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1. PRINCIPLES  

We aim to provide the maximum possible flexibility to our colleagues. We are committed to providing a comprehensive flexible working framework that will support the Firm in its business objectives, and help clients and colleagues succeed with A Life That Works.

A flexible working application is a request to change your contractual terms and conditions of employment.  For temporary changes, please refer to the Agile Working policy, as it may be possible to Glide Your Time or vary your location on an ad hoc basis to meet your flexibility needs.
2. ELIGIBILITY

We will consider an application to work flexibly at any point during your employment.
You only have the right to make one request to work flexibly in a 12 month period. However we may choose to consider further applications during a 12-month period from your last application.
3. TYPES OF FLEXIBLE WORKING  

Flexible working can incorporate a number of changes to permanent working arrangements for example:

· Changes to working hours
· A change of contractual working location, typically to fixed home working, on a full or part time basis
4. FACTORS TO CONSIDER

Wherever possible, please try to submit your application well in advance of the date from which you wish any new arrangements to start as it can take up to 12 weeks to consider a request before it can be implemented and possibly longer where difficulties arise.

If you wish to permanently change your working hours or place of work you will need to consider whether this change can be accommodated by your team and whether you will be able to safely and sustainably fulfil the requirements of your role. This includes appropriate supervision and fulfilling any regulatory requirements e.g. continuing competence and fulfilling mandatory compliance training. We encourage you to discuss all aspects of your application and its impact with your line manager before you submit a formal application. 

Managers need to consider carefully any requests against the needs of the business and ensure that decision making is as fair and consistent as possible. Managers should always discuss applications with their Employee Relations Advisor before approving or rejecting requests.
The following points should also be borne in mind when considering these options: 

· is team support and or cover available to ensure no detriment to service delivery?
· what level and frequency of contact is required with clients (external or internal) to maintain quality of service delivery?
· in the case of homeworking applications, does the role have any elements that can only be satisfactorily carried out in the office?
5. HOME-WORKING APPLICATIONS 

When you apply to work from home regularly your manager will review any requested changes against the needs and requirements of the business, clients and colleagues, as with all requests, before considering the request to work from home. Where there are changes to days and hours of work which do not meet the needs of the business, your request may be declined at this stage. (See section 9.2 for business grounds for refusing requests).

Any request that includes working in another country must be discussed with your line manager and reviewed by the HR, PG&R and Finance teams to provide authorisation.
Any approval for homeworking is dependent on compliance with Health and Safety standards in order to maintain and protect your health and wellbeing. Any non-compliance, including but not limited to training, risk assessment and manual handling may lead to the Firm withdrawing the agreement to work from home. The Firm retains the right to check your home working areas for health and safety.

Where an application to work from home is declined, you are entitled to appeal this decision in line with the usual flexible working appeals process. (See section 9.4)

6. INFORMAL FLEXIBLE WORKING ARRANGEMENTS 

6.1 Temporary flexible working arrangements

There may be certain situations where neither “Glide Your Time” nor a permanent change to your working arrangements may be appropriate, for example if you suddenly become the carer of an adult with a terminal illness or as part of a short-term rehabilitation process when returning to work after a period of illness. An informal, temporary, short-term arrangement may be more appropriate in these circumstances. You should discuss any such situations with your Employee Relations Advisor and all informal arrangements should be agreed in writing. 

6.2 Trial periods

In certain circumstances, your manager may think it will be helpful to have a trial period to test a new working pattern to explore the potential impact of the proposed change of your working pattern on you and the business. 
The trial period will take place before a formal agreement is reached (i.e. before any change to your contract of employment).  If the Firm thinks it is necessary for there to be a trial period, it will extend the time available for a final decision to be made on the formal application.  A trial period will normally last for no longer than 12 weeks.  

7. FORMAL APPLICATION PROCEDURE

Before making a flexible working application you should fully read this policy and associated guidance notes. 

The process for applications is explained in the following chart: Flexible Working Process.  The application form to change working hours and/or place of work can be found on the Firm's intranet under HR.
Flexible working applications are considered by managers in conjunction with HR and, where necessary, the Health and Safety Advisor. 

8. FORMAL FLEXIBLE WORKING MEETING 
You may be invited to a meeting with your manager to discuss your Flexible Working application and this will always be the case if there is a possibility that your request cannot be accommodated. Your manager will make notes of the meeting for HR records if a member of HR is not in attendance.  

You have the right to be accompanied to any formal flexible working meetings or appeal meetings under this procedure.  Please see the Right to be Accompanied Policy for further information.  

Where a request can, without further discussion, be approved in the terms set out in your written application, a meeting will not be necessary,

8.1 Business grounds for refusing requests 

Although serious consideration is given to all Flexible Working requests, we have the right to decline applications where there is a justifiable business reason for doing so. The lawful reasons that an employer can refuse a Flexible Working Request are set out below: 
· Burden of additional costs

· Detrimental effect on ability to meet client demand

· Inability to reorganise work among existing staff

· Inability to recruit additional staff

· Detrimental impact on quality

· Detrimental impact on performance

· Insufficiency of work during the periods the employee proposes to work

· Planned structural changes

8.3 Alternative flexible working arrangements 

If your flexible working application is rejected, an alternative flexible working arrangement may be suggested which can be accommodated.   
8.4 Right of appeal

You have the right to appeal against any decision to reject your request to change your working hours.  The Flexible Working Appeal Form B  may be used for this purpose. 

If you wish to appeal, you need to set out the grounds of your appeal in writing within 14 days of the date on which you receive the decision. The appeal should be directed to your HR Business Partner.  

Appeals will be heard by a Regional Senior Partner, Director, Practice Head, Department Head, Divisional Head or a nominee.  

You have the right to be accompanied at an appeal hearing by a colleague if you wish in line with the Right to be Accompanied section above. 

The appeal meeting will usually take place within 14 days of receipt of your notice of appeal. You will be informed in writing of the outcome of the appeal within 14 days of the meeting.  

9. Scope

DAC Beachcroft is defined as "We", which for the purposes of this policy also includes employees of the wholly owned subsidiary company, DAC Beachcroft Services Limited, DAC Beachcroft Scotland LLP, DAC Beachcroft (N.Ireland) LLP and DAC Beachcroft Claims Limited.
This procedure is for guidance only and does not form part of your contract of employment. We may amend it at any time or depart from it depending on the circumstances of the case.
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