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APPENDIX  9
FLEXIBLE WORKING ESCALATION STAGE PROCESS
· If Line Manager, (following full consideration of Flexible Working (FW) request at the Exploration Meeting with the Individual), is unable to accommodate the request within the immediate team/Department, they start Escalation process by emailing the HR Enquiries In-Box wah-tr.hrenquiries@nhs.net (if Individual has confirmed they want to progress with the Escalation Stage).

· Following the Exploration Meeting, the Individual must complete a Flexible Working Escalation Stage Check List (Appendix 8), detailing what they are willing to consider e.g. same/lower Band, Job Role, within Division/within Trust.

· The Escalation Stage will be for a period of 8 weeks from the date of the Flexible Working Exploration Meeting.

First Level of Escalation to Divisional Management Team (DMT):

· Relevant HR Advisory Team colleague liaises with their Divisional Management Team (HRBPs to establish the approach to be used within their Divisions e.g. escalated FW requests are considered at weekly Approvals Meeting or equivalent).

· If no roles within the Division are identified to support the Individual’s FW request, the HR Advisory Team co-ordinates progression to the Second Level of Escalation.

Second Level of Escalation - Priority 2 Redeployment - Overseen by HR Advisory Team colleague

· The onus is on the Individual to review Trust vacancies advertised on the NHS Jobs website to seek an alternative role within the Trust that supports their requested flexible working pattern.  The individual must also keep their Line Manager updated during the 8-week Escalation Stage period.

· If the Individual identifies a possible alternative role, they can apply for the role and, if they meet the job requirements, should be shortlisted and interviewed (after Priority 1 Redeployment candidates only i.e. those ‘at risk’ and seeking redeployment on organisational change or medical grounds).

· The individual is responsible for emailing the Trust’s Recruitment Team (copying in the relevant HR Advisory Team colleague) informing them if they have applied for an alternative role and are a “Flexible Working Escalation Stage Priority 2 Applicant”.  The Recruitment Team will share the individual’s Application with the recruiting manager confirming that the applicant should be considered for the position as a Priority 2 applicant in accordance with the Flexible Working Policy Escalation process. The HR Advisory Team colleague will liaise with the Recruiting Manager as required.

· The HR Advisory Team colleague emails the Line Manager and Individual at 7 weeks to prompt final discussion between Line Manager and Individual at the end of the Escalation Stage Process (8 weeks). 

· [bookmark: _GoBack]At 8 weeks, the Line Manager meets with the Individual, discusses and records the alternative roles considered by the Individual during the Escalation period.  The outcome of the original FW Request is confirmed to the Individual by the Line Manager via ESR and also in writing.
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