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Statement of Intent 

The Charter Schools Educational Trust (the ‘Trust’) believes that flexible working can increase staff 

motivation, promote work-life balance, reduce employee stress, improve performance and 

productivity. 

From 30 June 2014, all employees who have a minimum of 26 weeks' continuous service have the 

right to request flexible working and to have their request considered seriously by the school.  

We will deal with flexible working requests in a reasonable manner and within a reasonable time 

frame. 

This policy sets out the Trust’s approach to flexible working including how requests should be made, 

what happens once a request is made and the appeals process.   

 

Introduction  
 
The Charter Schools Educational Trust is committed to equality of opportunity and to that end, 
raising staff awareness about the entitlement to ask for flexible working. We believe it will enhance 
the work-life balance of our staff and support effective recruitment and retention to our schools.  
 
The Children and Families Act 2014 introduced a right for anyone to request to work flexibly 
following 26 weeks of continuous employment. It does not provide an automatic right to work 
flexibly but aims to encourage both the employee and the employer to consider a flexible working 
pattern and to find a solution that suits them both. The right was extended from the previous right 
which allowed only parents and carers this opportunity.  
 
All Trust/school staff with a minimum of 26 weeks continuous service are entitled by law to request 
to work flexibly if they wish to do so. We hope the policy will encourage those contemplating 
retirement to consider phased retirement and remain in teaching or support roles for longer.  
 
The Trust will publicise the options for flexible working to staff, including those due to take family-
related leave, such as maternity, adoption, shared parental leave, and to staff who are carers.  
 
No employee who makes a request for flexible working will be subject to any detriment or lose any 
career development opportunities as a result.  
 
This policy works alongside our Staff Absence management policy where requests are received to 
provide time off for various reasons for carers of dependents and for other family related reasons. 
Leave for other reasons must be requested in advance, in line with our policy and is not generally 
paid.  
 
The Trust has a duty to ensure that all requests for flexible working are dealt with reasonably and in 
a timely manner. The school will delegate responsibility for dealing with such requests to the 
Headteacher (read also Head of School or Executive Headteacher) or allocated manager. Each school 
will name this person in their staff handbook.  
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1. Eligibility  
1.1. An employee is entitled to make a request if they: 
 

• Are an employee and not an agency worker. 

• Have worked for their employer continuously for 26 weeks at the date the application is made.  

• Have not made another application to work flexibly under the right during the past 12 months.  
 

2. Entitlement 
2.1. Eligible employees can request any change to the hours or weeks or place/location in which 

they work. They have a responsibility to think carefully about their desired working pattern 
when making an application.  

2.2. The employee must consider the impact of the request on the school and their colleagues 
and suggest solutions to these issues.  

2.3. A request may be for any reason; it could vary from asking to start half an hour later than 
usual to allow the employee to drop their child off at school on one or more days, to a more 
significant change to their work hours in order to fit better with their lifestyle.  

2.4. Examples of requests may be to work on a job share basis, part-time, personal/family days, 
staggered hours, staggered weeks, compressed hours or to work for some of the 
management time (non-teaching time for teachers with management responsibilities), 
Planning, Preparation and Assessment (PPA) from home or phased retirement.  

 
See appendix 2 for more guidance on different types of flexible working 

 

3. Requests for flexible working  

3.1. All requests must be made in writing by filling in the requisite application form, which can 
be found in Appendix 1 and is also available from each school office.  

 

3.2. All requests must be submitted to the Headteacher (or executive Headteacher in schools 
with a head of school and executive Headteacher). For the Trust central team, applications 
should be made to the CEO. The term ‘Headteacher’ will be used throughout the rest of the 
document and refers to either the Headteacher or executive Headteacher in a school, 
whichever is more senior. For the Trust central team, when reference is made to the 
‘Headteacher’, the relevant person is the CEO. 

 

3.3. Any request made under this policy must include: 

• The date of the application. 

• The changes that the employee is seeking to their terms and conditions. 

• The date on which the employee would like the terms and conditions to come into effect. 

• What effect the employee thinks the requested change would have on the organisation. 

• How, in their opinion, any such effect might be dealt with. 

• A statement that this is a statutory request. 

