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Mission Statement 
All policies are written in line with our Trust Mission statement: 
 

“Inspired by faith through love, friendship and joy.” 

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our 
pupils, families, and staff are encouraged to show compassion, kindness, and respect to one 
another, creating nurturing environments where everyone feels valued and loved. We foster 
a deep sense of love for God, self, and others, empowering our pupils to make positive 
contributions to society. 

We recognise the importance of relationships and the power of friendship in shaping lives. 
Our schools foster an atmosphere of genuine fellowship, where pupils form deep connections 
with their peers, teachers, and the wider community. We promote inclusivity, understanding, 
and empathy, cultivating an environment where diversity is embraced and friendships are 
built on mutual respect. Our pupils learn the value of teamwork, cooperation, and service, as 
they become compassionate leaders who forge lasting friendships rooted in faith. 

We believe that joy is a reflection of God's presence in our lives. Our schools are places where 
joy abounds, where pupils are encouraged to find joy in learning, discovering their talents, 
and building meaningful relationships. Through engaging and innovative teaching, we inspire 
a lifelong love of learning, instilling in our students a sense of wonder and curiosity about the 
world around them. We celebrate achievements, milestones, and special moments, ensuring 
that joy permeates our school communities. 
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1. Introduction 

1.1 This policy provides a framework for when staff want to request flexible working 
arrangements. The Trust recognises that a better work-life balance can improve 
employee motivation, performance and productivity, and reduce stress. Therefore the 
Trust wants to support its employees achieve a better balance between work and their 
other priorities, such as caring responsibilities, leisure activities, further learning and 
other interests.  

1.2 The Trust is committed to considering flexible working arrangements in line with the 
statutory duty and Acas Code of Practice by carefully assessing the effect of the 
requested change for both the Trust and the employee, such as the potential benefits 
or other impacts of accepting or rejecting it.  

1.3 It is the Trust's policy to encourage open discussion with employees. An employee that 
thinks they may benefit from flexible working is encouraged to contact their Line 
Manager to arrange an informal discussion to talk about the options. 

 

2. What is Flexible Working? 

2.1 Flexible working is any type of working arrangement that gives some degree of 
flexibility on how long, where and when an employee works.  

2.2 The following flexible working options are considered to be the typical arrangements 
that employees will request but the Trust recognises that there may be alternatives or 
a combination of options which are suitable to both the Trust and the employee: 

• Job-sharing 

• Part-time working 

• Term-time working 

• Home-working 

• Reduction in hours 

 

3. Types of Flexible Working 

3.1 Job-sharing is an arrangement where a full-time post is divided into two part-time 
roles. The two job holders then share the overall duties and responsibilities. Their skills 
and the hours each employee wishes to work must be compatible, and meet the needs 
of the Academy/Trust. Pay and benefits are shared in proportion to the hours each 
works. Job sharing can be considered where the creation of a single part-time post is 
difficult, or where two individuals wish to work part-time. The suitability of posts for 
job-sharing will be stated in any internal or external advertisements. 

3.2 Part-time working covers any arrangement where an employee is contracted to work 
anything less than typical full time hours for the type of work in question. For example, 
an employee who only works Monday to Wednesday. The Academy/Trust believes 
that all posts will be available on a part-time basis, except where a critical examination 



 

 

Trust Flexible Working Policy 2026 - 2027 

by line management proves this to be impracticable. The suitability of posts for part-
time working will be stated in any internal or external advertisements. 

3.3 Term-time working is where an employee reduces their hours or takes time off during 
any school holidays. Any weeks above their annual leave entitlement will be unpaid. 
Salary can be paid in 12 equal monthly instalments. 

3.4 Home-working is when an employee regularly carries out all, or part of, their duties 
from home rather than the employer’s premises. The Academy/Trust can consider 
home-working being an occasional agreed day, a mix of home and office based work 
each week (blended working) or a full time arrangement. 

3.5 Voluntary Reduced Working Time is a working pattern where it is agreed that an 
employee will work reduced hours for a certain period of time, with a return to full 
time hours at the end of this period. Salary, pension and holiday will be pro rated 
during this time. 

 

4. The Needs of the Academy/Trust 

4.1 The Trust, as employer, is committed to providing a range of appropriate working 
patterns. However employees and management need to be realistic and to recognise 
that not all flexible working options will be appropriate for all roles. 

