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*Manager should consider whether the request can be accommodated in line with business needs.  
The situation may be discussed with the line managers own HR Department or an HR Adviser within 
the Office of Human Resources. 
 
**The employee is entitled to bring a work colleague to the meeting.  If the companion is unable to 
attend the meeting on the specified date then the employee can request the meeting to be 
rescheduled to a time within 7 days of the original meeting date. 

Where an employee is dissatisfied with their line manager’s decision to refuse their request for flexible working, 
they have a right to appeal, which will be heard by a higher authority than that which took the initial decision 

The employee submits an FW Appeal Form  
to their line manager. 
Is this within 14 days of the member 

of staff receiving formal written 
notification of the Rejection of the 

request? 

The line manager must arrange for an 
appeal to be heard by a senior manager** 
  

Is it possible to arrange the appeal 
meeting within 14 days of the 

employee submitting the FW Appeal 
Form? 

The line manager or senior 
manager must seek 
agreement from the 

employee to extend the 
period and confirm 

agreement in writing using 
the FW Extension of Time 

Limit form 
The appeal meeting is held. 

Can the senior manager reach a 
decision within 14 days of the 

meeting? 

The senior manager completes and returns 
the FW Appeal Reply Form to the 

employee. 
Is the member of staff satisfied with 

the outcome? 

If the member of staff remains 
dissatisfied, further action can be 

progressed either through an informal 
discussion or via the employing authorities 

Grievance Procedure. 

Appeal is rejected, written 
notification should be sent 
from the line manager to 
the member of staff, with 

a copy to the OHR (as 
appropriate) 

The manager must 
forward copies of the FW 
Appeal Reply Form to the 
employing authority/ 
OHR, , if appropriate. 
 

Upon receipt of a 
FW Appeal Reply 
Form, 
confirmation will 
be issued by the 
employing 
authority/ OHR.   
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