
Responding to a Flexible Working Request – within 2 months of receipt

Notify employee that the request has been approved.  Follow current process to issue 
new terms and conditions of employment as required.

Q. Has employee made a flexible working request setting out their requested 

working pattern?

Notify employee that the request has been approved.  Follow 
current process to issue new terms and conditions of 
employment as required.

Q. Can the request (or agreed alternative/compromise) 

be approved after the meeting?

Ask employee to make request detailing requested working pattern.

Consider offering a trial period to assess the suitability of 
the requested flexible working pattern.

Q. Can the request be approved without further review or a meeting with employee

Schedule a meeting with employee to discuss the request. Confirm they can be accompanied. NB: it’s okay to discuss alternatives or compromises to the pattern requested.

Notify the employee that the request cannot be approved. 
State the statutory ground* for refusal and why it applies. 
Confirm if there is a right of appeal. 

* According to Gov.uk employers can reject an application for 

any of the following reasons: 
• extra costs that will damage the business 
• the work cannot be reorganised among other staff
• people cannot be recruited to do the work 
• flexible working will affect quality and performance
• the business will not be able to meet customer demand 
• there’s a lack of work to do during the proposed working times 
• the business is planning changes to the workforce

Confirm to the employee that the appeal is not upheld 
setting out relevant reasons.

Notify employee that the request cannot be agreed. State 
the statutory ground* for refusal and why it applies. 
Confirm if there is a right of appeal. 
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Trial period agreed.  Set review date & review with 

employee.  Q. Can request now be approved?

Schedule appeal hearing to consider the 
appeal . (within 2 month period)

Q.  Is the appeal upheld after 

consideration? 

Notify the employee that the request has been approved.  
Follow current process to issue new terms and conditions 
of employment as required.

Employee may  Appeal  
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