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Initial check that the request:
Is a statutory request?

Requests a change to hours,
times or place (as between
home / workplace)?

Is not the third in 12 months?

YES

Consultation meeting to
discuss:

Practicalities

Reasons for request

Scope for compromise

NO

YES

Consider
pausing for

medical advice
and agreeing

extension

Consider:
Cost impact

Customer demand

Can work be re-organised

1.

2.

3.

Need to recruit4.

Quality impact

Performance impact

Whether enough work at that time

5.

6.

7.

Planned restructure8.

NO

Request falls outside
statutory regime –

take advice

Is this a possible
adjustment for

disability?

Can you agree?

Process for handling flexible working requests
from April 2024

YES
without / after

trial

NO

NO
YES

with trial

Propose trial, agree to
extend 2 decision period and
consider again towards end

of trial period

Confirm agreement
and document new

arrangements

Propose compromise,
ideally at a second

consultation meeting and
see if employee says yes,

with or without a trial

Employee
says NO to

compromise

Can you offer
a compromise?

Refuse request
on one or more

of 8 grounds

Appeal
meeting

to review
decision

Confirm appeal
outcome

YES
with trial

YES
without / after

trial

YES
without

trial

If
employee
appeals

YES


