[bookmark: _GoBack]Appendix 3	MAKING REQUESTS THROUGH YOUR PORTAL ON ESR:
Click on “My Employment” and then click on “Flexible Working”
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Any existing flexible working applications will show here. Select “Create New Request”


Complete the boxes in the form and select the appropriate request from the drop down box:




















Select what the change is in this box:



	[image: A screenshot of a computer  Description automatically generated]




The remaining boxes are FREETEXT so you can explain your request here for your manager to consider. A request will automatically be sent to your manager when you press “Submit”:

You will receive a confirmation that your manager has received your request:
[image: A screenshot of a computer  Description automatically generated]

APPROVING OR DECLINING A FLEXIBLE WORKING REQUEST ON ESR USING MANAGER SELF SERVICE:
You can respond via the automated emails. By clicking this box you will be sending an acknowledgement only. You will still need to log on to Manager Self Service to record your decision.

– OR…. If the individual has submitted their request using a Flexible Working Application Form rather than via ESR,
You should record their request centrally by selecting “My Team Assignment Information” and the “Flexible Working “from the
dropdown menu:



Select the Staff Member by clicking on the appropriate “Action” ICONand then “Create a New Request”or deal with a request that has been submitted via the staff member here by clicking Update Request
which will appear in Manager Action here:


















Make sure you record “Pending decision” in the “Outcome” field with a date of up to 2 weeks for “Decision Required by” which will
send you a reminder. Leave all other fields blank until the decision is made. Then press “Submit”. This will enable you to go back into
If the FW request has been made using a FW Application Form, the Manager will need to populate these fields. NB this information will already be populated if the staff member has submitted via Self Service. You should record the date received in the appropriate field

the request to update it when the decision/escalation process is complete.
An automated email will be sent to the individual to confirm that this decision is pending.

Once the meeting has taken place with the employee in line with the Policy, a decision needs to be recorded via Manager Self Service. You need to log in in the same way and the Flexible Working Request will show on the individual’s record as “Pending Decision”. Click back on “Update Request” under “Manager Action” here:

The following are key fields that need to be completed by the Manager on Self Service correctly or they will affect the timescales that are showing up on reports.










Change Pending Decision to either accepted or escalated or rejected
These fields will all be populated by the employee if they requested via Employee Self Service. Managers can also fill these in if they are inputting centrally


Agreed Arrangements end date is the date that any temporary change ends. Outcome Details is a free text field









Agreed Arrangements will be chosen from drop down which will be either Permanent, Temporary, Trial or InformalProcess End Date is the date that you made the decision. If the Escalation Process has been followed, this will be at the end of this process.
This is important as this stops the clock on the timescale for decision
Decision Date is the date that the Manager made the decision whether this is accepted or rejected (following Escalation Stage as appropriate). The decision must be confirmed in writing and the date letter sent should be recorded. If contractual changes are being made a Staff Changes Form must also be completed and
submitted to update the employee’s employment
record in ESR.
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