4.2 Where a flexible working arrangement is proposed, the Academy/Trust will need to 
take into account a number of criteria including (but not limited to) the following: 

• the costs associated with the proposed arrangement 

• the effect of the proposed arrangement on other staff 

• the effect of the proposed arrangement on pupils 

• the need for, and effect on, supervision 

• the existing structure of the department 

• the availability of staff resources 

• details of the tasks specific to the role 

• the workload of the role 

• whether it is a request for a reasonable adjustment related to a disability 

• health and safety issues 

 

5. Scope and Eligibility  
5.1 This policy applies to all employees of the Bishop Konstant Academy Trust and all 

schools within the Trust. 

5.2 Any employee in any area, and at any level, has a statutory right to request flexible 
working from day one of employment.  
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6. Submitting a flexible working request 
6.1 An eligible employee is entitled to submit two statutory flexible working requests in a 

12 month period (an employee is entitled to additional requests if they relate to a 
statutory entitlement, for example the Equality Act 2010 right to request reasonable 
adjustments). 

6.2 All requests must be made in writing by filling in an application form that is available 
in Appendix 1 of this document. Any request made must include: 

• the date of the request 

• the change the employee is requesting to the terms and conditions of their 
employment in relation to their hours, times or place of work 

• the date the employee would like the change to come into effect 

• if and when the employee has made a previous request for flexible working to the 
employer 

6.3 If the employee is making the request in relation to the Equality Act, e.g. as a 
reasonable adjustment relating to a disability, this should be made clear in the 
application. 

6.4 If an application does not contain all of the required information, the line manager will 
explain to the employee what additional or amended information they need to 
provide and ask the employee to resubmit the request. 

6.5 An employee may have only one live request for flexible working with the 
Trust/Academy at any one time. Once a request has been made, it remains live until 
any of the following occur: 

• a decision about the request is made by the employer 

• the request is withdrawn 

• an outcome is mutually agreed 

• the statutory two-month period for deciding requests ends 

 

7. Meetings regarding flexible working 
7.1 Upon receiving a written request for flexible working, the line manager will usually 

seek to arrange a meeting with the employee to:  

• discuss the request 

• find out more about the proposed working arrangements 

• how it could be of benefit to both the employee and Academy/Trust 

7.2 A request continues to be live during any appeal or any extension to the statutory two-
month decision period that the Trust/Academy and employee may have agreed. 
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7.3 If a meeting is arranged, it will be held within 28 days of the Academy/Trust receiving 
the request. This time limit may be extended with the agreement of both the 
employee and  the line manager. 

7.4 The employee will be given advance notice of the time, date and place of the meeting. 
If the initial date is problematic then one further date will be proposed. If a face to 
face meeting is difficult to arrange then, if agreed by the employee and line manager, 
the meeting may be held over the telephone or virtually via Teams. 

7.5 At the meeting the employee may, if they wish, be accompanied by a willing workplace 
colleague or a trade union representative. 

7.6 If the employee fails to attend a meeting and then fails to attend a rearranged meeting 
without good reason, their application will be deemed to have been withdrawn.  

7.7 Where a request can, without further discussion, be approved as stated in the 
employee's written application, a meeting to discuss the request may not be 
necessary. The employee will be informed of the Academy/Trust’s agreement to the 
request by a confirmation letter as outlined in the section ‘Responding to a flexible 
working request’ within 28 days of the Academy/Trust receiving the request. This time 
limit may be extended with the agreement of both the employee and the line 
manager.  

 

8. Responding to a flexible working request 

8.1 The line manager will consider the proposed flexible working arrangements, looking 
at the potential benefits and adverse effects to the employee and to the 
Academy/Trust in implementing the proposed changes.  

8.2 Each request will be considered on a case-by-case basis. Agreeing to one request will 
not set a precedent or create the right for another employee to be granted a similar 
change to their working pattern. 

8.3 The request will be submitted by the line manager/Headteacher, to the Academy 
Council/Trust Board for consideration and decision, once all pertinent information has 
been gathered by the line manager/Headteacher and after discussion with the 
employee.  In the case of the employee holding a leadership post, the request must 
be submitted to the Trust Board for consideration. 

8.4 The employee will be informed in writing of the Academy Council/Trust Board’s 
decision as soon as is reasonably practicable, but no later than 14 days after the 
meeting.  

8.5 The request may be granted in full, in part or refused. The Academy/Trust may 
propose a modified version of the request, the request may be granted on a 
temporary basis, or the employee may be asked to try the flexible working 
arrangement for a trial period. If the request is agreed then the employee will be sent 
a confirmation letter which will include details of the new arrangements. The 
employee should contact the line manager within 14 days if they wish to discuss the 
new arrangements further, or have any concerns. 
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8.6 Any refusal of the flexible working request, must meet one of the eight measures in 
Appendix 3. 

 

9. Right to appeal decision 
9.1 The employee has the right to appeal the decision if their request is refused or is only 

agreed in part. 

