
 
 

Request for Flexible Working Arrangements – Appendix B 
 

Summary of Process 
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           Within 14 days                                              
 
                                                                              Request is Accepted 
 
 
 
 
             Request is Rejected 
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                Within 14 days 
 
 
 
 
 
 
               Within 14 days 
 
                                                                                         
                                                                                  Appeal is Accepted   
 
 
 
           Request is Rejected 
 

Manager receives an application 
for flexible working 

Manager and employee meet to 
discuss the application 

Manager notifies the employee in 
writing of their decision 

Manager and employee 
will need to consider 
what arrangements they 
need to make for when 
the pattern is changed. 
Personnel must be 
informed 

Employee can appeal, in writing, 
setting out the grounds of their 

appeal. 

Appeals Manager receives written 
appeal 

Appeals Manager and employee 
meet to discuss appeal 

Appeals Manager notifies the 
employee of the decision Manager and employee 

will need to consider 
what arrangements they 
need to make for when 
the pattern is changed. 
Personnel must be 
informed 


