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Flexible working request form
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Give the form below to staff who wish to request a change to their working hours or arrangements.

It’s a good idea to confirm receipt of the completed form when you receive it. 

This form is based on:

· A flexible working request form published by the Department for Business, Innovation & Skills
· Guidance from GOV.UK, Acas and Citizens Advice
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Flexible working request
Name: 
Date: 


	I wish to exercise my statutory right, provided under section 80F of the Employment Rights Act 1996, to request flexible working.

I meet the eligibility criteria:

· I have worked continuously as an employee of [insert school name] for the last 26 weeks   ☐
· I have not made a request to work flexibly under this right during the past 12 months          ☐
If you’re unable to tick both boxes, you’re not statutorily entitled to make a flexible working request. However, we may still consider your request.

(Fill in if relevant) I made a previous request for flexible working on:

	Current working hours:
	
	Current working days:
	

	Proposed working hours:
	
	Proposed working days:
	

	If your request doesn’t involve a change of working hours/days, explain here how you would like your working arrangements to change:
	

	I would like these arrangements to start from:
	Please note: it might take up to 3 months for the school to reach a decision (possibly longer, if we agree a longer decision period with you).

	How will the new arrangements affect the school?
	I think this change will affect the school, my colleagues and my work as follows:


	How can the new arrangements be accommodated?
	I think the effect on the school, my colleagues and my work can be dealt with as follows:



Please submit your completed form to: [insert details of who to submit the form to].[image: image1.png]
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Please note


Do not use this form to request reasonable adjustments. If your request is about the school making a reasonable adjustment for you under the Equality Act 2010, please [explain how your staff should make this type of request, e.g. speak to your line manager in the first instance].








	Get the knowledge you need to act at thekeysupport.com/sl
> Logins for all your leaders, at no extra cost
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