9.2 The employee may lodge an appeal within 14 days of being notified of a decision on 
their application. This should be done in writing and clearly state the grounds on which 
they are appealing. The appeal will be heard within 14 days. The employee will then 
be informed of the outcome to their appeal within 14 days of the appeal meeting. 
These time limits may be extended with the agreement of both the employee and the 
line manager.  

 

10. Trialling new working arrangements 
10.1 Where there is some uncertainty about whether the flexible working arrangement is 

practicable for an employee and/or the Academy/Trust a trial period may be agreed. 
If a trial period is arranged the Academy/Trust will allow sufficient time for an 
employee and their manager to implement and become used to the new working 
practices before taking any decisions on the viability of a new arrangement. 

 

11. Varying an employee’s contract 
11.1 Where flexible working practices are agreed as a permanent change, a variation will 

need to be made to the employee’s contract of employment. A variation letter or new 
contract of employment (depending on the changes agreed) will be sent to the 
employee within 28 days of the change to the employee’s working pattern being 
agreed. 

11.2 If the employee has any questions or concerns about the variation letter or new 
contract of employment, they should contact the line manager to discuss the matter 
further. 

11.3 Where a trial period has been arranged the Academy/Trust will provide the employee 
with a document that details their new working pattern and makes clear that it is only 
a temporary variation to the terms of the employee's contract. The employee will be 
informed in writing of the start and end dates of the trial period (although the 
Academy/Trust may reduce or lengthen the trial period where necessary with the 
agreement of the employee). The Academy/Trust will reserve the right, at the end of 
the agreed trial period, to require the employee to revert to their previous working 
arrangement. 
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12. Flexible retirement 

12.1 Under this policy, eligible employees may request flexible retirement. Flexible 
retirement is the opportunity for eligible employees (please see flowchart at Appendix 
4) to continue in their employment with the Trust, earning a reduced salary as a result 
of a reduction in working hours and/or grade while also receiving pension benefits 
which have been accrued at that point.  

12.2 The Trust will take the full cost and service implications when considering any 
application for flexible retirement. An employee considering flexible retirement 
should have an early and informal conversation with their line manager and the Trust 
Payroll and Pensions Officer who will be able to provide an estimate of benefits.  

12.3 Once the estimate of benefits has been received, an employee should decide whether 
or not to proceed with an application for flexible retirement. To proceed with an 
application for flexible retirement, written confirmation needs providing to the Trust 
Payroll and Pension Officer in the first instance. See appendix 4 for further information 
on the process.   

 

13. Complaints and further information 
13.1 The Trust is strongly opposed to any form of victimisation of individuals who work, or 

request to work under flexible working arrangements. 

13.2 If an employee feels that they have been treated unfairly or are dissatisfied with any 
stage of the flexible process, they should raise their concerns informally with the line 
manager.  

13.3 If informal discussions do not resolve the matter to an employee's satisfaction, they 
should raise a grievance under the Trust's grievance procedure. 

 

14. Monitoring and Review of this Policy 

14.1 The Trust shall be responsible for reviewing this policy from time to time to ensure 
that it meets legal requirements and reflects best practice. 

 

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the Secretary of State for Education.   It is a company 

limited by guarantee registered in England and Wales, company number 08253770, whose registered office is at St Wilfrid’s Catholic 

Secondary School & 6th Form College, Cutsyke Road, Featherstone, Wakefield, WF7 6BD. 
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Appendix 1 – Flexible Working Request form 

Flexible working request 

Name:  

Date: 
 

I wish to exercise my statutory right, provided under section 80F of the Employment Rights Act 

1996, to request flexible working. 

I meet the eligibility criteria: 

I have not made more than one request to work flexibly under this right during the past 6 months           

☐ 

OR 

I have not made any other request to work flexible under this right during the past 6 months                    

☐ 

If you’re unable to tick one of the boxes, you’re not statutorily entitled to make a flexible working 

request. However, we may still consider your request. 

(Fill in if relevant) I made a previous request for flexible working on: 

Current working hours:  Current working 

days: 

 

Proposed working 

hours: 

 Proposed working 

days: 

 

 

If your request doesn’t 

involve a change of 

working hours/days, 

explain here how you 

would like your working 

arrangements to 

change: 

 

 

 

I would like these 

arrangements to start 

from: 

Please note: it might take up to 2 months for the school to reach a 

decision (possibly longer, if we agree a longer decision period with you). 

 

Please submit your completed form to your line manager. 
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Appendix 2 – Flexible Working Process Flowchart 
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Appendix 3 – Reasons for denial of flexible working request 
Employers in the UK can legally deny a flexible working request based on specific business 

reasons outlined in the Employment Rights Act 1996. 

