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Appendix 6: Criteria for Consideration When Receiving a Request for Flexible Working

The Trust recognises the need to offer flexible working practices to staff wherever possible. Such practices can range from a request to changing working hours and reducing hours, to the offering of job share opportunities. We have examples of good practice throughout the Trust. Appendix 4 of this document provides further examples of flexible working.

The Trust hopes to be able to accommodate the requests of staff wherever possible, but there may be occasions where a flexible working request cannot be met. In such circumstances, the member of staff should be told the reasons why it is not possible to meet the request. 

The below criteria has been developed to enable managers to apply a consistent approach to requests. Any member of staff who wishes to request flexible working should set out the work pattern they are seeking and add their own suggestions as to how this work pattern could be met on the Flexible Working Request Form. 
The manager must consider: - 

· Additional costs to the Trust – e.g. will it cost more to replace the hours that the member of staff wishes to change, e.g. through agency staff 

· Impact on quality – consider the request against such issues as continuity of care/service and skill-mix of the department team 

· Impact on performance – whether, if agreeing to the request, this may have a potential detrimental impact on the individual’s performance e.g. attendance at training events or retention of clinical/professional skills. 

· Ability to find extra staff – whether the hours that may be vacant should the request be honoured, can be filled through advertising a part-time post or offering additional hours to other staff. There may be occasions where the hours available are small segments of time at times of day which are unattractive and therefore difficult to fill. 

· Impact on colleagues – the fairness of this decision, taking into account the personal and cultural requests of all staff within the department. If colleagues are expected to alter their work patterns significantly, it may not be justifiable to expect them to do this in order to accommodate a colleague’s request. 

· Precedent for other colleagues – the precedent being set when agreeing to a request. Each case must be considered against the criteria on an individual basis. Precedent alone cannot be used as a reason to agree to or refuse a request for flexible working.

· Sufficiency of work during periods the member of staff wishes to work

· Any planned structural changes and how this would impact the flexible working arrangement
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