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NORTH LINCOLNSHIRE COUNCIL 
 
 
 
 

FLEXIBLE WORKING POLICY 
 
 
 
 
 
 
 
 
 

2. BACKGROUND INFORMATION 
 
2.1 The policy describes the steps to be taken where employees wish to 
 apply for flexible working for a variety of reasons. This will always be 
 compatible with, and beneficial to, service efficiency and also support 
 employees in achieving work life balance.  
 
2.2 The council’s existing Flexible Working policy (B.3.6) was implemented 

in April 2011 and contains terminology which has become outdated, 
e.g. it refers to the statutory right to request flexible working only being 
available to employees with certain parental/caring responsibilities. 

 
2.3 Currently, Job Share (A.6) and the Career Break Scheme (B.3.7) are 

stand-alone policies within the HR Manual but could be examples of 
flexible working arrangements.  

 
2.4 Unlike the Flexible Working policy, the Job Share and Career Break 

schemes do not currently give employees the opportunity to appeal 
against a decision if their request is declined. This contravenes ACAS 
best practice guidance on handling requests for a flexible working 
arrangement.  

 
2.5 The Job Share and Career Break schemes will now be included as 

Good Action Guides within the Flexible Working policy, to ensure that 
any requests follow the same consideration process and the 
opportunity for an employee to appeal is given where requests are 
declined. 

 
2.6 An effective flexible working policy is good for employees and the 

employer. Employees will be better able to manage their work/life 

BUSINESS TRANSFORMATION AND FINANCE CABINET MEMBER 

 
1. OBJECT AND KEY POINTS IN THIS REPORT 
 

1.1 To outline and seek approval for the council’s updated Flexible 
Working policy. 



balance whilst employers can ensure that the right personnel are at 
work when they are needed. 

 
 

3. OPTIONS FOR CONSIDERATION 
 

3.1  To approve the revised Flexible Working policy. 
 
3.2 To reject the proposed changes to the policy. 
 
3.3 To recommend amendments to the policy.  

 
 

4. ANALYSIS OF OPTIONS 
 
4.1 Approval of the revised policy will ensure that the council’s HR policies 

remain compliant and consistent with current statutory provisions, 
streamline flexible working requests and provide employees with 
recourse to an appeals procedure where requests for job sharing or a 
career break are declined. 

 
4.2 Rejection of the proposed changes will result in the Flexible Working 

policy continuing to contain some out of date terminology. If Job Share 
and Career Break continue to exist as separate policies within the HR 
Manual, employees may not be aware of them as possible options for 
flexible working, which may result in these options being less 
accessible. The opportunity to appeal if requests for job sharing or a 
career break are declined would continue to not be available to 
employees which would contravene ACAS best practice guidance and 
result in disparity with how requests for other flexible working 
arrangements are dealt with. 

 
4.3 Recommendation for further amendments to be made may result in the 

council being non-compliant with statute, contravening ACAS best 
practice guidance or reducing the accessibility of certain flexible 
working arrangements to employees. 

 
 

5. RESOURCE IMPLICATIONS (FINANCIAL, STAFFING, PROPERTY, IT) 
 

5.1 There are no resource implications. 
 

 
6.  OUTCOMES OF INTEGRATED IMPACT ASSESSMENT (IF APPLICABLE) 
  

6.1 An integrated impact assessment has considered the diversity 
implications of this scheme (see attached).  

 
 



7. OUTCOMES OF CONSULTATION AND CONFLICTS OF INTEREST 
DECLARED 

 
7.1 The revised policy has been taken through the normal consultation 

process and the trade unions have given their agreement for the 
proposed changes. 

 
 

8. RECOMMENDATIONS 
 

8.1 That the revised policy be approved and implemented. 
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                  Career Break – Pre-break discussion form  
                                  Appendix 1 - B.3.6a 
      

Date of 
discussion:  

Career break 
start date:  

 

MANAGER CHECKLIST   
Agree a level of contact with the employee and a preferred method of communication.   

