employee. It also includes someone who lives in the same household as a member of the family (but not tenants, boarders or employees).  In cases of illness, injury or where care arrangements break down, a dependent may also be someone who reasonably relies on the employee for assistance (whether the employee is the primary carer or is the only person who can help in an emergency).
The right enables employees to take action, which is necessary: 

· If a dependent falls ill, or has been injured or assaulted.

· When a dependent is having a baby.

· To make longer-term care arrangements for a dependent who is ill or injured.

· To deal with the death of a dependent.

· To deal with an unexpected disruption or breakdown of care arrangements for a dependent.

· To deal with an unexpected incident involving the employee’s child during school hours.

No limit is set as to how much time an employee can take, however the right is intended to cover genuine emergencies, and if employees know in advance that they are going to need time off, they should ask for annual leave in the usual way or take parental leave, if related to a child.

Employees need to tell their employers the reason for their absence and how long they expect to be away from work, as soon as practicable.  It is accepted that under exceptional circumstances, this may only be possible upon return to work.  Please use Appendix 4.

5.  CAREER BREAKS AND SABBATICALS

Career breaks involve extended periods of time away from paid work.  Sabbaticals are frequently used for periods of full-time study, although they may also be available for periods of travel, voluntary service overseas (VSO) etc.  

In particular, with regards to teachers, a £92m scheme was launched in March 2001 across England, to encourage continuous professional development within the teaching profession.  Details can be found by using the following link: http://www.teachernet.gov.uk/_doc/2785/sabbaticalscheme.pdf 

Employees who have been granted a career break/sabbatical are required to keep in contact with the employer at regular intervals.  When they return to work, the ideal situation is that they return to same job, as if they had not been away.  Where this is not reasonably practicable, the employee would be offered a similar job on terms and conditions no less favourable than their original job.  

This type of absence from work is currently in the developmental stage and requests would need to be looked at on an individual basis.  Employees should discuss any such request with their manager in the first instance and use the form in Appendix 5 to submit it.

Finally advice should always be sought from the Pensions Office as to the affect a period of unpaid absence has on an employee’s pension. 

APPENDIX 1

FLEXIBLE WORKING REQUEST FORM

INITIAL REQUEST

To request flexible working, the employee must complete all the sections on this page and send it to their manager.

From:
……………………………………………….
……../….…/…….


Staff Name
Date Sent


……………………………………………….


Position


To:
……………………………………………….
……../….…/…….


Manager Name
Date Received


……………………………………………….


Position


Type of arrangement required

Please tick the appropriate box and provide additional details below if necessary:

	1. Flexible hours

	
	

	
	
	

	2. Annualised hours
	
	

	
	
	

	3. Part time working
	
	

	
	
	

	4. Job share
	
	

	
	
	

	5. Term time working
	
	

	
	
	

	6. Home working

	
	


Details of suggested arrangements (eg hours, days etc)


……………………………………………………………………………..


……………………………………………………………………………..


……………………………………………………………………………..
Expected impact on the service provision


……………………………………………………………………………..

……………………………………………………………………………..

……………………………………………………………………………..
Suggestions to remedy the impact


……………………………………………………………………………..


……………………………………………………………………………..


……………………………………………………………………………..
MEETING TO CONSIDER REQUEST

A meeting must take place between the employee and the employer to discuss this request for flexible working within 4 weeks of the request being made.  A written record of this meeting to be taken and agreed as accurate.

Meeting held on:
……../….…/…….


Date

Meeting attendees:
…………………………………………………………..


…………………………………………………………..


…………………………………………………………..


Names

Notes taken:
Yes / No
Notes appended:
Yes / No

MANAGER’S DECISION

The manager must give their decision to the employee within 2 weeks of the meeting, using this section.

