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Flexible Working Policy  

 

 

Aim of the Trust 

 

One community.  Many ideas.  Everyone’s future. 

 

We aim to provide an exceptional education for every child in the Trust through an ethos of collaboration and high 

aspirations and through the principles of quality learning using curiosity, exploration and discovery. 

 

This policy is linked to the following policies: 

 

• Equality, Diversity & Inclusion Policy  

• Professional Development & Appraisal Policy 
 

 
Principles  

  

• The Trust recognises the key role that flexible working can have in attracting, retaining and developing 
exceptional staff and securing the most diverse range of skills and experience. The Trust also acknowledges 

the contribution it can make to improving employee job satisfaction, engagement, and wellbeing.  We are 

committed to encouraging and enabling flexible working opportunities and to supporting colleagues who are 
seeking to work more flexibly.   

• The overriding aims of the Trust are always to provide the best possible educational experience and the best 
possible outcomes for children/students. Ensuring these aims are not compromised will always be 

paramount when considering the possible options for colleagues wishing to flex their working arrangements. 

• A range of working arrangements are available at the Trust in order to flex where, when and how much an 
individual works. These options include term-time working, part-time hours, job share, staggered hours, 

compressed hours and home-working. 

• The Trust wants to support its employees to achieve a better balance between work and any other life 

priorities eg caring responsibilities, leisure activities, further learning and other interests.  Decisions about 
whether a flexible working request can be supported will be based on the impact on the role, team, academy 

and Trust and not a judgement on the personal reasons behind the request. 

• As well as accepting formal flexible working applications in line with statutory guidance, the Trust also has an 
annual Extra Flex Scheme.  This begins in the autumn term of an academic year with an invitation to 

colleagues interested in working flexibly for the following year. 

• The opportunity to request flexible working appropriate to the role will be made available to all employees 

and the application of this policy will be reviewed when necessary to ensure the principles of fairness and 

equity are supported in line with the Trust’s Equality, Diversity & Inclusion Policy.  

• There is an assumption that flexible working can work unless there is a genuine operational reason why it 
could not.  We will look for creative solutions to achieve the best possible solution for both the individual and 
the academy / Trust. 
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Scope  

 

This policy applies to all staff directly employed by the Trust.  It is intended to ensure all staff experience fairness and 

that there is consistency of approach.  

 

Different flexible working options will be appropriate to different roles across the Trust eg a hands-on role, such as a 

Cleaner or Lunchtime Assistant, can only be carried out onsite but other types of flexibility, such as a variation in 

working hours, may be possible.  Therefore, whilst not all types of flexibility will always be possible for every role, there 

will be transparency around which types of flex would be possible for a specific role. Within these parameters, 

individuals can expect their own application to be considered fairly relative to others doing the same role in their team 

/academy.   As a result, the Trust aims to have fairness of process and decision-making but is not able to offer equity 

of the options offered to all individuals due to the different nature and demands of the various roles in the school 

context. 

 

When advertising for roles and promotion opportunities in the Trust, consideration will be given to whether the 

position can be undertaken on a flexible basis.  Information about the types of flexibility that would be possible for the 

role will be included in the job advert. 

 

 

Guidelines 

 

Flexible Working Options 

There are three main elements that can be modified to make a role flexible: 

• Where an individual works, eg:  
o Working from home or hybrid working: it might be possible to do some or all of the work from home or 

anywhere else other than the Trust site 

• When an individual works, eg: 
o Compressed hours: working full-time hours over fewer days  
o Staggered hours: the individual has different start and finish times from others 

• How much an individual works eg: 
o Job share: two people do one job and split the hours  
o Part time: working less than full-time hours (usually by working fewer days) 
o Term time only: working only during school terms (39 weeks) or term time plus a specified number of 

additional weeks to be worked during school holidays (eg term time plus 2 weeks) 
 

Mutual Consideration of Implications  

The Trust is unable to grant every flexible working request.  However, the parameters are shared transparently and 

openly, individuals are able to have frank and open discussions about their particular requests, and the implications 

for individuals, teams and the academy/Trust are considered collectively.  This is a two-way process and all flexible 

working requests will be considered individually and as part of the wider academy/Trust context. It requires all 

concerned to adopt a solutions-focused mindset and to be equally committed to this as a reciprocal process.   