• Whether or not the employee has made a previous application for flexible working; and 

if the employee has made a previous request, when the application was made. 

 

3.4. Where the request is being made by a member of staff with a disability as part of a request 

for a reasonable adjustment to their working arrangements, the staff member should state 

this in the written application 
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3.5. The school will not reject out-of-hand a request that does not contain the required 

information. The Headteacher or HR officer will explain to the member of staff what 

additional or amended information they need to provide and ask them to resubmit the 

request. 

4. Meeting to discuss a flexible working request 

4.1. Once the Headteacher receives the request, it will be dealt with as soon as possible, but no 

later than the deadline set out below. 

4.2. The Headteacher will usually arrange a meeting at a convenient time and place to deal with 

the request. 

4.3. Where a request can be approved without further discussion in line with the terms stated in 

the staff member’s written application, a meeting will not be necessary, and the employee 

will be informed in writing of the decision. 

4.4. Staff members have the right to be accompanied by a work colleague or a trade union 

representative at any flexible working meeting. Colleagues or trade union representatives 

will be entitled to speak and confer privately with the employee but may not answer 

questions on their behalf. 

4.5. The meeting will take place in a private meeting room so that the discussion is kept away 

from other employees 

4.6. The aim of the meeting is to find out more about the proposed working arrangements and 

how they could be of benefit to both the employee and the school. 

 

5. Outcome of a flexible working request  

5.1. After the meeting, the Headteacher will consider the proposed flexible working 

arrangements carefully, weighing up the potential benefits to the employee and to the school 

against any adverse impact of implementing the changes. 

5.2. Each request will be considered on a case-by-case basis. Agreeing to one request will not set 

a precedent or create the right for another employee to be granted a similar change to their 

working pattern. 

5.3. The employee will be informed in writing of the decision as soon as is reasonably practicable 

after the meeting, but no later than the deadline set out below. 

5.4. The request may be granted in full or in part. For example, the school may propose a modified 

version of the request, the request may be granted on a temporary basis, or the employee 

may be asked to try the flexible working arrangement for a trial period. 

5.5. The employee will be given the right to appeal the decision if their request is not upheld or is 

upheld in part. 



5 
 

5.6. Unless otherwise agreed, the changes to the employee’s terms and conditions will be 

permanent. 

6. Reasons for turning down a flexible working request  

6.1. The Headteacher will give reasons for the rejection of any request. Those reasons must be 

for one or more prescribed business reasons, which are as follows: 

• The burden of additional costs  

• An inability to reorganise work among existing staff 

• An inability to recruit additional staff 

• A detrimental impact on performance 

• Insufficient work for the periods the employee proposes to work 

• A planned structural change to the business 

6.2. If a request has been rejected, the employee will be informed which of those reasons applies 

in writing, and of the appeal procedure. 

7. Flexible working requests that are granted  

7.1. If the request is upheld in full or in part, the employee and the Headteacher will discuss how 

and when the changes will take effect. 

7.2. Any changes to terms and conditions, and the date on which they will commence, will be put 

in writing and sent to the employee as an amendment to their contract of 

employment/written statement of terms and conditions of employment as soon as is 

reasonably practicable. 

8. Timescales  

8.1. All requests will be dealt with within a period of three months from first receipt to notification 

of the decision on any appeal. 

8.2. The Headteacher will hold the meeting (or phone call, if appropriate) within 28 days of 

receiving the request and notify the decision to the employee within 14 days of the meeting, 

so that there is enough time for any appeal to be concluded. 

8.3. Time limits detailed in this policy may be extended where the employee and school are in 

agreement. For example, the Headteacher and the employee may agree to extend the time 

limit to give the employee a trial period on the flexible working arrangements. 

9. Appeals  

9.1. Employees who are dissatisfied with the outcome of their request are allowed to lodge an 

appeal in writing within 14 days of the notification, with the appeal to be heard within 14 
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days by the appeals committee of the Local Governing Body (school staff) or by a panel of 

Trustees (Trust Central Team staff). 

9.2. Any appeal must be dated and must set out the grounds on which the appeal is being made. 

9.3. A meeting will be held to discuss the appeal. As explained above, an employee should be 

given the right to be accompanied. 

