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Application for flexible working
Members of staff must apply to the Head of School/Service in writing by completing this form.  

	SECTION A – Employee request 

	Name:


	Department:

	Payroll ID number:
	Employment start date:
	Date of prior requests for flexible working:



	If previous requests have been made please state the nature of these requests:



	Please detail the change being applied for in this request and the preferred start date: 



	Please comment upon the likely impact of the proposed change and how it will impact on the work of the department:



	Signature:


	Date:




	SECTION B – Manager’s response 

To ensure a consistent approach across the University, all applications must discussed with the 

Faculty/Service HR Manager prior to agreement or refusal. 

	Name:



	Date of receipt:


	Date of meeting:

	Is the request being approved? 
Yes/No


	If the request is being refused please explain the business ground that applies as listed in section 1.8 of the Policy on Requests for Flexible Working:



	Effective date of change:


	Review date (if applicable):

	New FTE:


	Agreed weekly working pattern (please include number of hours to be worked on each day):



	Total weekly working hours:


	

	Signature:


	Date:



	Please return original form to the member of staff and send a copy to Human Resources for secure storage and to implement any variations to contract and pay brought about by the agreed changes.


Data Protection Act 2018 and GDPR – The information supplied on this form will be held by the University of Leeds in accordance with requirements of the Data Protection Act 2018 and the GDPR. For further information on how we process your data, including the contact details of our data protection officer and your rights, please check our staff privacy notice at: http://www.leeds.ac.uk/secretariat/documents/staff_privacy_notice.pdf  
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