Explain to the employee that they will automatically be advised of matters relating to pay 
and benefits, office relocation, potential redundancy issues, promotional opportunities, 
temporary/casual work in the team or any other significant matter which may affect them. 

 

Establish whether the employee wishes to attend work during their career break period 
through the use of ‘Keeping in Touch’ (KIT). If so, at what stage and for what purpose.  

Ensure that current and future training needs have been discussed and career 
aspirations are understood.   

Remind the employee of the availability of the confidential Welfare and Counselling 
Service.  

Allow the employee to voice any concerns they may have.  

Home 
address: 

 
 
 

 
Email 
address:  

Contact 
phone no:  

 
Agreed actions/level of contact: 
 
 
 
 
 
 
 
 
 
Additional comments: 
 
 
 
 
 
 
 
 
 
 

Signed:             Print name:    
(Employee) 
 

Signed:               Print name:    
(Manager) 
 

This form should be sent to the HR Advisory Service via TOPdesk.  
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                     Career Break – KIT days form  
                                    Appendix 2 – B.3.6a 

                                                              
This form should be used to record any hours worked during your career break.  Should 
you require any assistance in completing the form please contact your line manager or the 
HR Advisory Service. 
 

 
SURNAME_____________________________FORENAMES______________________ 
 
 
SECTION__________________________________PAYROLL NUMBER_______________ 
 
 

  

Details of work/ training undertaken: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Continue on another piece of paper if necessary.  
 
 

Employee signature:______________________________________Date___________________ 

 

Manager’s comments: 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

Manager signature:_______________________________________Date___________________ 

 

Please complete the form and return it via TOPdesk to the HR Advisory Service who 

will make the necessary pay arrangements. 

Inclusive dates worked Number of hours 
From To     
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                             Career Break – Return to Work Form 
Appendix 3 – B.3.6a 

This form must be returned to your manager at least two months before the date you 

intend to return.   

 
EMPLOYEE 
 
Name: 

Section: 

Name of line manager: 

 

I have been on a career break from North Lincolnshire Council from: 

Date:          and would like to return on                                     Date: 

 

Employee  
signature: 

 Date: 

 

NOTES FOR EMPLOYEES RETURNING TO WORK AFTER A CAREER BREAK 

 Your manager will arrange to meet with you to confirm the arrangements for your 

return to work. 

 When you return to work you will be entitled to annual leave pro rata to the number 

of months and days still to be worked in that leave year. 

 (Members of the LGPS only) If you wish to cover the period of pension ‘lost’ by 

taking out a Shared Cost Additional Pension Contribution (SCAPC) contract, you 

must make an election to buy the ‘lost’ pension within 30 days of returning to work.  

Further information is available at www.lgps2014.org. 
 

MANAGER 

Form received: Date: 

Meeting arranged for: Date: 

 

Manager’s signature:  

Once completed, please return this form to the HR Advisory Service via TOPdesk. 

http://www.lgps2014.org/
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Career Break  
Good Action Guide B.3.6a 

 
1.0   Introduction 
 

1.1 A career break is an arrangement by which employees can take a period of 

extended unpaid leave, with the opportunity of returning to work for the council on 

an agreed date. 

 

1.2 This Good Action Guide should be read in conjunction with the council’s Flexible 

Working policy B.3.6. 

 

2.0   Terms of the career break 
 

2.1 The career break shall be without pay. Employees will need to give consideration to 

the implications this will have on any salary sacrifice schemes, and statutory or 

contractual benefits. See section 4.0 for specific information regarding pension 

contributions.  

 

2.2 Subject to agreement, the career break may last between four weeks and two 

years. 

 

2.3 The period of the career break will not count as continuous service for the 

calculation of annual leave and other service-related contractual benefits.  

