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Employee and Manager Guide 

 
Overview 

  This policy forms part of the Council’s flexible working policy and will allow 

employees to make requests to management to reduce their contractual working 
hours. 
 

  Approval of requests will be at management discretion as the needs of the service 

will be paramount. 
 

Principles 
It is the policy of the Council to consider an employees’ request to reduce their hours. 
Where employees request a reduction of hours and it is accepted by the Council there is 
no entitlement to increase working hours. The new agreed contractual hours will take 
effect as soon as practicable, if the request is accepted. 
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To the Manager/Director 
I would like to apply to work for reduced hours that are different to my current working 
pattern. 
 
Name.: ____________________________________________________  
 
Job Title: __________________________________________________ 
 
Service / Area: ______________________________________________ 
 
Please give details of your request below: 
 
 
 
 
 
 
Who/what else will be affected by this change? 
 
 
 
 
 
 
How will they/it be affected? 
 
 
 
 
 
How do you suggest this is dealt with? 
 
 
 
 
 
Signed: _______________________________________ Date: ___________________ 
 
 ............................................................................................................................................ 
 
This Section To be completed by Manager/Director 
 
Request Accepted / Rejected 
 
Manager’s/Director’s Name :_______________________________ 
 
Signature of Manager/Director:   ___________________________     
 
Date:  __________________                              
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Frequently Asked Questions 
 

Question 

Response 
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