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Appendix 2

Request for Flexible Working Form

1.Personal

Details

Name:

Manager:



Job Title:

[image: image2.png]


[image: image3.png]


[image: image4.png]



Department:


I am currently an employee of the trust and would like to apply to work a flexible working pattern that is different to my current working pattern.

2a. Describe your current working pattern (days/hours/times worked):


2b. Describe the working pattern you would like to work in future (days/hours/times worked), please give alternatives if possible:


2c. I would like this working pattern to commence from:


Date:


3.0 Accommodating the new working pattern:


I think the effect on my service area/department and colleagues can be accommodated as follows:

Name:





Date:


The Trust is committed to fostering an organisational culture which promotes and enables good flexible working practices which enable staff to feel a greater sense of control over their working life and support staff in maintaining a healthy balance between their working and private lives.

Employee - Please pass this application to your manager

Manager - On receipt of this form, please send a copy to the following email address for logging: Flexibleworkinglog@spft.nhs.uk

Receipt of Request of Flexible Working Form

Manager’s Confirmation of Receipt (to be completed & returned to the employee)


Dear,


I confirm that I received your request to change your work pattern on (insert date)

I shall be arranging a meeting to discuss your application within 28 days following this date. In the

meantime, you might want to consider whether you would like a trade union representative or colleague to accompany you to the meeting.

Signed:-


Manager:



Date:


Manager - On completion of this receipt, please send a copy to the following email address for logging: Flexibleworkinglog@spft.nhs.uk 
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