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Line manager receives an 
application for flexible 
working

Line manager and the
employee meet to discuss the 
application. 

Line manager may meet with 
other team members

Employee  completes an 
application for flexible 
Working And submits it to 
Line Manager

Line manager completes  the 
Flexible Working Decision 
form and send it to the 
employee notifiying them of
the decision.

Flexible Working 
application approved?

Line manager Agrees start 
date of the new working 
pattern

Employee decides whether 
to appeal Line Managers 
decision 

YES

Line manager Completes a 
change form on the HR Portal 
and submits it to Payroll

Employee Starts new working 
hours

Next Level Management 
hears the appeal 

Employee decides 
to appeal?

NO

Original hours continue

NO

YES

Original hours continue

Appeal approved?

NO

YES

Employee Should receive 
amended terms & conditions

 


