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Flexible Working Policy
1.    
Introduction 
This policy applies to all staff who have at least six months’ service with the North West Regional College.  Nothing in this policy should be construed as diminishing employee’s rights in law.
The North West Regional College recognises that staff are its most valuable resource.  The College also acknowledges that staff perform better when the working arrangement suits their personal circumstances and allows a balance between work and their home commitments.  The College, therefore, will consider all requests for a flexible working arrangement.  All applications will be processed on the basis of this policy and in accordance with Equality Legislation and the Employment Rights (Northern Ireland) Order 1996.
It is recognised that Academic Staff due to the Lecturers’ contract have the opportunity to discuss their Programme of Duties each semester.  In many cases flexible working patterns can be agreed as part of this process.  However, if a reduction in hours is required, it will be necessary to submit a Flexible Working Application.

The College is committed to promoting equality of opportunity and good relations in accordance with Section 75 of the Northern Ireland Act 1998.  This policy should be interpreted in a manner consistent with the aforementioned legislation.

The College will provide this policy in alternative formats on request where reasonably practicable, eg, Braille, Large Print, Computer Disk, Audio Formats, etc, and/or alternative language.
2. 
Policy Aim
To support staff who need an adjustment to their working hours/arrangements to better enable them to combine their work and personal life.
3. 
 Scope of Policy
This policy applies to all staff to ensure compliance with the legislation and is relevant when staff reduce their hours.
4.
Procedure for Making an Application 
Staff considering a flexible working arrangement can get advice from their Line Manager or a member of the HR team.  Staff can request either a permanent or temporary change to their working hours, or a temporary change to their working arrangements.  If temporary change to their working hours the maximum period possible is two years from the date of commencement from the original request for flexible working.   The business needs of the College will have to be taken into account when making and considering requests. 
Staff interested in a flexible working arrangement are required to complete an online application form which can be accessed on the “A-Z of Staff Forms” Section on the intranet.     
The completed application form should be submitted to the Line Manager detailing in writing the reason for request and the working hours/pattern preferred.  Before making an application, it would be helpful for staff to consider the most appropriate working hours/pattern for their needs, the financial implications including pensions, salary reduction and the possible effects on the College and how these might be dealt with.  
Staff who have previously availed of temporary arrangements will only be able to request any further reduction in hours request on a permanent basis.

The Line Manager will consider the request and consult with the staff member to determine whether or not the arrangement meets with the Departmental needs.  The online form should be forwarded to HR Services within two weeks from the date of receipt.  If the arrangement meets with Departmental needs, HR Services will confirm approval.  If the arrangement does not meet with Departmental needs, HR Services will then arrange a meeting within four weeks involving an HR Services officer, the staff member and the Line Manager.
The meeting should be an opportunity for a discussion of the request, the issues it raises for the College and any compromises required.  

Following the meeting HR Services will write to the applicant within two weeks either:

1. accepting the request, setting out any action on which the agreement is dependant and establishing a start date; or
2. confirming the compromise offered in the meeting and setting a date for a response; or
3. rejecting the request and giving a short explanation of the business reasons for refusal; and setting out the appeals procedure.

Applicants should be given two weeks to appeal in writing against the decision, setting out the reasons for appeal.

If an application for flexible working is unsuccessful, no further requests will be considered within the 12-month period from the initial application being received. If a successful application comes to an end the individual cannot apply for at least a 6-month period from the date of expiry, unless there are exceptional circumstances. 
It should ne noted that all approved Temporary arrangements are subject to review and based on the needs of the College. 
Further information on your statutory rights can be found in the Employment Rights Booklet ER36 available at www.delni.gov.uk.
5. 
Temporary arrangements 
At the end of a temporary reduction in hours arrangement, or pattern change, HR Services will write to the Line Manager to advise that the arrangement is due to come to an end, and they should arrange to meet the individual to establish their intentions with regards to a return to normal working hours, an extension to the arrangement or, in the case of a reduction in hours, a request for an arrangement to be made permanent.  HR Services will advise the Line Manager that they must give careful consideration as to whether or not this arrangement can be extended or made permanent and should take account of the following information:
· The burden of additional costs;
· Ability to reorganise work among existing staff;
· Ability to recruit additional staff;
· Impact on quality;
· Impact on ability to meet customer demand;
· Impact on performance;
· There is insufficient work during the periods the employee proposes to work;
· Planned structural changes. 
The Line Manager will then arrange to have the staff member complete the relevant paperwork, sign and return to HR Services within 5 working days of the meeting.

HR Services will then communicate this decision to the staff member and advise of the right to appeal the decision if not approved. 

6. 
Appeal Process
An appeal panel will be established and will consist of one Director and one Head of Department (not previously involved).

The outcome of the appeal will be provided in writing to the applicant within two weeks of the date of the appeal hearing.

If the appeal is unsuccessful, applicants may have the right to submit a complaint to an Industrial Tribunal. 

The College where possible will facilitate staff; however, on occasions because of organisational requirements this may not be possible.

7. 
Monitoring
The policy will be monitored on an annual basis to ensure equality of opportunity and reviewed every three years. 

� INCLUDEPICTURE "http://nwrc-web/intranet/staff_resources/logo/nwrc_logo_small.jpg" \* MERGEFORMATINET ���








