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EDINBURGH NAPIER UNIVERSITY

FLEXIBLE WORKING POLICY
1.
INTRODUCTION
1.1.
The University is committed to ensuring that we have a flexible and motivated workforce in order to deliver the University’s strategic plan. We aim to ensure that employees recognise the importance and have the opportunity to achieve a healthy work / life balance. 

1.2. 
This policy and the procedures contained within it should be used to make an application to work flexibly under the right provided in law which helps eligible employees care for their children or for an adult. 
1.3. 
This policy therefore extends the right to apply to work flexibly to employees who meet the eligibility criteria. 
2.
GENERAL PRINCIPLES
2.1 
All eligible employees can apply for changes to their work pattern or location of work.
2.2 
The University has a duty to consider applications seriously. This policy does not provide an automatic right to work flexibly as there will always be circumstances when the University is unable to accommodate the desired work pattern (the justifiable grounds for refusing a flexible working request are outlined in section 9).
2.3 
The right is designed to meet both the needs of the employee and the needs of the University, and to facilitate discussion regarding ways of finding a solution that suits both the employee and the University.
2.4 
Employees need to be realistic in considering whether it would be possible to complete their work in a different manner – for example it would be difficult to see how delivering a face-to-face student service from home would work effectively.
2.5 
Applications need to be made in writing using the Flexible Working Application Form.
2.6 
Changes to working arrangements will be permanent, unless otherwise agreed. 
2.7 
Flexible working arrangements can be offered on a trial basis and reviewed after an agreed time (e.g. three or four months) to assess whether they work in practice.
2.8 
The date an application is received by the Line Manager, not the date the form is completed, is taken as the date the application is made by the employee.
2.9 
All requests will be considered carefully and will only be declined if there is a “justifiable reason” for doing so (the justifiable grounds for refusing a flexible working request are outlined in section 9).
3.
ELIGIBILITY
3.1
In order to make a request, the employee must:

· Be an employee of the University

· Have worked with the University continuously for 26 weeks at the date the application is made

· Not be an agency worker

· Not have made another application to work flexibly under the right during the past 12 months
4.
SCOPE OF REQUEST
4.1
     Eligible employees will be able to request:

· A change to the hours of work

· A change to the times when the employee is required to work

· A change to their place of work

4.2
This covers working patterns such as annualised hours, compressed hours (four day weeks or nine day fortnights), change of campus, home working, job sharing etc.  Applications for a change in working pattern will not always require a significant alteration. Details regarding available flexible working patterns can be found in Appendix A.

5.
FORMAL PROCEDURE FOR MAKING A REQUEST
5.1
The initial onus will be on the employee to make a considered application in writing using the Flexible Working Application Form, to their Line Manager (cc in Human Resources and Development), who in turn will confirm receipt of the application and consult with Human Resources and Development. Only one application per year can be made under the right, and an accepted application will normally mean a permanent change to the employee’s terms and conditions of employment. 

5.2.
The employee should submit their application in good time and ideally at least 2 months before they would like the proposed changes to take effect.

5.3
It is therefore important that, before making an application, the employee gives careful consideration to:

· which working pattern will be most appropriate 
· any financial implications that may result where the desired working pattern will involve a drop in salary 
· the effects it will have on the University and how these might be accommodated
6.
ACCEPTANCE OF REQUEST
6.1
If the Line Manager can fully accept the changes proposed, they should make a recommendation to the Dean of School/ Director of Service, who can confirm their acceptance in writing (the request might be due to a short term issue or the request is straightforward and can be accommodated immediately). The Line Manager should then complete an Employment Details Change Form, signed by the Dean of School/ Director of Service and submit this to HR&D, who will confirm the permanent change of terms and conditions in writing. 
If however, further information or consideration is required a formal meeting should be arranged. 
7.
FORMAL MEETING
7.1
If the request needs to be explored further, within 28 days of the application, the Line Manager and Dean of School/ Director of Service will arrange a meeting with the employee to explore the desired work pattern in depth, and to discuss any options or alternatives available. The employee will be able to bring a colleague or trade union representative to the meeting.

7.2
Within 14 days of the meeting, the Dean of School/ Director of Service will write to the employee: 

· either agreeing to the new work pattern with confirmation of a start date, or;
· providing clear business ground(s) as to why the application cannot be accepted and the justifiable reasons for refusing the request (see section 9). 
8. 
APPEAL PROCEDURE
8.1
The employee has the right of appeal against the Dean of School/ Director of Service decision not to accept their request for flexible working within 14 days of the decision being notified to them. The appeal would go to the Dean of School/ Director of Service’s line manager. The appeal process will encourage both the employee and the University to reach a satisfactory outcome. The University will carefully consider the grounds for the appeal and will notify the employee in writing of the decision. Appeals will be heard,  in line with the University’s Grievance Procedure.

9.
JUSTIFIABLE REASONS FOR REFUSING A REQUEST
9.1
The University may refuse a request for flexible working arrangements, however it must ensure that one or more of the below eight justifiable grounds applies. 

· The burden of additional cost

· Detrimental effect on ability to meet customer demand

· Inability to reorganize work amongst existing staff

· Detrimental impact on quality

· Inability to recruit additional staff

· Detrimental impact on performance

· Insufficiency of work during the periods the employee proposes to work

· Planned structural changes

Appendix A
An Overview of Flexible Working Patterns 
	OPTION
	DESCRIPTION
	EXAMPLES

	Annualised hours
	Contract which sets out the number of hours to be worked per annum, enabling hours to be varied week by week throughout the year.
	Examples where there are peaks and troughs of activity throughout the year

	Part  time
	Working hours that are less than the full-time contractual hours
	Useful if you want to work a few hours per day or a few days per week to fit in with outside commitments/ priorities

	Compressed working hours
	Weekly contracted hours that are worked over fewer working days.
	For example a four day week or a nine day fortnight whist still working full time hours

	Voluntary reduction in working hours
	Voluntary reduced working hours for an agreed period of time, normally in excess of three months but no longer than twelve months, at pro rated salary.
	Useful if you require a one-off block of time or regular time off for a set period of time e.g. to pursue a course of non–work related study, care of dependents

	Change of work pattern 


	Where you wish to change your start and finish times on a permanent basis. 

Occasional varying of start and finish times can be achieved through the University’s Flexitime Scheme. 
	For example permanently changing your hours of work to start at 10am and finish at 6pm. You do not what to reduce your hours just vary your start and finish times. 


	Home working:
Regular / 

Permanent 
	Where the main place of work is home
	The University has a Home-working Policy. Where the work is deemed suitable to be done from home on a regular or permanent basis a flexible working request is required.


	Home working:
Occasional 
	Working from home on an occasional basis
	Where home-working is occasional only, there is no requirement for a flexible working request to be made, however the process detailed in the Home-working Policy must be followed.
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