 

In responding to a flexible working request, the following elements will be considered: 
 

Benefits: 

• What are the benefits of any proposed flexible working arrangement for: 
o the individual; 
o the team; 
o the line manager; 
o the children/students; 
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o the academy/Trust. 

• Are there advantages that offset any disadvantages the proposed flexible working arrangement may create? 
 

Practical implications for the role: 

• Is the workload achievable within the new arrangement?  

• Can the work be done in the pattern of work requested?  

• Does the proposed working pattern comply with the Working Time Regulations (1998)? 

• If a teacher, what can be done to make the timetabling work? 

• What is the impact on wider workload, e.g. duties?  

• What flexibility can be built in to respond if work commitments change, sometimes at short notice, or for 
meetings? 

• Are there any practical considerations for home working?   

• Are there any health and safety issues? 
 

Practical implications for managing the post: 

• How will performance and output be managed? 

• What agreement is needed as to contact and responses, e.g. when homeworking? 
 

Practical implications for the team: 

• What will be the impact on the workload of other colleagues and the team? 

• What are the current working patterns of other team members? 
 

Financial implications: 

• What are the financial implications for the individual and the academy / Trust?  

• Are there any additional costs that might be generated (it is recognised that some arrangements such as job 
share may result in an additional direct budgetary expense but this may be offset by the potential cost of 
recruiting and training replacement staff) 

 

 

Pension Implications 

Flexible working may have an impact on pension benefits and therefore employees are strongly advised to contact the 

relevant pensions’ team for further advice prior to finalising any flexible working arrangements. 

 

Please note that flexible retirement can only be considered once a request for flexible working has been agreed. The 

Local Government Pension and Teachers’ Pension Schemes are subject to change and therefore guidance should be 

sought from the appropriate pensions team prior to making any retirement request. 

 

 

Applying for Flexible Working 

There are two main routes available to staff applying for flexible working at the Trust: 

1) A statutory flexible working request – Available at any time of the year, this typically involves a permanent 

contract change (eg in working hours & pay) and provides the route to request flexible working required by law. 

 

2) The Trust Extra Flex Scheme – An annual process to consider requests to work flexibly in some way in the following 

academic year.  This will entail a temporary variation on the terms of the contract of employment for the next academic 

year only (after which the individual would revert to their normal terms and conditions).  Where an individual wishes 

to make an identical request for a second year, consideration should be given as to whether the change should instead 

be made as a permanent contract change. However, the individual is not precluded from applying to the scheme for 

subsequent years (it should be noted though that the granting of the request in one year does not guarantee that it 

will be subsequently granted as the changing needs of the whole team/academy will need to be taken into account 

each year). 
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For a further comparison of the two routes available for applying for flexible working, please see appendix A or the 

detailed guidance that follows.  

 

Complaints and Issues Arising 

No form of victimisation of individuals who work or request to work under flexible working arrangements will be 

tolerated within the Trust.  If an individual considers that they have been treated unfairly as a result of working or 
requesting a flexible working arrangement, they should raise their concerns under the Trust’s Grievance Policy. 

 

 

 

  



 

6  

  

STATUTORY FLEXIBLE WORKING REQUESTS 
 

Under the Employment Rights Act 1996 and the Flexible Working Regulations 2014, all employees with at least 26 

weeks' continuous service have the right to make a request to work flexibly. However, the Trust has taken the view 

that all staff are entitled to submit such a request for flexible working regardless of their length of service.  These 

formal applications for flexible working will be considered in line with statutory and ACAS guidance. 

 

The Trust is required by law to consider the request in a reasonable manner, which will usually involve holding a 

meeting with the employee to hear more about the nature of the proposed arrangements and to consider the benefits 

to both the employee and the Trust.  The statutory right to make an application to work flexibly does not imply that an 

application will be granted or that it would necessarily continue indefinitely. 

 

An employee request for flexible working may only be made once in any 12-month period (an employee is however 

entitled to make additional requests if they relate to another statutory entitlement, for example an Equality Act 2010 

right to request reasonable adjustments). 

