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  INTRODUCTION 

1.1  Wickersley Partnership Trust (hereafter referred to as WPT) has an agreed flexible   
 working strategy that provides a policy and procedural framework within which   
 employees and the Headteachers within WPT can explore flexible working arrangements.

1.2  The intention of flexible working arrangements should be to accommodate both   
 School delivery needs and the employee’s needs for work/life balance. 

1.3  Under the Children and Families Act 2014, all employees have a statutory right to request  
 a change to their contractual terms and conditions of employment to work flexibly   
 subject to the eligibility conditions set out below.

1.4  Requests for flexible working may be for any reason and are not restricted to employees  
 with family care commitments.

 

1.0

     

  ELIGIBILITY

2.1  In order to make a request under this policy you must:

• Be employed by the School and therefore this policy does not include individuals 
who are agency workers, or those on secondment from another School.

• Have continuous service for 26 weeks at the date the application is made.
• Not have made another application to work flexibly under the right during the past 12 

months.

 

2.0

     

  SCOPE OF REQUEST/APPLICATION

3.1  An employee does not have a right to work flexibly but has a right to request to do so.

3.2  The Trust will try to accommodate requests where possible and may also, if appropriate,  
 explore alternative flexible arrangements within WPT with the employee in order to   
 reach  a mutually beneficial arrangement.

3.0
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3.3  The term “flexible working” describes any working arrangements where the number   
 of hours worked or the time or place that work is undertaken vary from the standard   
 practice. 

 This includes but is not limited to the following:

• A change to the number of hours of work
• A change to the times when an employee is required to work between
• To work from home
• A reduction in the working week
• A shorter working year
• A job share arrangement
• A change to work patterns such as annualised hours, flexi-time and term time 

working

3.4  Any request that is made and accepted under the statutory right will be a permanent   
 change to the employee’s contractual terms and conditions (unless otherwise agreed).  
 The employee has no right to revert back to their previous working pattern.

 

     

  THE PROCEDURE

4.1  A Flow Chart outlining the procedure is attached at Appendix B.

4.2  Stage One - The employee must make the request in writing to their Headteacher. This  
 should be via the standard pro-forma as at Appendix A of this procedure. Employees   
 will be able to make only one application a year, and an accepted application will mean a  
 permanent change to the employee’s terms and conditions of employment. 

4.3  Stage Two - within 28 calendar days of receiving the written request, the Headteacher  
 will arrange to meet with the employee. This will provide the Headteacher and the   
 employee with the opportunity to explore the desired work pattern in depth, and   
 to discuss how best it might be accommodated. It will also provide an opportunity to
 consider other alternative working patterns should there be problems in accommodating  
 the desired work pattern outlined in the employee’s application.

4.4  The Headteacher may ask the Schools’ HR Consultant to attend to ensure the full range  
 of options can be explored and to give advice as appropriate. The employee may wish to  
 bring a colleague or appropriate Trade Union official to the meeting.

4.5  Stage Three - within five school days after the date of the meeting the Headteacher   
 should inform the employee in writing of his/her decision. If the new working
 arrangement is agreed, the Headteacher should set out, in writing, details of the   
 agreement and the effective date. This should be copied to the School’s HR Team to   
 ensure updating of the employee’s payroll records.  A copy of the letter will also   
 be placed on the employees personnel file in school.

4.0



If the request cannot be accepted for business reasons, it will not be sufficient to simply state 
one of the grounds.  The Headteacher must notify the employee, in writing, of the ground(s) 
for refusal explaining why the business reasons apply in the circumstances.  Details of the 
employee’s right to appeal must also be provided.

 

     

  GROUNDS FOR REFUSING A REQUEST

5.1  The Headteacher should carefully consider the advantages, possible costs and potential  
 logistical implications of any request.

 An application may only be rejected for one of the following business reasons:

 a. The burden of any additional costs is unacceptable.
 b. An inability to reorganise work among existing staff.
 c. An inability to recruit additional staff.
 d. The Headteacher considers the change will have a detrimental impact on quality.
 e. The Headteacher considers the change would have a detrimental effect on the Schools  
 ability to meet the needs of the pupils.
 f. The Headteacher considers the change would have a detrimental impact on    
 performance of the individual, the department or the School.
 g. There is insufficient work during the periods that the employee proposes to work.
 h. Where the requested changes will not fit in with planned structural changes. 

5.0

     

  JOB SHARE

6.1  The School’s ability to offer and/or continue a job share arrangement depends on   
 finding a suitable job share partner through the normal recruitment processes. Job   
 shares are dependent on both parties agreeing to the terms and conditions of
 employment, and to the job share arrangements.

6.2  It is important that both parties are aware that if one ‘partner’ in a job share arrangement  
 leaves (or is dismissed), the School will offer the post as a full time post to the remaining  
 job sharer in the first instance.  If the remaining job share partner does not wish to   
 take the full time post, then the School will seek to recruit a replacement, using the
 School’s recruitment policy. 

6.3  If recruitment to the remaining part of the job share is unsuccessful, the School will have  
 to consider advertising the role as a full time post.  In the event that the School are
 successful in recruiting to the full time post, notice will be given to the job share partner,  
 and his/her employment will come to an end. 

6.0
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6.4  If the School has other part-time or job share opportunities, these will be discussed   
 with the remaining job share partner to determine if they could be a suitable
 alternative to the dismissal. If this is the case, then the job share contract will end and a  
 new contract of employment will be offered in the new role.

     

  APPEALS PROCEDURE

7.1  If the request has been declined, an employee must make their appeal in writing to the  
 Chair of the Local Governing Body within ten school days after the date they receive
 written notification that their request has been rejected. The employee must set out the  
 grounds for making the appeal and ensure that it is dated.

7.2  An appeal meeting should be held within ten school days of receipt of the employee’s  
 appeal letter. Again, the details of the time and place will be confirmed in writing.

7.3  The employee may wish to bring a colleague or appropriate Trade Union official to the  
 meeting.

7.4  The Chair of the Appeals committee must notify the employee of his/her decision within  
 five school days of the date of the appeal meeting.

7.5  If the request is accepted, the employee must be informed of the variation agreed to and  
 the date on which it is to take effect.

7.6  If the request is declined, the employee must be informed in writing giving details of   
 grounds for refusal.

7.7  There will be no further recourse to appeal under this policy.

7.0

     

  TIME LIMITS

Time limits set out in this procedure can be extended if the Headteacher and employee agree to 
allow, for example, more time to explore the implications of a flexible working pattern.

8.0



     

  WITHDRAWING APPLICATIONS

If an employee verbally withdraws their application, the Headteacher should write to them to 
confirm this. Where the employee fails to meet their responsibilities, the Headteacher may also 
treat an application as withdrawn. This will apply when an employee fails to attend, without 
reasonable cause, a meeting more than once or unreasonably refuses to provide information 
required to assess whether the working arrangements can be agreed to. In these circumstances, 
the Headteacher should write to the employee to confirm that the application has been 
withdrawn.

9.0



Appendix A
Application for flexible working  

Please complete this form and forward to the Headteacher and retain a copy for yourself.

Personal Details

Full Name:

Address:

Job Details

Post:

Grade: 

Current contracted hours:

Current working pattern:

Flexible Working Request Details

Outline your reasons for request

Impact on service delivery and colleagues, 
detailing in your view how this could be 

accommodated

Suggested date of working arrangement:

Date of any previous application to work 
flexibly:

Any other comments in support of application: 



Signature: 

Print Name:

Date:

Please forward to your Headteacher who will arrange to meet you within 28 days of receipt. 



Appendix B
Flow Chart for dealing with
requests for flexible working 

Headteacher receives an application for 
flexible working.

Within 28 calendar days the Headteacher 
arranges to meet the employee to discuss 

the request.

Headteacher writes to notify the 
employee of their decision within five 

school days of the meeting

If the request is refused, the employee 
can appeal within ten school days of 
receiving notification to the Chair of 

Local Governing Body

An Appeal Committee Hearing is 
arranged within ten days. 

Appeal Committee held and the Chair 
notifies the employee of the decision.

Decision final, no further internal recourse 
to appeal

Both the employee and Headteacher will 
need to consider what arrangements 

need to be made for when the working 
pattern changes.

If appeal is accepted, the Headteacher 
will make the necessary arrangements to 

implement the new working pattern.