 

2.4 An employee must not take up paid work with the council, or another employer, 

whilst on a career break without prior permission from the council. Whilst 

recognising that there may be an economic need for an individual to take up part-

time or casual work, career breaks are not intended to enable employees to look for 

alternative work or work experience. Any request to undertake paid work must be in 

writing, giving full details and reasons for the request. Such requests will be 

considered sympathetically. 

 

2.5 Failure to notify the council in accordance with 2.4 will result in notice being given of 

the termination of the career break and disciplinary action being taken. 
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Career Break  
Good Action Guide B.3.6a 

 
2.6 Every effort will be made to ensure an employee can return to the same post, under 

the same contract of employment, as they occupied prior to the career break. If that 

post is no longer available or it is not reasonably practicable for the employee to 

return to that post, a suitable alternative post may be offered.  

 

2.7  Where the employee requests to return to work on a lower-graded post with less 

responsibility, this will be considered. 

 

2.8  If the career break commences immediately after a period of maternity or adoption 

leave and the employee has received contractual half pay, they will be required to 

repay the amount received. If an employee wishes to return to work following 

maternity or adoption leave and have a career break at a later date, favourable 

consideration will be given to this request. The employee should return to work for a 

period of at least three months as a qualifying condition, if they have received the 

12 weeks’ contractual half pay under the council’s maternity or adoption scheme. 

 

3.0   Procedure 
 

3.1 Employees who wish to request a career break should apply as far in advance as 

possible but at least 2 months before the date they would like the career break to 

begin. Consideration will still be given to requests where employees cannot meet 

this requirement for reasons outside of their control. 

 

3.2 Applications should be made in writing using the Flexible Working Request Form 

B.3.6 Appendix 1. 

 

3.3 Before the career break commences a discussion should take place between the 

employee and the manager to agree the preferred level, frequency and method of 

contact that will take place during the career break. The Pre-Career Break 

Discussion Form form at Appendix 1 should be used for this purpose. As part of the 

discussion, the employee should be given the opportunity to discuss any training 

received to date and any future needs. Where relevant, opportunities for the 
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Career Break  
Good Action Guide B.3.6a 

 
employee to attend work for personal development and training during the period of 

the career break (‘Keeping in Touch’) should be identified and discussed.  

 

3.4 Once approved, the HR Advisory Service will write to the employee confirming the 

start and end dates of the career break and issue a copy of this Good Action Guide. 

 

4.0   Pension and financial implications 
 

4.1 Prior to agreeing a career break, the implications for the payment of pension 

contributions and pension scheme membership should be considered. Further 

information and guidance can be sought from the East Riding Pension Fund in the 

case of Local Government Pension Scheme (LGPS) members. 

 

4.2 An employee who is a LGPS member can elect to cover the period of pension 

membership ‘lost’ by taking out a Shared Cost Additional Pension Contribution 

(SCAPC) contract. 

 

4.3 Where a SCAPC contract is taken out to cover the pension membership ‘lost’ during 

a period of unpaid leave, the cost is shared one third to the employee and two thirds 

to the employer, provided that the employee makes an election to buy the ‘lost’ 

pension within 30 days of returning to work. 

 

4.4 It is not currently possible for employees who are members of the Teachers’ 

Pension Scheme to pay pension contributions for the period of a career break. 

Further information can be found at www.teacherspensions.co.uk.  

 

4.5 Members of the NHS Pension Scheme can find information regarding the pension 

implications of a career break at www.nhsbsa.nhs.uk/Pensions.  

 

4.6 Any other financial implications should also be considered before a career break is 

agreed e.g. if a salary sacrifice scheme is in place. 

 

 

http://www.teacherspensions.co.uk/
http://www.nhsbsa.nhs.uk/Pensions
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Career Break  
Good Action Guide B.3.6a 

 
5.0   During the career break 
 

5.1 The manager is responsible for ensuring contact is maintained throughout the 

career break. In addition to any contact requirements discussed prior to the career 

break, as a minimum, employees should be kept informed of the following: 

 

 Any matters relating to pay or benefits; 

 office relocation; 

 potential redundancy issues; 

 promotional opportunities; 

 opportunities for temporary or casual work within the team; 

 any other significant matter which might be relevant to them or affect their return 

to work. 