 

The law prescribes a three-month time limit, starting with the date on which the application is made, within which the 

Trust must make a decision about the request. The three-month period includes the time taken to deal with, and notify 

the employee of the decision on, any appeal. The legislation provides for the employer and employee to agree an 

extension of this time limit. 

 

STAGE 1 - Making a Request 

It is the responsibility of the employee to ensure that they consider and prioritise the needs of their role when making 

an application to change their working pattern, taking into account the implications for their colleagues and the 

children/students. Employees should submit their application at least one week prior to the end of a given term. 

 

The law requires an employee to fulfil certain criteria when submitting a request for flexible working. To fulfil these 

requirements, the employee must lodge a request in writing to the Headteacher (or Executive Principal for Trust 

Central staff), which should include: 

1. The date of the request; 

2. A statement that they are making a statutory request for flexible working and the change(s) they are seeking to 

their terms and conditions; 

3. The date they would like the proposed change(s) to come into effect; 

4. An outline of the effect(s) they think that change(s) will have on the Trust and how any such effects might be 

dealt with (see section on Mutual Consideration of Implications above for guidance on the issues to consider) 

5. The dates of any previous statutory requests for flexible working. 

 

STAGE 2 – Considering the request  

Once the Headteacher/Executive Principal receives the request, it will be dealt with as soon as possible. The 

Headteacher/Executive Principal will usually arrange a meeting to deal with the request (usually no later than 28 days 

from receiving the initial request unless it has been received during a school break). Where a request can, without 

further discussion, be approved in the terms stated in the employee's written application, a meeting will not be 

necessary.  

 

Employees have the right to be accompanied by a work colleague or recognised trade union representative at any 

statutory flexible working meeting. The aim of the meeting is to find out more about the proposed working 

arrangements and how they could be of benefit to both the employee and the Trust.  
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If an employee fails to attend a meeting, including an appeal meeting, and then fails to attend a rearranged meeting 

without good reason, the application will be deemed to have been withdrawn. 

 

STAGE 3 - Outcome  

After the meeting, the Headteacher/Executive Principal will consider the proposed flexible working arrangements 

carefully, weighing up the potential benefits to the employee and to the Trust 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 their working pattern.  

 

The employee will be informed in writing of the decision as soon as is reasonably practicable after the meeting, but 

usually no later than 14 days after the meeting is held. The request may be granted in full or in part: for example, the 

Trust may propose a modified version of the request, the request may be granted on a temporary basis, or the 

employee may be asked to try the flexible working arrangement for a trial period. If the request is agreed then the 

employee will be sent a confirmation letter which will include details of the new arrangements. The employee will be 

given the right to appeal the decision if the Trust’s request is not granted or is granted in part. 

 

Where the Request is Unsuccessful  

It will not be possible for a Headteacher/Executive Principal to agree to a new working pattern in every circumstance. 

The Trust will provide clarity to the employee about the reason the request has been unsuccessful. The rejection of a 

request will be based on one or more of the following reasons, as outlined in the ACAS guidance: 

• it will cost too much 

• the Trust cannot reorganise the work among other staff 

• the Trust cannot recruit more staff 

• there will be a negative effect on quality, performance or meeting student/children’s needs 

• there is not enough work for the individual to do during the periods when they’ve requested to work 

• there are planned changes to the organisation, eg a plan to reorganise or change the structure and the 

request will not fit with these plans 

 

Where the Request has been Granted 

If the request is granted, the employee and the Headteacher/Executive Principal will discuss how and when the changes 

will take effect. Any changes to terms and conditions and will normally be permanent (unless a fixed-term arrangement 

has been explicitly agreed) and will be confirmed in writing and sent to the employee as a new contract of employment. 

 

The Headteacher/Executive Principal should monitor flexible working arrangements and if there are any concerns, 

these should be raised with the employee promptly and recorded. 

 

Trial Period 

Consideration should be given to whether the request should be subject to a trial period. The trial period could form 

the basis when deciding whether or not a new arrangement can work successfully. This will be considered as an agreed 

extension to the statutory time frame. Where a trial period has been arranged, the Trust will provide the employee 

with a document that details their new working pattern and makes clear that it is only a temporary variation to the 

terms of the employee's contract. The employee will be informed in writing of the start and end dates of the trial period 

(although the Trust may reduce or lengthen the trial period where necessary with the agreement of the employee).  

 

At the end of a trial period, if the arrangement has not been successful, both parties could discuss what compromises 

will need to be made in order for a further trial period to take place. If the application is rejected, the Headteacher will 

state the reason(s) why in writing. The Trust will reserve the right, at the end of the agreed trial period, to require the 

employee to revert to their previous working arrangement.  
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TRUST EXTRA FLEX SCHEME  
 

The Trust Extra Flex Scheme provides an alternative route to enable all colleagues to make a request to flex their role 

in some way in order to achieve additional temporary flexibility and balance within a particular academic year.  The 
Extra Flex Scheme sits alongside but is separate from employees’ statutory entitlement to make a flexible working 

request at any time.  A request under the Trust Extra Flex Scheme could be as simple as requesting a PPA period one 

afternoon per week or a 10 minute earlier start and finish time one day or it could involve more significant change, 
such as compressed hours or hybrid working.  These requests are not permanent changes – they are time-bound for 

the following academic year only.  Not all requests can be facilitated and this will depend on the volume and nature 

of all requests made for the following academic year and the flexibility that is possible within the timetable.   

 

There is no guarantee that requests can be granted but the Trust aims to find creative and workable solutions 

wherever possible.  The more alternatives an individual is able to put forward as proposed options, the more likely 

they are to be achievable, eg a request for an early finish one day a week is more likely to be possible to 
accommodate if this can be granted for any day of the week rather than limited to consideration of one specific day.  

Where it has not been possible to identify a mutually agreeable solution for a specific individual due to the volume of 
requests in their team / academy, a request from that same individual would be given priority in the following 

academic year. 

 

The Extra Flex Annual Process 
 

Autumn 
Term 1 

Individuals 

consider how 

they would like 

to work next 

academic year 

• Individuals consider their desired working pattern and ways they could work 
flexibly.  Flexibility can cover where, when or how much time the work is done 
in.  This should include consideration of the implications of the request and 
how these might be overcome. 

• Individuals might use the September / October objective setting meeting as an 
opportunity to start discussing their thinking with their line manager. 
 

Autumn 
Term 2 

Start the flexible 
working 

conversation 

• If an individual would like their role to be considered under the Extra Flex 
Scheme, they should take the initiative and arrange an informal discussion 
with the Headteacher to start working together on viable options.   

• The individual should discuss their thinking with their line manager before 
meeting with the Headteacher/Executive Principal. 

• With the Headteacher/Executive Principal, the individual should consider the 
options available to make the desired working patterns work and be open to 
alternative options.  The more flexible they can be in their request, the more 
likely the academy/Trust will be able to facilitate this and others’ requests.  
During this discussion, the individual should share their thoughts on the 
implications of the request and how these might be overcome.  This does not 
need to be detailed but will support an honest discussion about its feasibility.   

 

Spring 

Term 1 

Make a written 

application 

• Having had an open discussion with the Headteacher, the individual will put 
any request to work flexibly into writing before the start of February half term. 

 

Spring 
Term 2 

Decision-making • Senior Leadership will make decisions on the individual requests submitted. 
 

Summer 

Term 1 
Timetable built 

• School leaders will seek creative solutions to achieve the best possible 
approach for both the individual and the academy. 
 

Summer 

Term 2 

Notification of 

outcome 

• The outcome of the Extra Flex Scheme request will be communicated to 
individuals – usually verbally and in writing. 
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The Trust will track requests over the long-term to ensure consistency, fairness and effectiveness and to reflect any 

changes in employment legislation. 

 

Sudden Temporary Flexible Working Requirements 

In addition, the Trust recognises that there may be situations in which an employee may want to request a sudden 

temporary flexible working arrangement, for example, due to sudden ill health.  In these circumstances, the 
Headteacher/Executive Principal will meet with the individual to understand the request to determine whether this 

can be accommodated.  The same guiding principles will apply.  These requests will be taken seriously and every 

effort made to accommodate such a request.   
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Appeal Process 

Where an application for flexible working is unsuccessful, under either the Statutory Flexible Working Request route 

or the Trust Extra Flex Scheme, and the employee feels their request has not been properly considered by the 

Headteacher/ Executive Principal, there is the option to lodge an appeal. Within 14 calendar days of receipt of the 

notification of the Headteacher/Executive Principal’s decision, the employee may appeal in writing to the Chair of 

Governors or Chair of Trustees (in the case of a decision made by the Executive Principal) c/o the Trust Governance 

Professional. The employee should set out their grounds for making the appeal and date the letter.  

