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Purpose
The Church/PCC recognises the importance for employees to enjoy a healthy work/life balance and believes that the promotion of flexible working will increase motivation, promote work-life balance, reduce stress and improve performance and productivity. Whilst working towards the provision of more flexible working patterns to meet employee’s expectations, the organisation also must ensure that the service it provides remains consistent, maintaining high levels of quality. We are committed to giving each flexible working requests full and fair consideration and to taking all reasonable steps to accommodate such requests wherever possible.

This policy does not form part of employees’ contract of employment and the Church/PCC may change this policy from time to time and employees will be notified of any such changes.  

Scope 
[bookmark: _Hlk24372500]The policy applies to all temporary and permanent employees.

General Principles
[bookmark: _Hlk98159281]Every employee has the statutory right to ask to work flexibly from Day One. 

The law does not provide an automatic right to work flexibly as there may be circumstances when the organisation is unable to accommodate the employee’s desired work pattern.  However, the policy and procedures set out below aims to facilitate discussion and encourage both the employee and the Church/PCC to consider flexible working patterns.

Prior to making a request, we rely on employees to think carefully about their desired working pattern and the implications for both them and the Church/PCC when making an application. In return the Church/PCC will follow a specific procedure to ensure that all requests are given full consideration.

An employee is entitled to submit 2 statutory flexible working requests in a 12-month period. You can only have one 'live' request with the same employer at a time.

A request will stay ‘live’ until any of the following happen:
· your employer makes a decision
· you withdraw your request
· you and your employer agree an outcome
· it's been 2 months since the date of your request

Eligibility
All employees have a statutory right to request flexible working from the first day of employment. 
· The organisation is also open to discussing flexible working arrangements with employees before their first day.

In order to make a request for flexible working a team member must:
· be employed by the Church/PCC

Scope of a request
Eligible employees will be able to request: (delete or amend as appropriate) 
· annualised hours
· compressed hours
· flexitime
· hybrid working
· job sharing
· part-time working
· remote working
· staggered hours
· term-time working
· working from home
[bookmark: _Hlk98159407]This covers changes to working patterns such as compressed hours, homeworking, job-sharing, staggered hours and term-time working. To clarify, any period of homeworking is not a substitute for suitable care arrangements. Any dependants need to be looked after by someone other than the employees when they are working, therefore, if necessary, care arrangements should be in place to cover the time when the employee is working.

Applications for a change in working pattern need not always require a significant alteration. For example, an employee may simply wish to start work half an hour later and make up the time later in the day.

Procedure 
· An employee must make an application in writing specifying the proposed change. Those applications which are accepted will result in a permanent change to the employee’s own terms and conditions of employment, unless agreed otherwise.
· Once the application has been received arrangements will be made to talk privately with you as soon as possible (this may be in a meeting format or in some other way e.g. phone).  
· There is no longer an automatic right to be accompanied at any meeting however we consider that this is good practice, and an employee can be accompanied by a work colleague or a trade union representative if they wish.
· The Church/or other appropriate person will advise you of the decision including any appeal within three months of the date of the application. You will be notified of the outcome of the appeal within 14 days.

We will consider an employee’s request carefully against the following criteria:
· Burden of additional cost
· Inability to re-organise work amongst existing employees’
· Detrimental effect on our ability to meet customer demands
· Inability to recruit additional employees and detrimental impact on quality or performance
· Insufficient work to do during the periods you want to work
· Planned structural changes
· In the case of disability, whether the employee’s request is a reasonable adjustment

We may decide to grant the employee’s request, or agree to a compromise, subject to a trial period.  During the trial period the employee’s line manager will review the practicalities of the arrangements.

At the end of the trial period the employee’s line manager will meet with them to discuss whether the arrangements can be confirmed as permanent or if the employee should revert to their previous working arrangement. At this stage it may be possible to fine-tune the arrangements to suit all parties, which may include extending the trial period. 

Following the end of any trial period we will write to the employee to inform them of the decision, either to confirm the new work pattern or to provide clear business grounds as to why the new work pattern cannot be accepted and the reasons why the grounds apply in the circumstances.  
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