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1.0

Introduction and purpose

1.1

Here at Leighton-Linslade Town Council we want to support employees who
want to work flexibly wherever we can.

1.2

When considering a request for flexible working, we will do our best to
balance your request against the needs of the Council and will only turn down
a request for genuine business reasons.

1.4

There is already flexibility in many roles and teams, with many employees
having access to the flexi and toil schemes as well as the Home Working
Protocol for ad hoc home working.

1.5

For small changes to your working patterns, such as starting and finishing a
bit earlier, or where you just want a change for a short period, we might be
able to agree something informally. For permanent or more significant
changes we’ll need to do things more formally and you will need to follow
this process outlined in these guidelines.

1.6

Following this process ensures that all employees making such requests
are treated fairly and equitably.

2.0

Eligibility and scope

2.1

Anyone who works at Leighton-Linslade Town Council can make a
flexible working request. It doesn’t matter how long you’ve worked here or
how many hours you work.

2.2

You can usually only make one formal request every 12 months but if
things change and you need to make another request, talk to your
manager and see what can be arranged.

2.3

You may request to work flexibly for any reason, e.g. reduction of hours for a
better work life balance, change of working pattern to assist with caring
responsibilities or even to help with the commute to work. Whatever the
reason for your request the council will fulfil its duty to consider it reasonably.

2.4

You may make a flexible working request if you want to reduce your hours to
part time, change your start and finish time, have flexibility over your start and
finish time, work your hours over fewer days (compressed hours), or work
from home or elsewhere. You can ask for a change to be for all working days,
specifc days or shifts only, specific weeks only, for example during school
term time or for a limited time, for example 6 months only.

3.0

Before making a request

3.1

Some flexible working arrangement may have an impact on your pay and
benefits, including your pension, and also on any state benefits or tax
credits that you get. Contact your benefits provider (HMRC, DWP) and
Bedfordshire Pension Fund to understand what could happen.

3.2

If you are thinking of making a request it might be helpful to chat to your
colleagues and your manager first to help understand if there are going to be
any issues with what you are looking to do, so you can think about ways
around it or other options.

3.3

If your flexible working request includes working from home, you will be
expected to comply with requirements around home working such as display
screen assessment, risk assessments and policies/protocols relating to use
of Town Council technology and software.

4.0

Employee request

4.1

If you wish to adopt a flexible working pattern, you need to put your
request in writing to your line manager. This written request should be as
comprehensive as possible, and should include the following:



 the date of your application
 the changes that you are seeking to your terms and conditions
 the date on which you would like the change/s to come into effect



 what effect you think the requested change would have on the council
and your service and how, in your opinion, any such effect might be
dealt with
 a statement confirming you are making a statutory request and if and
when you have made a previous application for flexible working

5.0

Meeting to discuss a flexible working request

5.1

Once your line manager receives your request, it should be dealt with as
soon as possible, but no later than the deadline set out below. Your line
manager will usually arrange a meeting with you to deal with the request.

5.2

Where a request can, without further discussion, be approved in the terms
stated in the written application, a meeting will not be necessary and your
manager will advise you. A request to change your terms and conditions
will be sent to HR to action.

5.3

Where a meeting is required your line manager will consider the proposed
flexible working arrangements carefully, weighing up the potential benefits to
both you and the council, against any adverse impact of implementing the
changes. Each request will be considered on a case-by-case basis: agreeing
to one request will not set a precedent or create the right for another
employee to be granted a similar change to his/her working pattern.

6.0

Outcome of a flexible working request

6.1

You will be informed in writing of the decision as soon as is reasonably
practicable after the meeting, but no later than the deadline set out below
(paragraph 10). Your request may be granted in full or in part: for example,
your manager may propose a modified version of the request, the request
may be granted on a temporary basis, or you may be asked to try the flexible
working arrangement for a trial period. If your request is turned down we will
make sure we clearly explain why and you will be given the right to appeal
the decision.

7.0

Flexible working requests that are granted

7.1

If your request is approved, your line manager will discuss with you how and
when the changes will take effect. Any changes to terms and conditions will
be put in writing and sent to you as an amendment to your written statement
of particulars as soon as is reasonably practicable.

7.2

You should be aware that if your application is approved, you do not have a
statutory right to request another variation in contractual terms for a period
of 12 months. A trial period may be agreed; this should be properly
documented by your line manager.

8.0

Trial periods

8.1

If your request is agreed for a trial period your manager must arrange suitably
timed review meetings to discuss any issues that may arise. Any problems
should be addressed at the time so that discussions can be held to try and
resolve these prior to the end of the trial period. If the decision of your
manager at the end of this period is to decline the request you will have the
right to appeal and the appeal procedure should be followed.

9.0

Reasons for refusing a flexible working request (specified grounds)

9.1

Managers should consider requests to work flexibly on the presumption that
they should be approved unless there is a good business reason for not doing
so. Applications for flexible working arrangements can only be refused for the
following reasons












the burden of additional costs



detrimental impact on ability to fulfil role requirements




lack of availability of appropriate technology or software
detrimental effect on ability to meet customer demand

inability to reorganise work among
existing staff or detrimental impact
on the workload of colleagues




















9.2

an inability to recruit additional staff
detrimental impact on quality
have a detrimental impact on performance
insufficiency
of work during the periods the employee proposes to
work
planned structural changes

Where a request is refused, the reason for the refusal must be one of the
above reasons and must be explained as set out at paragraph 6.1.

10.0 Timescales
10.1 All requests will be dealt with within a period of three months from first receipt
to notification of the decision on appeal. Your line manager should hold the
meeting within 28 days of receiving the request and notify the decision to you
within 14 days of the meeting, so that there is enough time for any appeal to
be concluded. If you are dissatisfied with the outcome of your request you are
allowed to lodge an appeal within 14 days of the notification, with the appeal
to be heard within 14 days wherever possible. You will be informed of the
outcome of your appeal within 14 days of the appeal meeting. These time
limits may be extended where both you and the council are in agreement. For
example, there may be agreement to extend the time limit to give you a trial
period on the flexible working arrangements.

11.0 Appeal procedure
11.1 If you wish to appeal against the decision of your line manager to refuse
your request for flexible working, this has to be sent to your Head of
Service or the Town Clerk, in writing, setting out the grounds of appeal
within 14 calendar days after receipt of your line managers decision.
11.2 The Head of Service or Town Clerk will hold a meeting with you within 14
days of receipt of your appeal letter. Within 14 calendar days of the date
of this meeting, you will be notified in writing that either:



Your appeal has been upheld and the date that the contract variation is
effective from
Or




Your appeal has been dismissed, along
with sufficient explanation as to
why this decision has been reached.

12.0 Right to be accompanied
12.1 Although there is no statutory right to be accompanied, we are happy for you
to be represented and/or accompanied by your trade union representative,
employee representative or colleague of your choice, throughout the process.
It is your responsibility to arrange your representation and if your
representative is not available on the date arranged for the meeting, an
alternative date must be arranged as a matter of urgency, preferably taking
into account your representative’s availability.

13.0 Withdrawal of an application for flexible working
13.1 Your line manager will consider that you have voluntarily withdrawn your
application for flexible working if:


they have been notified by you
either verbally or in writing that you are
withdrawing the application



without reasonable cause, you fail to attend
a meeting to discuss your
application on more than one occasion



without reasonable cause, you refuse to provide your line manager with
the information required in 
order to assess whether the contract
variation can be agreed to.





However in all cases your line manager will write and confirm the status of
your application, unless you have provided written notification.
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