9.4. The employee will be informed in writing of the outcome of their appeal, and the reasons for 

the decision, within 14 days of the appeal meeting. There is no further right of appeal. 

10. Problems with a flexible working request  

10.1. If an employee is dissatisfied or unclear at any stage throughout the process, they 

should seek clarification from the Headteacher.  

10.2. If an employee is dissatisfied with the way in which their request has been handled, 

they can raise a grievance under the Trust’s Complaints and Grievance Procedure and 

Policies. 

10.3. The Headteacher will have regard to the Trust’s Equal Opportunities and Respect at 

Work Policies when considering flexible working requests. 

10.4. If an employee fails to attend a meeting, including an appeal meeting, and then fails 

to attend a rearranged meeting without good reason, their application will be deemed to 

have been withdrawn. 
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Appendix 1 – Flexible working request: employee pro forma  

1. Personal details  

Name   

Staff or payroll number  

Manager  

National insurance number   

 

To the employer,  

I would like to apply to work a flexible working pattern that is different to my current working pattern. 

I confirm I meet each of the eligibility criteria as follows: 

• I have worked continuously as an employee of the school for the last 26 weeks. 

• I have not made a request to work flexibly under this right during the past 12 months. 

Date of any previous request to work flexibly under this right: 

Day/Month/Year  

 

2.  

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

 

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

 

c. I would like this working pattern to commence from: 
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3. Impact of the new working pattern – I think this change in my working pattern will affect my 

employer and colleagues as follows: 

 

4. Accommodating the new work pattern – I think the effect on my employer and colleagues can 

be dealt with as follows: 

 

 

Employee name:                                                 

 

 

Date: 

 

 

Please return marked ‘private and confidential’ to: The Headteacher  
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Appendix 2: A brief guide to types of flexible working  
 
A range of flexible working options are presented below. Those which are more popular and more 
applicable to the school environment are described below. This guide also aligns with the forms of 
flexible working described by the Department for Education (DfE) in their guide to flexible working in 
schools. Key challenges and potential solutions are also included. These are not exhaustive but will 
give an indication of some key considerations to be discussed.  
 
These can be discussed on the understanding that the needs of the school are prioritised and 
balanced with the needs of the member of staff making the request. 
 
1.  Part-time working Teaching staff 
Part-time arrangements for teaching staff are when staff work for a percentage of the hours of a full-
time teacher, this being a portion of the 1,265 hours per year directed time, in line with the 
Conditions of Service for School Teachers in England and Wales (“the Burgundy Book”)5. Ten per 
cent of their working time should be for Planning, Preparation and Assessment (PPA).  
 
Part of the full-time equivalent 1,265 annual directed time is usually used for attending various 
briefings and meetings before or after the pupil school day; as well as attending parent/carer 
consultation days with parents/carers of assigned pupils, open days and training (on the five days 
outside the 190 days that school is open).  
 
The school should be clear with part-time teaching staff about the proportion of directed time 
outside the timetabled teaching time that they are expected to attend. They should attend a 
proportion of meetings consistent with their contract – for example, 50% of meetings for a half-time 
teacher. 
 
Part-time teachers should not be expected to attend meetings on days when they are not 
timetabled to teach, and although some staff are able to and do attend on these days, it cannot be a 
requirement if the teacher is employed on the national terms and conditions as described in the 
School Teachers Pay and Conditions 4 DfE (2017) Flexible working in schools: Guidance for local 
authorities, maintained schools, academies, and free schools.  
 
2. Job share  
Job share is when two or more people do one job, and the hours are split between them. For 
example, two people share a full-time job between them, and their hours can be varied according to 
the job share partners’ preferences and needs.  
 
Job share partners should be responsible for handing over key messages to the partner to ensure 
consistency in the completion of tasks.  
 
Communication is key to making a job share arrangement work. Planning shared handover time can 
be useful to making the arrangement run smoothly.  
 
Reviewing job share arrangements during annual appraisal discussions can be useful to ensure all 
parties are clear and happy with their respective responsibilities, level of ownership and 
accountability. 
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3. Flexitime / lieu time  
Flexitime or lieu time is the paid time off work that an employee gets for having worked additional 
hours. Flexitime usually entails working hours that are based on ‘core hours’ within the day when 
staff must be on site.  
 