Request granted:
Yes/No

If there has been a change in hours please complete and return a Revision of Contract Notification Form to initiate a revised contract and pay. (http://rio//changes_to_an_employees_contract)

If the request was not granted, please indicate the ground for refusal by ticking the appropriate box(es) below: 

	1. The burden of additional costs

	
	

	2. Detrimental effect on ability to meet customer demand
	
	

	3. Inability to reorganise work among existing staff
	
	

	4. Inability to recruit additional staff
	
	

	5. Detrimental impact on quality
	
	

	6. Detrimental impact on performance
	
	

	7. Insufficiency of work during the periods the employee proposes to work

	
	

	8. Planned structural changes
	
	


Justification:
…………….…………………………………………………….


…………….…………………………………………………….


…………….…………………………………………………….


…………….…………………………………………………….

………………………………………
……..….…………………………………
Signed by Manager 



Print Manager’s Name

APPENDIX 2

FLEXIBLE WORKING REQUEST

APPEAL FORM

EMPLOYEE’S RIGHT OF APPEAL

An employee who is dissatisfied with their manager’s decision can appeal to the Head of Service within 2 weeks of their notification, using this section.  

From:
……………………………………………….
……../….…/…….


Staff Name
Date Sent:


……………………………………………….


Position


To:
……………………………………………….
……../….…/…….

Head of Service Name
Date Received

Grounds of appeal:


……………………………………………………………………………


……………………………………………………………………………


……………………………………………………………………………
APPEAL MEETING

A meeting must take place to discuss the appeal within 14 days after the date on which the employee gives the notice of appeal.  A written note should be taken.

Meeting held on:
……../….…/…….


Date

Meeting attendees:
…………………………………………………………..


…………………………………………………………..


…………………………………………………………..


Names

Notes taken:
Yes / No
Notes appended:
Yes / No

MANAGEMENT’S DECISION AFTER THE APPEAL MEETING

The employer’s decision on the appeal must be given to the employee within 14 days after the date of the appeal meeting, using this section.

From:
……………………………………………….
……../….…/…….


Head of HR or Representative
Date


……………………………………………….


Position

Request granted:
Yes / No

If the request was not granted, please indicate the ground for refusal by ticking the appropriate box(es) below: 

	1. The burden of additional costs

	
	

	
	
	

	2. Detrimental effect on ability to meet customer demand
	
	

	
	
	

	3. Inability to reorganise work among existing staff
	
	

	
	
	

	4. Inability to recruit additional staff
	
	

	
	
	

	5. Detrimental impact on quality
	
	

	
	
	

	6. Detrimental impact on performance
	
	

	
	
	

	7. Insufficiency of work during the periods the employee proposes to work

	
	

	
	
	

	8. Planned structural changes
	
	


Justification:
…………….…………………………………………………….


…………….…………………………………………………….


…………….…………………………………………………….


…………….…………………………………………………….


…………….…………………………………………………….

If there has been a change in hours please complete and return a Revision of Contract Notification Form to initiate a revised contract and pay. (http://rio//changes_to_an_employees_contract)

Please note that a further request for flexible working can be submitted one year from the date of the original request - Appendix 1 (Flexible Working Request Form)

APPENDIX 3

FLEXIBLE HOURS RECORDING SHEET

Name: ……………………………………
Section: ……………………………………
Date: ………/………/………

	DATE
	MORNING
	AFTERNOON
	EVENING
	DAILY 
	CREDIT
	DEBIT
	CREDIT
	SECTION HEAD

	
	START
	FINISH
	START
	FINISH
	START
	FINISH
	TOTAL
	HOURS
	HOURS
	HRS C/FWD
	SIGNATURE

	Monday
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	
	
	
	
	
	

	GRD TOTAL
	
	
	
	
	
	
	
	
	
	
	


	DATE
	MORNING
	AFTERNOON
	EVENING
	DAILY
	CREDIT
	DEBIT
	CREDIT
	SECTION HEAD

	
	START
	FINISH
	START
	FINISH
	START
	FINISH
	TOTAL
	HOURS
	HOURS
	HRS C/FWD
	SIGNATURE

	Monday
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	
	
	
	
	
	

	Sunday
	
	
	
	
	
	
	
	
	
	
	

	GRD TOTAL
	
	
	
	
	
	
	
	
	
	
	


APPENDIX 4

TIME OFF FOR DEPENDANTS

REQUEST FORM

EMPLOYEE DETAILS

Employee Name
………………………………
………………………………


First Name

Last Name

Section/Dpt
………………………………
………………………………


Section

Department

Manager Name
………………………………
………………………………


First Name

Last Name

TIME OFF FOR DEPENDANTS LEAVE ENTITLEMENT

No limit is set as to how much time an employee can take, however the right is intended to cover genuine emergencies. 

