
Your Manager should conduct a Flexible Working Review 
Meeting once in receipt of your completed form. During the 

meeting, be prepared to expand on the details of your request 
ensuring that your Manager has all the relevant information to 

be able to make an informed decision.  

Flexible Working Process Flowchart 

Has your request been approved? 

Advise your Manager of your intention 
to request flexible working, confirming 
that you meet the eligibility criteria of 
being employed continuously for 26 

weeks and have not made such a 
request within the last 12 months. 

You should receive a decision 
in writing within 3 months of 

the date of your initial        
request 

Fill in Flexible Working Re-

quest Form and send to your 

Manager, keeping a copy for 

your own records  

You will receive a written contract variation 
detailing the agreed change, the start date of 
the change, plus how long the change will last 
for and a review date (if applicable). You have 

no further right to request flexible working 
within the next 12 months 

You will receive written confirmation that 
your request has been refused and the 

grounds for the refusal. You have the right to 
appeal the outcome if you think it is unfair or 

if you think the procedure was applied 
incorrectly. You will need to wait 12 months 

before you can make a further flexible 
working request 
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