
Informal 
conversation

(if initiated by 
employee)

Employee submits a 
flexible working 

request

A meeting to discuss 
the request is 

arranged

Consider the request 
and prepare for the 

meeting

Meeting is held
Decision is made and 

employee is 
informed

A letter is sent to 
confirm the 

arrangements
Review

Employee may 
decide to appeal 

decision

Appeal meeting is 
held and decision 
made, employee 

informed*

Within 14  days of requestWithin 14 days of meetingWithin 2 months of request

Considering a flexible working request: the process

Timescales in orange boxes are recommended, 
and in red boxes are mandatory.

Appeal upheld

* The appeal meeting should take place without 
reasonable delay, taking into account that it should be 
within 2 months of the original request including the 
appeal.  The timeframes can, however, be extended 
beyond 2 months with the agreement from both the 
employee and the manager.

Within 14 days of 

employee being informed
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