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Toolbox Talk Template: 

Title:
Handling Flexible Working Requests

Introduction:
Presenter Name and Role:
[Insert your name and job title here]

Purpose of Today’s Toolbox Talk:
In today’s 10 minute session, we’ll cover:
1. What flexible working is and the different types available
2. The legal rights and process for requesting flexible working
3. How to manage requests fairly and avoid discrimination

Key Content:
1. What is Flexible Working?
Flexible working refers to any adjustment to working hours, patterns, or location that helps employees manage their work-life balance. Examples include:
· Part-time working
· Flexi-time (flexible start/finish)
· Compressed hours
· Job sharing
· Hybrid/remote working
Common reasons for requests include childcare needs, caring responsibilities, or health conditions such as anxiety.
2. Legal Rights and Eligibility
Under the Employment Relations (Flexible Working) Act 2023, and the Employment Rights Act 1996:
· From April 2024, all employees in the UK can request flexible working from day one
· Employees can make two requests per calendar year
· Requests must be in writing, stating the change sought, proposed start date, potential impact on the business, and how this can be managed
3. Employer Responsibilities
· Requests must be considered fairly and responded to within two months
· Employers can accept, amend, or decline a request, but must provide one of the valid business reasons listed in the Employment Rights Act 1996 (s.80G), such as:
· Cost implications
· Impact on service or productivity
· Lack of available work
· Inability to reassign work
· The employee has the right to be accompanied at meetings
· Decisions must be fair, consistent, and non-discriminatory
· A refusal without proper consideration could result in claims of unfair treatment, constructive dismissal, or discrimination (particularly around maternity or disability)
4. Managing Requests Fairly
· Discuss openly with the employee
· Consider a trial period before making a final decision
· Avoid discriminatory assumptions—particularly for parents, carers, or disabled workers (Equality Act 2010)
· If denying the request, explore alternative solutions (e.g. adjusted shifts, phased implementation)
· Having a clear policy and appeals process is strongly recommended
5. Benefits of Flexible Working
Taking flexible working seriously can bring significant business benefits:
· Increased productivity and morale
· Higher retention rates
· Better work-life balance
· Reduced absence
· Stronger employer reputation
· Operational efficiencies (e.g. time, cost, energy savings)

3 Key Takeaways
1. All employees can request flexible working from day one of employment
2. Employers must assess requests fairly, legally, and transparently
3. Flexibility can benefit both employee wellbeing and business performance

Closing Summary
Flexible working is now a day-one right for employees, and employers have a responsibility to respond fairly and promptly. By being open, objective, and proactive in handling requests, businesses can create a more inclusive and productive workplace.

Learning Confirmation:
1. Have you ever managed a flexible working request?
2. Why must flexible working requests be taken seriously?
3. How can we ensure fair and consistent handling of requests?
4. What types of flexible working would suit our workplace?
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