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APPENDIX  11	
FORMAL FLEXIBLE WORKING REQUEST FLOWCHART
Employee requests Flexible Working via ESR Self Service (or if not possible to use ESR), by completing the FW Application Form & submits to Line Manager





	
	 Line Manager creates and maintains a centralised record of FW request in ESR, acknowledges and reviews the request (within 14 days)


	



	Manager able to accommodate          Manager requires further information

Line Manager invites Employee to a Flexible Working Exploration Meeting and meeting is held within 28 days of receiving original request 
Line Manager discusses and confirms approval of Flexible Working request in ESR and also in writing to employee





	  Line Manager completes electronic ESR Form (including any E-Roster information), to update ESR.

	

If request approved




	Line Manager notifies Employee of decision via ESR and in writing within 14 days of the FW Exploration Meeting
If request unable to be accommodated in Department/Area of Work


	  

								
Line Manager notifies Employee of ‘Pending Decision’ and initiates the FW Escalation Stage (unless Employee does not wish this to be followed)

 
	Line Manager completes electronic ESR Form (including any E-Roster information), to update ESR.



 
	
Employee completes Escalation Stage Checklist and Escalation Stage is progressed (max period of 8 weeks from FW Exploration Meeting)

	  
If Employee unsatisfied with the outcome they can submit an Appeal 





Line Manager meets with Employee at the end of Escalation Stage process and confirms final outcome decision via ESR and in writing.

Appeal Hearing held in accordance with Grievance Policy
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