TIME OFF FOR DEPENDANTS LEAVE REQUEST

	Application

date
	Dependant’s leave period
	Time

taken
	Balance

due
	Authorised

by
	Manager’s

	
	Start date
	Finish date
	
	
	
	records?

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Signed
……………………………………

Dated
……./………/…….. (dd / mm / yy)
Please forward this request for unpaid leave
to Human Resources as soon as Time Off for Dependants Leave is authorised by your manager

FOR HUMAN RESOURCES USE ONLY
Date received:

……./………/……. (dd / mm / yy)
Checks complete:
( Details


( Cyborg entry

Confirmation sent to payroll:
….../….../…..
APPENDIX 5

CAREER BREAKS AND SABBATICALS

REQUEST FORM

EMPLOYEE DETAILS

Employee Name
………………………………
………………………………


First Name

Last Name

Section/Dpt
………………………………
………………………………


Section

Department

Manager Name
………………………………
………………………………


First Name

Last Name

CAREER BREAK AND SABBATICALS LEAVE REQUEST

Start date
…………………………………………..

Return to work date
…………………………………………..

Signed
……………………………………

Dated
……./………/…….. (dd / mm / yy)
Please forward this request to the HR Advice Team
as soon as an initial discussion has taken place

with your manager

FOR HR USE ONLY

Date received
……./………/……. (dd / mm / yy)
Checks complete:
( Details


( Cyborg entry

Confirmation sent to payroll
….../….../…..
APPENDIX 6

FLEXIBLE WORKING

EMPLOYEE COMMENTS FORM

YOUR DETAILS

Employee Name
………………………………
………………………………


First Name

Last Name

Section/Dpt
………………………………
………………………………


Section

Department

Manager Name
………………………………
………………………………


First Name

Last Name

YOUR COMMENTS

Please mark your response in the table below:

	
	No
	
	
	
	Yes

	
	
	
	
	
	

	Did you receive a copy of the policy in April 2003?
	1
	2
	3
	4
	5

	Was the policy clear and easy to understand?
	1
	2
	3
	4
	5

	Were the contacts/web sites useful?
	1
	2
	3
	4
	5

	Was there sufficient information to enable you to request flexible working?
	1
	2
	3
	4
	5

	Did the policy meet your expectations?
	1
	2
	3
	4
	5


Any other comments: ………………………………………………………………………………….

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

Please return this form to:
Human Resources, Civic Centre,

44 York Street, Twickenham, TW1 3BZ

or via email to a.trowbridge@richmond.gov.uk 

APPENDIX 7

LIST OF CONTACTS

HUMAN RESOURCES 
HR Advice (for general enquiries)

020 8487 5155
HR Business Support
HR Managers (directorates)

020 8891 7186 / 7359
HR Managers (schools)

020 8831 6105 / 8891 7416

OTHER INTERNAL CONTACTS

Health & Safety Manager (re: homeworking)
020 8891 7330
Principal Payroll Officer

020 8891 7258

Payroll & Pensions Manager

020 8891 7261

EXTERNAL CONTACTS

Department for Business Enterprise and Regulatory Reform (DBERR, formerly DTI) 
(for information on general work-life balance issues)
(
http://www.berr.gov.uk/employment/workandfamilies/index.html
Department for Education and Skills

(for information on sabbaticals)
(
http://www.teachernet.gov.uk/_doc/2785/sabbaticalscheme.pdf
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