Glasgow Life
WORK/ LIFE BALANCE POLICY

INDIVIDUAL APPLICATION TO VARY WORKING PATTERN

	1.   EMPLOYEE DETAILS

	Surname
	
	First Name
	

	Section
	
	Location
	

	Job Title
	
	SCP/Grade
	

	SAP No


	
	Current Weekly Hours
	

	Address
	


	2.   ELIGIBILITY

	
	Yes
	No

	Employees may only make two statutory requests for flexible working within any 12 month period. I have not made more than 2 request to work flexibly under this policy during the past 12 months. 

	
	

	If yes, please provide dates of your previous applications


	
	

	Dates:


	
	


	3.   VARIATION REQUESTED

	Describe your current working pattern (days/hours/times worked)



	Describe the working pattern you would like to work in future (days/hours/times worked)



	When would you want this working pattern to commence? (this date should be at least 8 weeks in advance of the date this application is signed however due to the recruitment cycle it may be longer before this working pattern to commences)? 


	4.   IMPACT OF THE NEW PATTERN

	
	Yes
	No

	Are you aware that changes to working hours may impact on your salary and annual leave?


	
	

	Signature


	Date


	5.   COMMENTS BY MANAGER

	Manager to comment on the above proposal and consider the request in accordance with the Company’s Flexible Working Procedure.  Any notes of meetings with the employee should be incorporated in this section.  



	


	6.   DECISION BY MANAGER

	Prior to any decision on the application, the Manager must discuss with the appropriate HR Business Partner (HRBP). Please select from the following options:

	1. The application has been approved and the new work pattern will commence on __________.  

2. I am unable to accommodate the original request. However, I am able to offer the alternative pattern which has been discussed and agreed would be suitable for the employee. 

For both options 1 and 2 please detail the new work pattern in the Work Schedule (Appendix 1) and detail any implications to Non Core Pay:



Is the change to the work pattern being made on a permanent basis?  Yes (
No (

If the change is not permanent, when is it due to be reviewed?    ______________________.

Please note that the change in the working pattern will be a permanent change to the employee’s terms and conditions of employment and they have no right in law to revert back to the previous working pattern unless otherwise agreed at the point of the original decision being made.  

OR

3. The application has not been approved for the following reason(s) and the employee has been advised of this and of their right to appeal.  A letter was sent to the employee on ________________ confirming my decision.

  Reason For Rejection



You must write to your employee within 14 days following the meeting with your decision.  Before sending the letter you must ensure that full consideration has been given to the application. You must state the business ground(s) as to why you are unable to agree to a new working pattern and the reasons why the ground(s) applies in the circumstances. The list of the permissible business grounds under which a request may be refused are detailed in The Company’s Flexible Working Procedures.

AUTHORISATION – Grade 8 or above

Signed

______________________________________

Date ______________________

Designation
______________________________________


	7.   APPEAL

	The Chair of the Appeal Hearing is to consider the reason for the rejection of the employee’s application for a change to their work pattern.



	Notes of hearing:




	8.   DECISION

	Prior to any decision on the application, the Manager must discuss with HR Business Partner. Please select from the following options:

	1. I accept the appeal against the decision. I am therefore able to accommodate the original request to change the working pattern as detailed below.  The new working pattern will begin from _____________.

Please detail the new work pattern in the Work Schedule and detail any implications to Non Core Pay:



Is the change to the work pattern being made on a permanent basis?  Yes (
No (

If the change is not permanent, when is it due to be reviewed?    ______________________.

Please note that the change in the working pattern will be a permanent change to the employee’s terms and conditions of employment and they have no right in law to revert back to the previous working pattern unless otherwise agreed at the point of the original decision being made.  

OR

2. The appeal has been rejected for the following reason(s) and the employee has been advised of this and a letter was sent to the employee on ________________ confirming my decision. 

  
Reason For Rejection



You must write to your employee within 14 days following the meeting with your decision.  Before sending the letter you must ensure that full consideration has been given to the appeal. You must state the business ground(s) as to why you are unable to agree to a new working pattern and the reasons why the ground(s) applies in the circumstances. The list of the permissible business grounds under which a request may be refused are detailed in The Company’s Flexible Working Procedures.

AUTHORISATION – Grade 8 or above

Signed

______________________________________

Date ______________________

Designation
______________________________________








I am unable to accommodate your request for the following business ground(s):





The grounds apply in the circumstances because: (You should explain why any other work patterns you may have discussed at the meeting are also inappropriate.  Please continue on a blank sheet if necessary).














I am unable to accommodate your request for the following business ground(s):





The grounds apply in the circumstances because: (You should explain why any other work patterns you may have discussed at the meeting are also inappropriate.  Please continue on a blank sheet if necessary).