 

Within 14 calendar days of receiving the appeal, the Chair of Governors/Chair of Trustees will designate a panel of 

Governors/Trustees not previously involved with the application to arrange an appeal meeting. The employee may be 

accompanied if they wish by a work colleague or trade union official at the appeal meeting. If the employee’s 

representative is not available at the time fixed for the meeting, it must be rescheduled to accommodate the availability 

of the companion, so long as a reasonable alternative date is proposed that is within 5 working days of the originally 

proposed date.  

 

Within 14 calendar days of the date of the appeal meeting, the panel of Governors/Trustees must inform the employee 

of the outcome of the appeal in writing. 

 

If the appeal is upheld, the written decision must: 

• include a description of the new working pattern; 

• state the date from which the new working pattern is to take effect, including any trial period; and 

• be dated. 

 

If the appeal is dismissed, the written decision must: 

• state the grounds for the decision, which should be appropriate to the employee’s grounds for making the 

appeal; 

• explain why the grounds for refusal apply. The same principles apply at appeal as at the initial application stage; 

and 

• be dated. 

 

A written notice of the appeal outcome constitutes the Trust’s final decision and is effectively the end of the procedure. 
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APPENDIX A  

The Two Routes to Making a Flexible Working Request at the Trust 

 

The Trust Extra Flex Scheme sits alongside but is separate from an employees’ statutory entitlement to make a 

flexible working request at any time.  They are two separate processes and the following should be read and 
understood by any employee considering flexible working so as to identify which approach is most applicable to their 

individual circumstances and need.   

 

The Trust strongly encourages a two-way dialogue before any formal request is made so that an open discussion can 
be had as to what will work in practice.  This will encourage consideration of a greater number of options and 

increase the likelihood of a positive solution that would work for the individual, their team and the academy / Trust.   

 

Statutory Requests for Flexible Working Trust’s Extra Flex Scheme 

Please refer to ‘Statutory Flexible Working Requests’ guidance   

 

All employees have a statutory entitlement to make a formal flexible 

working request if they: 

• have worked for their employer for at least 26 weeks; 

• are legally classed as an employee; 

• have not made any other flexible working request in the last 12 months. 
 

At the Trust, all employees have a day-one right to make one formal 

flexible working request every twelve months. This is an enhanced offer 
that goes beyond the statutory regulations.   

 

As an employer, the Trust must: 

• look at a request fairly following the ACAS Code of Practice on flexible 
working; 

• make a decision within three months.   
 

If a request is approved, this will change the terms of the employment 

contract.  This may be a fixed-term or (more often) permanent change to 
the employment contract and is legally binding. 
 

The Trust will put into writing: 

the agreed change; 

• when the change will start; 

• how long the change will last, if for a fixed period of time; 

• a review date, if the change will be looked at to see how it’s going. 
 

 

Typically (though not in all cases), a statutory request would be made in 
terms of ‘how much’ an individual works (part-time, job share).   

 

 

Please refer to the ‘Trust’s Extra 

Flex Scheme’ guidance 

 

In seeking to provide flexibility for 

all staff, the Trust offers an annual 

Extra Flex Scheme.  Any Trust 

employee is entitled to make a 
flexible request via this process, 

which must be formally submitted 

by the end of Spring Term 1 for the 
following academic year.   
 

If a request is approved, this will 

entail a temporary variation on 

the terms of the contract for the 

next academic year.  This would 

be binding on the individual and 
the Trust, with both parties 

adhering to the agreed conditions 
for that year.   
 

The Trust will put into writing: 

• the agreed change; 

• when the change will start and 
end.   

 

 

 

Typically, an Extra Flex request 
would be made in relation to 

‘where’ and ‘when’ an individual 

works.   

 

 


