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At REAch2, our actions and our intentions as school leaders are guided by our Touchstones.

Inclusion

Realising the greatness in
our difference.

Inspiration

Feeling the power of
the possible.

Leadership

Finding the leader in all of us.

Enjoyment

Loving what we do.

&Y

Responsibility

Unwavering commitment to
seeing things through.

Learning

Creating exceptional
opportunities for learning.

Integrity

Being courageously
true to our purpose.
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Policy Overview

Overarching Principles
REAch2 recognises the key role flexible working plays in attracting and retaining employees. We are
committed to supporting flexible working and will consider each request on a case-by-case basis.

All employees have the legal right to request flexible working arrangements from day one of
employment. This policy does not apply to agency or casual workers.

The flexible working legislation gives all employees the opportunity to apply for a temporary or
permanent change of working pattern at any stage of their career and regardless of their personal
reasons for making the request.

Whilst there is no automatic right to work flexibly, this policy undertakes to provide a fair and
consistent basis for making applications and decisions.

Intended Impact

The aim of the policy is to help employees achieve a good balance between work and their lives
outside work and to enable REAch2 to attract and retain skilled employees. Flexible working is any
type of working arrangement that gives some degree of flexibility on how long, where and when an
employee works.

An early discussion is encouraged for any employee who thinks they may benefit from a flexible
working arrangement, and they are encouraged to speak to their Line Manager/Headteacher in the first
instance.

Roles and Responsibilities
Employee’s Responsibilities

e complete their application form as comprehensively and thoroughly as possible;

e be willing to explore reasonable and practical alternatives if their first preference working
pattern is not feasible;

e understand the impact of a flexible working request on their pay and pensions;

e be aware they can make no more than two flexible working requests in any 12-month period.

Line Manager’s Responsibilities

e create an environment where employees can access the Flexible Working Policy when they
want to and are comfortable making requests;

e receive an application for flexible working positively and to give it fair consideration;

e consider each application individually and on its own merits keeping an open mind about work
patterns that could operate in their team;

e seek to achieve an outcome that is a positive for the employee and the school/REAch2;

e review objectively all relevant information before making a decision, explore all options, and act
in accordance with the timescales set out in this policy;
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ensure that any declines are in line with the policy, explained to the employee and fully
documented;
give full and fair consideration to any appeals.

People Team responsibilities:

Support Line Managers to follow a fair process and advise where required.

Policy In Detail

Principles in detail
There are six main work patterns, but employees may also combine different options and suggest their
own alternatives.

Reduced hours — working less than currently contracted hours with corresponding adjustment
to remuneration and superannuation

Term-time working — working during school term times only with corresponding adjustment to
remuneration and superannuation

Job sharing — two individuals sharing the duties of a full-time position with a corresponding
adjustment to pay and superannuation

Variable hours/flexitime — selecting different start and finish times

Compressed hours - before agreeing such an arrangement, managers will need to take into
consideration any potential impact on the health and safety of employees

Office-based homeworking

Implementation
There may be occasions where an employee needs flexibility for a defined period only, in which case a
temporary fixed term arrangement may be put in place.

In some cases, the employee may want to test an arrangement for a trial period before making a long-
term commitment, or a manager may suggest a trial period where the likely impact of a proposed
working pattern is unclear.

In most cases flexible working arrangements are agreed at the outset as permanent changes. There
are three contractual options:

1. Permanent change to terms and conditions of employment.

2. Fixed period change in working pattern of between one and six months, after which the
employee can either return to their previous hours/working pattern or, with agreement, extend
the pattern for a further period. At any point during this time, the ‘'new’ working arrangements
may continue as a permanent contractual change, subject to both parties’ agreement.

3. Trial of a new working pattern of one academic term (school based employees), or three
months (Central Team employees), after which the working pattern will either end or, the ‘new’
working arrangements may continue as a permanent contractual change, subject to both
parties’ agreement.
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Making An Application

Employees are encouraged to approach their line manager informally to suggest a change in their
working pattern before making a formal application. The line manager must consider any informal
requests fairly and constructively. If an informal agreement is not possible, the procedure for making a
formal application is that the employee must make a dated request in writing to their line manager
using the Flexible Working Application Form.

The application must state:

e The date of their application;

e Current working pattern and hours;

e The proposed working pattern and change to terms and conditions;

e The date from which they want the change to take place;

o Whether a previous application for flexible working has been made, and the dates of any
previous applications.

