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1. Policy statement 
 

Manx Care believes that the promotion of flexible working can increase staff motivation, promote work-
life balance, reduce employee stress and improve performance and productivity. The Department 
recognises the importance of helping its employees balance their work offering flexible working 
arrangements that enable them to balance their working life with other priorities including parental and 
other caring responsibilities, life-long learning, charity work, leisure and other interests. In turn it 
recognises that staffing levels must at all times remain in line with service need. 
 
The Flexible Working policy will apply equally to all employees of Manx Care This does not include staff 
appointed by the Public Services Commission, whose terms and conditions are not determined by Manx 
Care. 
 

2. Aim 
 

The aims of the Flexible Working Policy are to set out the ways in which flexible working can increase 
better working relationships, increase the rate of retention, attract new talent, promote work-life balance, 
improve efficiency, reduce absence, attract and retain staff. The policy provides a description of the issues 
involved, taking into account the possible benefits of each kind of flexible working to both the employee 
and the Department, but also raising possible drawbacks and areas of potential concern. 
 

3. Possible Options 
 
The Department will consider the following options but it recognises that there may be alternatives, and 
that the working pattern that may suit a particular individual could be a unique one involving a 
combination of options: 
 

• Job-sharing 

• Part-time working 

• Flexitime 

• Term time working 

• Changes to the pattern of hours worked 

• Swapping hours 

• Annualised hours 

• Voluntary reduced working time 

• Career Breaks  

• Flexible shift working 

• Working from home or the employer’s place of business 
 

4. Service Requirement 
 

Although the Department is committed to providing the widest possible range of working patterns for its 
workforce, both management and employees need to be realistic and to recognise that the full range of 
flexible working options will not be appropriate for all jobs across all areas of the service. 

Where an instance of flexible working is requested the Department will need to take into account a 
number of criteria, which may include (but is not limited to) the following: 
 

• the cost of the proposed arrangement 

• the effect of the proposed arrangement on other staff 

• the level of supervision that the post-holder requires 
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• the structure of the department and staff resources 

• other issues specific to the individual’s department 

• an analysis of the tasks specific to the role, including their frequency and duration 

• an analysis of the workload of the role 
 

5. Eligibility 
 

Although it is recognised that not all of the flexible working patterns considered will be appropriate for all 
sections of the of Manx Care’s workforce, there will be no arbitrary barriers. Employees in all areas and 
levels of the DHSC/Manx Care will be considered for flexible working regardless of their age, sexual 
orientation, race or religion or belief, or whether they have a disability, their level of seniority, their current 
work pattern, or whether they are employed on a permanent or fixed term basis. However, there is no 
automatic right for employees to change to any of the flexible working patterns – each application will be 
considered on the basis of the particular work involved and any detrimental effect the change could have 
on individual team or service requirement.   The right to request flexible working does not extend to agency 
workers. 
 

6. Right to Request Flexible Working 
 

The right to request flexible working includes the right for an eligible employee to ask for changes to: 
 

• the number of hours worked, e.g. part-time working, term-time working 

• the times of work, e.g. the days of the week worked and start/finish times 

• the place of work e.g. a request to do some or all of the work from home 
 
A request may not be made within 12 months of a previous request. 

7. Procedure 

A request must be made in writing using the form at Appendix A and state: 

 that it is an application for a change in the terms and conditions of employment; 

 the change requested and the date when it is proposed it should take effect; 

 what effect the employee thinks the change will have on the employer and how, in the employee’s opinion, 

that effect might be dealt with; 

 whether the employee has previously made such a request to the employer and, if so, when; and the date 

of the application. 

The employer can treat an application as withdrawn if the employee misses two meetings to discuss an 

application or appeal without good reason, (for example sickness). The employer must tell the employee 

they are treating the request as withdrawn. 
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The employer may refuse a request only on one or more of the following grounds: 

 the burden of additional costs; 

 detrimental effect on ability to meet customer demand; 

 inability to re-organise work among existing staff, or to recruit additional staff; 

 detrimental impact on quality or performance; 

 insufficient work at the time the employee proposes to work; and 

 planned structural changes. 

