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To the Headteacher/Principal or Line Manager

I would like to apply to work a flexible working pattern that is different to my current working pattern under my right provided in law.  I confirm that I qualify:

· I have no less than 26 weeks’ continuous service

· I have not made a previous application within the last 12 months

I confirm I meet each of the eligibility criteria as follows:
I have responsibility 
· or  expect to have the  responsibility for the upbringing of a child who is under sixteen
· or a disabled child under the age of 18 (under the Regulations a disabled means entitled to a disability living allowance within the meaning of section 71 of the Social Security Contributions and Benefits Act  1992)

· or I am a recognised carer of a person over the age of eighteen

I am 

· the mother, father, guardian, special guardian, adopter, foster carer of the child

or I am

· married to or the partner of mother, father, guardian, special guardian, adopter, foster carer of the child.  
A partner means the other member of a couple consisting of 

a) A man a woman who are not married to each other but are living together a if they were husband and wife, or

b) Two people of the same sex who are not civil partners of each other but are living together as if they were civil partners

I am requesting the flexibility 

· in order to care for the child

· in order to care for an adult

· or I expect to be caring for a person in need of care who 

a) to whom I am married, is my partner or my civil partner or a relative 

b) living at the same address as myself
NB: a relative means a mother, father, adopter, guardian, special guardian, parent-in-law, step-parent, son, step-son, daughter, step-daughter, brother, step-brother, brother-in-law, sister, sister-in-law, uncle, aunt, or grandparent, includes adoptive relationships and relationships of the full blood or of half blood.
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NOW PASS THIS APPLICATION TO YOUR HEADTEACHER/PRINCIPAL OR LINE MANAGER

       
          




Form FW(A): Flexible Working Application Form








Note to the employee





You can use this form to make an application to work flexibly under the right provided in law to help eligible employees care for their children.  Before completing this form, you should first read the Flexible Working Request Procedure Guidelines to check that you are eligible to make a request.





You should note that under the right it may take up to 14 weeks to consider a request before it can be implemented and possibly longer where difficulties arise.  You should therefore ensure that you submit your application to your Headteacher/Principal or Line Manager well in advance of the date you wish the request to take effect.





It will help your Headteacher/Principal or Line Manager to consider your request if you provide as much information as you can about your desired working pattern.  It is important that you complete all the questions as otherwise it may cause a delay.  When completing sections 3 & 4, think about what effect your change in working pattern will have both on the work that you do and on your colleagues.  Once you have completed the form, you should immediately forward it to your Headteacher/Principal or Line Manager (you might want to keep a copy for your own records).  Your Headteacher/Principal or Line Manager will then have 28 days after the day your application is received in which to arrange a meeting with you to discuss your request.  If the request is granted, this will be a permanent change to your terms and conditions unless otherwise agreed.





This is a formal application made under the legal right to apply for flexible working and the duty on Headteacher/Principal or Line Managers to consider applications seriously.  You have 28 days after the day you received this application in which to either agree to the request or arrange a meeting with your employee to discuss their request.  You should confirm receipt of this application using the attached confirmation slip.





Forms are available for you to respond to this application.





4.	Accommodating the new working pattern





I think the effect on my employer and colleagues can be dealt with as follows:















































Name:								Date:		





1.   Personal Details


Name:			Payroll number:   


�			�





Headteacher/Principal or Line Manager:			School/College:


�			�








Note to the Headteacher/Principal or Line Manager





3.	Impact of the new working pattern





I think this change in my working pattern will affect my employer and colleague(s) as follows:





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





Date:																	 











Note to the Headteacher/Principal or Line Manager

















4.	Accommodating the new working pattern
































Name:								Date:		





























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):


























1.   Personal Details


Name:			Payroll number:   


�			�





Headteacher/Principal or Line Manager:			School/College:


�			�

















This is a formal application made under the legal right to apply for flexible working and the duty on Headteacher/Principal or Line Managers to consider applications seriously.  You have 28 days after the day you received this application in which to either agree to the request or arrange a meeting with your employee to discuss their request.  You should confirm receipt of this application using the attached confirmation slip.





Forms are available for you to respond to this application.





Form FW(A): Flexible Working Application Form














Headteacher/Principal or Line Manager’s Confirmation of Receipt (to be completed and returned to employee)





Dear:	                                                                                                                   








I confirm that I received your request to change your work pattern on:   Date: 


 


I shall be arranging a meeting to discuss your request within 28 days following this date.  In the meantime you might want to consider whether you would like a fellow colleague or trade union representative to accompany you at the meeting.








From:	








Note to the Headteacher/Principal or Line Manager

















You can use this form to make an application to work flexibly under the right provided in law to help eligible employees care for their children.  Before completing this form, you should first read the Flexible Working Request Procedure – Guidelines for Employees and check that you are eligible to make a request.





You should note that under the right it may take up to 14 weeks to consider a request before it can be implemented and possibly longer where difficulties arise.  You should therefore ensure that you submit your application to your Headteacher/Principal or Line Manager well in advance of the date you wish the request to take effect.





It will help your Headteacher/Principal or Line Manager to consider your request if you provide as much information as you can about your desired working pattern.  It is important that you complete all the questions as otherwise your application may not be valid.  When completing sections 3 & 4, think about what effect your change in working pattern will have both on the work that you do and on your colleagues.  Once you have completed the form, you should immediately forward it to your Headteacher/Principal or Line Manager (you might want to keep a copy for your own records).  Your Headteacher/Principal or Line Manager will then have 28 days after the day your application is received in which to arrange a meeting with you to discuss your request.  If the request is granted, this will be a permanent change to your terms and conditions unless otherwise agreed.











Note to the employee