 

Valid Reasons for Refusal 

According to the Acas Code of Practice and other reliable sources, employers can refuse a 
flexible working request for the following reasons: 

1. Burden of Additional Costs: If accommodating the request would impose significant 
financial burdens on the business, such as hiring additional staff or paying overtime, this 
is a valid reason for refusal.  

2. Inability to Reorganize Work Among Existing Staff: If the request would disrupt the 
current workflow or if existing staff cannot cover the duties of the employee requesting 
flexibility, the employer may deny the request.  

3. Inability to Recruit Additional Staff: If fulfilling the request would require hiring new 
employees, which is impractical or not feasible, this can be a legitimate reason for refusal.  

4. Detrimental Impact on Quality: If the flexible working arrangement would negatively 
affect the quality of work or service provided to customers, the employer can refuse the 
request.  

5. Inability to Meet Customer Demand: If the request would hinder the business's ability to 
meet deadlines or customer needs, this is a valid ground for refusal.  

6. Impact on Other Employees: If the request would cause significant disruption to the work 
of other employees or require changes to their contracts, it can be denied.  

7. Workplace Safety Concerns: If the flexible working arrangement poses safety risks or 
compliance issues, this can also be a reason for refusal.  

8. Other Relevant Business Reasons: Employers may cite other specific business needs that 
justify the refusal, as long as they are reasonable and documented. 
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Appendix 4 – Flexible Retirement flowchart 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Are they 55 + and they are 

reducing their hours 

and/or Grade.  

Have not made an actual formal application 

for Flexible Retirement in the past 6 months.  

The employee should request a pension estimate via the Trust 

Payroll & Pensions Officer. 

The Trust Payroll & Pensions Officer calculates the figures and 

requests this from the relevant pension fund. 

Relevant pensions fund sends the estimate with costs to the Trust 

Payroll & Pensions Officer who then sends this to the employee, 

without the cost for them to consider if they wish to proceed.  

If they wish to discuss the Pension Illustration figures they can do 

this by contacting the Trust Payroll & Pensions Officer.  Should they 

wish to proceed, they will need to confirm this in writing via email 

to the Trust Payroll & Pensions Officer. 

On receipt of the confirmation email to proceed, the Trust Payroll & Pensions Officer 

will then arrange a meeting for the employee, with a letter inviting the Employees Line 

Manager, to discuss the employees wishes, and discuss the hours, working pattern etc., 

in order to submit the application form for flexible retirement. The employee can 

request for a representative to be present at the meeting, this can be a work colleague  

or a trades union representative. In this meeting the estimate is discussed and 

explained, this discussion will include any reductions that may apply. 

Following the meeting, the employee will be required to complete the Flexible Retirement 

Application form, they can request this via email from the Trust Payroll & Pensions Officer.   

CONTINUED 
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Once the Trust Payroll & Pensions Officer has received 

the completed Flexible Retirement Application form, 

they will then arrange for the Application for Flexible 

Retirement be considered by the Trust Board and for a 

decision to be made.    

The application is emailed to the employee's 

Headteacher and then to the CFO for 

approval.  

The Trust Payroll & Pensions 

Officer will inform the Head of HR 

and the HR Manager of the 

decision, so that they are aware 

of any issues that may arise 

should the Flexible Retirement 

not be approved. 

If approved  If not granted  

Once a decision has been made, HR will write to 

the employee. If approved a date for 

implementation will mutually be agreed. This 

date is likely to be the requested date if 

appropriate, assuming it is a minimum of four 

weeks from approval, to allow for the pension 

arrangements to be put in place.  

If the request if not granted and the employee wishes to appeal 

against the decision, they must submit their appeal in writing to 

the Academy/Trust Board within five working days.  The Chair will 

hear any appeal and their decision is final.  The employee will 

have the right to be accompanied at the appeal meeting by a 

trade union representative or work colleague.  

If an employee disagrees with, or has a complaint about, a 

decision we or the administering authority for LGPS has made on 

any aspect of concerning a pension, the relevant pension fund 

has an Internal Dispute Resolution Procedure available to settle 

any such disagreement or complaint. 
The relevant pension fund will be notified of the flexible 

retirement by the Trust Payroll & Pensions Officer and the 

retirement will be processed by them according to the current 

pension regulations.  

The employee should declare if they wish to continue paying 

into the pension scheme. 

The Trust Payroll & Pensions Officer will inform the 

Manager of the Flexible retirement and the employee 

will receive a letter from their Line Manager confirming 

their start date, new hours or grade, salary and 

holidays.  If appropriate the employee will be issued 

with a revised job description, and Payroll will be made 

aware if the employee is going to continue paying 

pension contributions.   