There are typically around six core hours per day and staff are able to come in earlier or work later 
as long as they work the core hours. Staff work their core hours and can accrue credit hours or take 
flexitime off over a certain agreed period. Some employers have a freer policy on flexitime working 
when staff can come and go as they like; others have ‘agreed normal working hours’ for each 
employee which may be varied with advance permission.  
 
In many schools it can be difficult to agree flexitime/lieu time for teachers since for most teachers, 
their working hours are linked to the timetable and the pupil day; for many their working time also 
includes tutor time first thing in the morning. However, where the core hours are the official start 
and end times of the pupil day, there may be flexibility to accrue or take hours that are part of 
directed time outside the school day. This may include the 1,265 working hours per year when staff 
are directed to attend whole school briefings, staff meetings, faculty, or key stage meetings.  
 
4. Staggered hours  
Staggered hours is when the employee can have different start, finish and break times from other 
staff. Hours are spread across the week. Typically, in schools, this would mean teachers cover their 
timetabled hours but stagger their hours by starting their working day later (for example, if PPA time 
or a non-contact period is the first period in the morning). They will then stay later to attend staff 
meetings or perform other duties such as pupil after school sessions, as agreed and directed by the 
Headteacher.  
 
Any such arrangements need to be confirmed in writing and agreed with other staff who may be 
impacted by the changed arrangement.  
 
Where specialist staff teach sessions such as physical education (PE) or music, this is often to enable 
the class teacher to work on PPA elsewhere alone or with colleagues. If the specialist teachers 
deliver more than 10% of the teacher’s class time, this would enable the teacher to work staggered 
hours and to perform other duties outside the traditional teaching day.  
 
In primary schools, after school hours could include assisting with booster sessions, enrichment 
activities, music or sports events. 
 
In secondary schools it may be easier to agree this arrangement; especially for teachers who are not 
a form tutor, if they do not have duties at the beginning of the day or are not timetabled to teach 
the morning period.  
 
5. Staggered weeks  
Staggered weeks is a formal agreement to work outside term time to, for example, deliver booster 
classes, sports programmes and enrichment activities. 
 
This may be easier to agree than staggered hours and may be easier in secondary schools where 
teachers are able to deliver the curriculum in a project-based approach. In this example, certain 
teachers work for a term to deliver a specialist subject then have a term off and work some weeks in 
the school closure periods to deliver enrichment or an extended curriculum offer.  
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The option could be considered for odd weeks/days rather than whole terms, which may be easier 
for schools to plan and use effectively.  
 
Consideration would need to be given to communicate arrangements during time out of school, 
impact on colleagues, teacher-pupil ratios, pupil experiences, progress and outcomes.  
 
6. Compressed working 
Compressed hours involve staff working full-time hours over fewer days, such as working five days in 
four or ten days in nine. There is no reduction in hours and, consequently, no change in pay.  
 
Consideration would need to be given to the amount of cover needed and whether this would 
increase costs or have an impact on colleagues and pupils.  
 
The teacher still has a full responsibility for their contracted role but as their teaching is delivered 
over fewer days of the week, the timetable needs to be flexible enough to enable this to happen. 
 
7. Other flexible working arrangements 
There are other flexible working arrangements that could be considered, depending on their 
suitability to the school and individual.  
 
These are presented below.  
 

• Split role: Tasks are divided between two part-time job holders with no responsibility to 
handover or cover each other’s classes. The two contracts have no link.  

• Split shifts: A working shift comprising two or more separate periods of duty in a day.  

• Homeworking or remote working  

• Regularly / formally agreed working from home of directed time / timetabled hours.  

• Phased retirement: Gradually reduced working hours and/or responsibilities to transition 
from full-time work to full-time retirement.  

• Annualised hours worked flexibly: Working hours spread across the year, which may include 
some school closure days, or where hours vary across the year to suit the school and 
employee.  

• Personal / family days 

• Days of authorised leave during term time.  
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Appendix 3: Flow Chart of the Process 
 

 
*For central staff, a panel of trustees will hear the appeal rather than a panel of LGB members. 

 

 

 

 


