
Employee submits flexible 
working request

Manager considers request 
(reviews options etc.)

Manager and Employee meet 
within 28 days of receiving the 

request

Has the request been 
approved?

Flexible Working Request Process (Formal) 

Manager 
confirms with 

employee

Formal request  
approved 

(trial basis, permanent)

Manager confirms with 
Employee and notifies P&C

Terms and conditions are 
amended

Appeal 
Procedure

Notify 
Employee 
within 14 
days of 

decision
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Manager and Employee meet 
to discuss

Flexible Working Request Process (Informal) 

Informal request 
rejected. Manager 

informs Employee of 
decision

Informal request  
approved 

Manager informs Employee 
of decision

Employee may 
wish consider a 
formal request

Has the request 
been approved?No Yes
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