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FLEXIBLE WORKING GUIDE

This guide provides useful information about flexible working at the Royal Veterinary College
(RVC) and the statutory procedure to be followed when making an application for flexible working
under the Employment Relations (Flexible Working) Act 2023.

The guide does not form part of your contract of employment and we may amend it from time to
time, subject to consultation with recognised trade unions.

This guide applies to employees only.
INTRODUCTION

Flexible working is a provision that can enable employees to adjust, by agreement with their manager,
the balance between home and work responsibilities, subject to operational and business needs. The
RVC recognises that a good balance between work and other priorities such as longer-term caring
responsibilities, leisure activities, further learning and other interests can improve employee
motivation, performance and productivity and reduce stress.

FLEXIBLE WORKING PRINCIPLES
To support and promote flexible working, the RVC has agreed the following set of core principles:

 Flexible working should be mutually agreed between the employee and the employer.

f  Those working flexibly and/or making a request for flexible working will not be subjected to any
detriment or face any barrier to career progression.

I Consideration of the option to work flexibly will be given during both employment and recruitment.
Our commitment to flexible working will be explicitly stated in job advertisements.

All employees will be entitled to make a case for working flexibly, but there will be situations where
a specific arrangement will not work because of RVC’s commitments to achieving its strategic
objectives.

' Where an application for flexible working is declined, an explanation will be provided.

f Responsibility for effective flexible working will be shared by employees and managers. Together
they will assess opportunities and challenges in any proposed arrangement openly and honestly.

I If the employee agrees, flexible working arrangements may be offered for a trial period and then
reviewed.

TYPES OF FLEXIBLE WORKING

The RVC will consider requests for various types of flexible working including changing the
hours worked and the times an employee is required to be at work.

Flexible working involves consideration of ‘when’ people work, ‘where’ people work and ‘how’
people work. Options for flexible working may include part-time, job sharing, term-time working,
changes to the days and/or times of work or compressed hours. This guide provides information
on how to make an application to change working arrangements.

Whilst a request to work from home may be part of a request for flexible working under this
guide, if an employee wishes to make an application to work from home that is not a statutory
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flexible working request, they should apply through the RVC'’s ‘Working from Home Programme’
and ‘Homeworking Policy’. This guide should therefore be read in conjunction with the RVC's
‘Working from Home Programme’ and ‘Homeworking Policy,” which specifically sets out how the
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Following receipt, Human Resources will send an employee’s application to their line manager, who
will consider whether it is possible to make the changes requested. Managers must not reject a
request without first consulting the employee. Unless the manager decides to agree to the
employee’s written request in full, they must consult the employee before they make a decision. In
such cases, the manager will invite the employee to a consultation meeting to discuss the request as
set out below.

If an employee seeks a reasonable adjustment for their disability through a request for flexible
working, their line manager will consider this in line with RVC’s legal obligations under the Equality
Act 2010. The legal obligation to make reasonable adjustments is separate to the legal obligation to
consider a request for flexible working and will involve a review process such as Access to Work or
an Occupational Health Review.

CONSIDERING A REQUEST FOR FLEXIBLE WORKING

Line managers will handle every request in a reasonable manner. This will include carefully
assessing the effect of the requested change for both the RVC and the employee, such as the
potential benefits or other impacts of accepting or rejecting it.

Managers will agree to a flexible working request unless there is a genuine business reason not to.
A decision to reject a request will be for one or more of the following business reasons which are set
out in the Employment Rights Act 1996:

the burden of additional costs.
an inability to reorganise work fairly amongst existing staff.
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A further meeting will be held to discuss the appeal, to which the employee may bring a colleague or
trade union representative, if they wish.

Once the appeal hearing has taken place the RVC will write to the employee confirming the decision
of the appeal, including reasons. The outcome of the appeal will be final.

IF THE EMPLOYEE DOES NOT ATTEND A MEETING TO DISCUSS FLEXIBLE WORKING
OR AN APPEAL

A manager’s arrangements for a meeting to discuss flexible working should provide a reasonable
opportunity for the employee to attend.

If a meeting is arranged to discuss the application, including any appeal, the employee fails to attend
this, and a re-arranged meeting without good reason, the RVC will consider the request withdrawn.

If the manager does consider the request withdrawn, Human Resources will inform the employee of
this in writing.

Any questions regarding this guide should be addressed to line managers or the Employee
Relations Manager.
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