
FLEXIBLE WORKING FLOWCHART
(FOR REQUESTS MADE ON OR AFTER 6 APRIL 2024)

Flexible working request received in writing.

YES

Is the employee eligible?: Are they an 
employee? Have they made fewer than 

2 requests in the previous 12 months 
(including any linked predictable terms 

requests*)?

Send a letter confirming request 
will not be considered at this time. 
Consider any wider sex or disability 
discrimination risk before sending.

Can the change be 
agreed immediately?

Send a letter confirming permanent 
change to contractual terms.

Send a letter inviting employee to a 
meeting to discuss request.

Does employee attend?

Send employee further letter inviting 
them to a meeting. Does employee 

attend?

Hold flexible working meeting and 
consider outcome. Request agreed?

Unless there is good reason, write 
to the employee confirming you are 
treating their request as withdrawn. 
A maximum of 2 applications can be 

made in any 12 month period.

Send letter confirming permanent 
change to contract of employment.

Trial period offered. Accepted?
Send letter confirming refusal stating which of the 8 statutory 
grounds you are relying upon to refuse. Offer a right of appeal. 

Appeal received?

Send a letter 
confirming details of trial 

period and recording 
agreement to extend 

time to complete 
consideration of request 

(initial time limit is 2 
months from date of 
request). Trial period 

successful?

Decision to accept 
or refuse application 

must be taken now and 
confirmed in writing. 

State statutory ground if 
refusing and offer right of 

appeal.

Hold a meeting to 
consider appeal. Confirm 

outcome in writing. 
Appeal successful?

No further action 
necessary.

Send letter confirming 
original decision to refuse 

upheld.
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Employees are only able to make two flexible 
working requests in any 12 month period.

A decision must be reached on flexible working 
requests within 2 months of the date of the request 

unless both parties agree otherwise.

*If a flexible working 
request is made for a 
predictable working 

pattern it will count as 
both a request for flexible 

working and a request 
for predictable terms and 
conditions (once this new 
right comes into force – 
likely September 2024).  

The 8 grounds of refusal are:

•	 Planned structural changes
•	 Inability to meet customer 

demand
•	 Detrimental impact on quality
•	 Detrimental impact on 

performance
•	 Insufficiency of work at the 

times when the employee 
wants to work

•	 Inability to reorganize work 
amongst existing staff

•	 Detrimental impact on 
performance

•	 Inability to recruit additional 
staff


