	Form for making a request for flexible working

	Name:
	

	Location: Department:
	

	Payroll Number:
	

	Job Title:
	

	Manager:
	

	To be eligible to make a request for flexible working, you must not have a live flexible working request in progress. You can make two requests for flexible working in any 12-month period.
Please note Lothian has two months from receiving your application to formally giving you an outcome to your request.

	Employee start date:
	

	Date form submitted:
	

	Previous applications for flexible working:

	Have you submitted a previous request for flexible working? (If yes, please give date of last application)
	Yes	Date of last Application: No

	Are you a disabled person whose request for flexible working is related to your disability?
	Yes
	No
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I wish to submit a statutory request for flexible working as detailed below:

Reason for request:

	Please set out the pattern of working that you are seeking. For example, if you wish to change your hours of work, please state what your current hours and shift patterns are and what you would like your new hours to be.
Please ensure you understand that changes to your hours of work may result in changes to your holiday accrual and entitlement, your pension, your salary or your rate of pay based on your shift pattern. Please ensure this is discussed with your line manager.


	

	I would like the above change(s) to my working pattern to take effect from:
	

	Once you have submitted a valid application for flexible working, you will be contacted to arrange a meeting, which will take place within 28 days of the application being submitted, to discuss how the pattern of working you have requested might be made to work.

It will help us to deal with your application if you provide as much information as you can about your desired working pattern.

	Date:
	Signed:
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