If the employee is making the request in relation to the Equality Act, e.g. as a reasonable adjustment
relating to a disability, this should be made clear in the application.

Once the employee’s completed application form is received, the line manager will ensure that the
employee receives an acknowledgement in writing and will then have up to 4 working weeks to
consider and confirm the outcome of the employee’s request. If there is any reasonable delay this will
be communicated to the employee and an extended timescale will be communicated. The line
manager should contact the People Team for advice prior to responding to a flexible working request.

All decisions made by the employer will have due regard for the Equality Act (2010). The employer will
consider any decision arising from flexible working requests to ensure that employees are not subject
to discrimination. In considering the request, the line manager may meet with the employee, giving not
fewer than five days’ notice, to discuss the application in more detail. The employee may be
accompanied at the meeting by a trade union representative or workplace colleague. During the
meeting the employee will be given the opportunity to state their reasons for making the application,
make proposals to the employer about how it might be managed and ask questions of the employer.

If the employee cannot attend the meeting, they should contact their line manager immediately and
give a reason. The meeting will be rearranged within five days if possible. If the employee fails to
attend a rearranged meeting without good cause the manager may treat the employee’s application
as having been withdrawn. The line manager must discuss the application with the budget holder
before approving any request to ascertain any financial and recruitment implications of agreeing to a
change.

The line manager will ensure that the employee is written to and either:

a) inform the employee that their request has been approved and confirm the contract variation
and the date from which it will take effect.

At this point the process is complete;

Or
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b) arrange a meeting with the employee to consult with them.

Line managers are unable to decline a flexible working request without first consulting with the
employee and exploring the request and suitable alternative options.

Where an employee wishes to withdraw a request after it has been submitted, they may do so, in
writing at any time.

The Decision

The employee must be informed of the decision in writing within 4 working weeks of the application
being received, allowing time for an appeal. If a request is accepted on a permanent basis the line
manager should inform HR to ensure any necessary changes are made to the employee’s payroll and
personal record and to provide written confirmation of the new working arrangements.

If a trial period is necessary to assess whether the proposed new arrangements will work, the
employee should be informed of this decision, outlining the period of the trial and why the request has
not been accepted at this stage. If the employee refuses to accept a trial period, they still have the
right of appeal. If, at the end of a trial period the employer decides that the pattern is to be
discontinued, the employee has the right of appeal.

Whatever the reason for refusing a request, the line manager should keep a record of the date, reason
and circumstances of the refusal on file so that it can be reviewed at a later date. If the employee’s
request is declined, this should be communicated in writing, giving reasons for the refusal and setting
out the appeal process.

A request to work flexibly should only be declined after all options for a mutually agreed solution have
been explored. This includes investigating feasible options other than the working pattern originally
proposed. Employees and management need to be realistic and to recognise that not all flexible
working options will be appropriate for all roles. An application to work flexibly can only be declined if
one or more of the following are identified:

e The proposed working pattern results in additional costs;

o There is a detrimental effect on the school’s ability in terms of its obligations to pupils;

e Aninability to reorganise work amongst existing staff;

e Aninability to recruit additional staff;

e A detrimental impact on quality or impact on performance;

¢ Insufficiency of work during the periods the employee proposes to work;

e Planned structural changes that have already been announced;

e The request for homeworking will result in excessive additional cost or which infringes on other
regulatory obligations, e.g. data protection.

Extension of Time
There may be occasions when it is necessary to seek to extend the time limit for any part of the
process. The line manager must obtain the agreement of the employee to an extension.
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Appeals

If an employee disagrees with their flexible working application being declined, they should first
discuss their concerns with their line manager. There may be other options that can be considered
that would meet the employee’s and the school’'s/REAch2’s needs.

If the employee feels they have not been treated fairly or that there have been procedural
shortcomings, they can appeal by completing a Flexible Working Appeal Form within 10 calendar days
from the date they received notification that their request had been declined. The employee should
send the form to their line manager, who will then forward it to the Headteacher or Director / Head of
Service to hear the appeal.

A meeting will be held as soon as possible after the form has been received.

Individuals may arrange to be accompanied at the appeal meeting by a colleague or trade union
representative.

The outcome of the appeal must be notified to the individual in writing within 14 calendar days of the
meeting taking place. This decision is final.

Policy Review

The Flexible Working Policy will be reviewed every 3 years or sooner, taking into account any
legislative changes.

Any changes made to this policy will be communicated to all relevant stakeholders.
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