Flexible Working Policy


Parents of children aged under six or of disabled children under the age of 18 have the right to apply to work flexibly, providing they have been employed continuously by Community Change for at least 26 weeks at the date the application is made.

Community Change will consider all such applications in an effort to find a solution that suits both the employee and the organisation. However it should be noted that there is no automatic right to flexible working but there is a right for requests to be considered and written reason to be given if the request is not granted.
Eligibility

Employees will need to satisfy the following conditions in order for a request for flexible working to be considered under this policy – 

· Have a child under six, or under eighteen in the case of a disabled child;

· Have worked for Community Change continuously for 26 weeks at the date the application is made;

· Make the application no later than two weeks before the child’s sixth birthday, or eighteenth birthday in the case of a child with disabilities;

· Have or expect to have responsibility for the child’s upbringing;

· Be making the application to enable them to care for the child;

· Not be an agency worker

· Not have made another application to work flexibly under the right during the past 12 months

Employees not meeting these criteria can apply for flexible working within a job share situation, part-time contract, or raise a request for this the matter with the Director. The Director will then present the case to the Board who will make the ultimate decision.
Scope of the request

Eligible employees will be able to request

· A change to the hours they work

· A change to the times when they are required to work

This includes working patterns such as , compressed hours, flexitime, job-sharing, shift working, staggered hours and term-time working.

The procedure

The following procedure will apply in relation to applications for flexible working

· The employee should make a written application for flexible working arrangements which should give consideration to any potential difficulties cause by the requested variation to working patterns, and how these might be overcome

· Only one application a year under the statutory right can be made

· The Director will arrange to meet with the employee within 14 days of the application to explore the desired work pattern in detail and explore how any difficulties might be overcome.  Consideration will also be given at the meeting to alternative work patterns if there are problems accommodating the work pattern outlined in the employee’s application.  
· The Director will then either take the employees request to the next Board meeting, if that is within 28 working days, or circulate request to Board members, if meeting will be after the 28days. The Director and board office bearers will then consult, taking into account feed back received from all Board members and make a decision regarding the request. The employee will receive a written reply from the Board regarding their request within the 28 working days period and any decision made under these circumstances will then be officially ratified at the next Board meeting.

· The written reply from the Board to the employee will clearly state either an agreement to the new work pattern and a start date; or to provide clear business grounds as to why the application cannot be accepted and the reasons why the grounds apply in the circumstances.

Accepted applications for changed working patterns

Where an application made under these provisions is accepted, a permanent change to the employee’s terms and conditions of employment will apply and the employee must provide, in written written acceptance of the new working patterns.

Right of appeal

Where a request for flexible working arrangements is rejected, the employee has the right to appeal the decision.  Appeals must be made within 14 days of the employee being notified of the decision, and should be made in writing to the Chair of Community Change.  Members of Community Change Personnel sub committee, or the full Board I there is no personnel sub-committee at that time, will consider the appeal within 14 days of the appeal being made, where this is reasonably practicable. The decision of that appeal will then be relayed in writing to the employee and that decision will stand on file.
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