The employer must deal with the application in a reasonable manner and notify the employee within a 

standard period of three months (which can be extended by agreement), including any appeal request. 

A Proposed Timetable for actions is set out below.  These timescales are not binding, however adherence 

to them would support that the application has been dealt with in a reasonable manner.    

Day 1 Application Made Potential Action 

Within 2 weeks of reciept Application acknowledged and 

subject initial review 

Decisions on any additional 

information required. 

Within 4 weeks Any required meeting with 

employee held and additional 

information gathered 

 

Within 5 weeks  Employee advised of outcome  

Within 7 weeks  Time limit for Appeal  

Within 9 weeks  Appeal heard  

Within 11 weeks  Employee advised of outcome of 

appeal. 

 

 
8. Refusal of a request for flexible working 

 
Should the Line Manager refuse the request he/she should provide the service reason and an 
explanation as to why it is relevant to the employee’s application within 14 days of the meeting. In such 
cases details of the appeal process must also be provided. 
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The Line Manager may refuse the request only if the refusal is for one of the specified service 
requirements, which are: 
 

• the burden of additional costs 

• a detrimental effect on ability to meet service requirement 

• a detrimental impact on quality of the service  

• a detrimental impact on performance 

• the inability to re-organise work amongst existing staff 

• the inability to recruit additional staff 

• insufficient work during the periods the employee wishes to work 
 

9.  Right of Appeal 
 

A written appeal should be submitted by the employee to the Senior Manager within 14 days of the 
notification of outcome correspondence to their request for Flexible Working. 
 
The Senior Manager will hold a meeting no later than 14 days of receipt of the written request to appeal.  
After discussion the Senior Manager will write to advise the employee no later than 14 days of the decision. 
This decision will be final and will conclude internal procedures. 
 

10. Period of Flexible Working  
 
Any changes to an employee’s working pattern as a result of a request for flexible working is regarded as 
a permanent variation to the employee’s contract, unless agreed otherwise. Thus, there is no right to 
revert to his or her previous pattern of working at a future date. 
 
Similarly, there is no scope for the employer to insist that the employee revert to his or her previous 
working pattern. 
 
This does not preclude a review period or limited term arrangement if both parties agree. 
 

11. Right to be accompanied  
 

The employee can, if he or she wishes, be accompanied at all meetings in relation to this application by a 
colleague or a union representative of their choice.  
 
The employer can treat an application as withdrawn if the employee misses two meetings to discuss an 
application or appeal without good reason, (for example sickness). The employer must tell the employee 
they are treating the request as withdrawn. 
 
 
 
 
 
 
 
 

Manx Care  •  Noble’s Hospital  •  Strang  •  Braddan  •  Isle of Man  •  IM4 4RJ 

+44 (0) 1624 650000   www.manxcare.gov.im 
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Appendix 1 

 

 

Once completed this form should be forwarded to your line manager without delay. 
 

1. Personal Details 

Name:  Employee Number    

     

Manager:  National Insurance 
No: 

  

 

 

I would like to work a flexible working pattern that is different to my current working patterns under 
my right provided in the Flexible Working Regulations 2020. I confirm I meet each of the eligibility 
factors as follows: 

 I am an employee  
 I have not made another application to work flexibly under the right during the past 12 

months. 
 

 
2a. Describe your current working pattern (days/hours/times worked): 
 
 

2b. Describe the working pattern you would like to work in the future (days/hours/times 
worked) 

 
You may continue on a separate sheet if necessary 
 
 

 

2c. I would like this working pattern to start from:   

Flexible Working Application Form 
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3. Impact of the new working pattern: 

I think this change in my working pattern will affect my employer and colleagues as follows: 

 
 
 
 

4. Accommodating the new working pattern 

I think the effect on my employer and colleagues can be dealt with as follows: 

 
 
 
 

 
 

 

1.2. Signature: 

 

 

 

1.3.        Date: 
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