 

5.2 If there are any issues which affect the post which the employee occupied prior to 

the career break, such as a service review, the employee will be informed and 

consulted as though they were attending work normally, and if appropriate the 

Redundancy and/or Redeployment policy will apply. 

 

5.3 Attendance at work for any meetings and training for Keeping in Touch (KIT) 

reasons, as identified at 3.3, will be paid at the hourly rate of the spinal column point 

which was relevant to the employee at the point the career break commenced. 

Appendix 2 should be completed for this purpose. 

 

5.4 The council’s grievance, disciplinary and other relevant employment policies will 

apply throughout the career break. 

 

5.5 The council may terminate a career break at any time provided it has good reason 

for doing so and subject to giving two months’ notice. 

 

5.6 If an employee wishes to terminate their employment with the council whilst on a 

career break, the notice period stated in their contract will apply. 
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Career Break  
Good Action Guide B.3.6a 

 
6.0   Return to work 
 

6.1 Employees wishing to return to work should provide notification by completing and 

returning Appendix 3 to their manager at least two months before their intended 

return. The return date will be confirmed in writing and arrangements made for their 

return. 

 

6.2 The manager should arrange a return to work meeting to update the employee on 

any changes that have taken place and, if required, arrange re-induction, retraining 

or a visit to the workplace before the return date. 

 

6.3 In the annual leave year the employee returns to work, their leave entitlement will 

be pro-rata for the months and days that are still to be worked. The employee must 

return to work before any annual leave can be taken. 
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 Flexible Working Request Form 
   Appendix 1 – B.3.6 

When completing this form please refer to the Flexible Working policy B.3.6. Should you 
require any further assistance in completing this form please consult your manager, the 
HR Advisory Service or your trade union representative. 

Section A (To be completed by the employee) 

Name:  
 
 

Payroll number:  

Job title:  

Service:  

Location:  

Manager:  

 
Current working pattern/working arrangements: (If you work a rota, please attach a copy) 
 

 

 

 

 Statutory request for flexible working: (Provide full details of the change(s) to your working pattern or 
practice you are requesting. You must include a proposed start date, and duration if applicable. You must 
also include details of any effects your request will have on service delivery and how these might be 
accommodated.) 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
Please sign, date and attach any additional sheets as required. 
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 Flexible Working Request Form 
   Appendix 1 – B.3.6 

Section A (continued) 
 
Have you previously made a flexible working request?                               Yes   No  
 
If yes, please state the 
date(s) of any previous 
request(s): 

 

  
 
Employee signature: 

 

 
Date passed to manager: 

 

 
 
Section B (To be completed by the manager) 
 
Date of meeting with 
employee:  

                                                     Note: This must be within 28 days of receipt of the request 

 
Outcome of the meeting and response to the request giving clear reasons for the 
decision: 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please sign, date and attach any additional sheets as required, before completing option 1 or 2 overleaf.  
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 Flexible Working Request Form 
   Appendix 1 – B.3.6 

Section B (continued) 
 
Option 1 - Agreement is given to the original request, or a mutually acceptable 
compromise is reached: 
 
Start date of flexible 
working: 

 
 

End date where a 
temporary arrangement is 
agreed: 

 

                                                   The end date must be stated if the request is for a career break. 
 

 
Employee signature: 
 

 

 
 
 
I have discussed and understand any implications the new arrangements 
may have on my pay (including salary sacrifice schemes where 
applicable), and my statutory or contractual benefits. 

 
Manager signature: 

 

 

All original documentation should now be submitted to the HR Advisory Service 
via TOPdesk. 

 
Option 2 - The original request cannot be accommodated, or a compromise cannot 
be reached. One or more of the reasons which applies must be indicated below: 
 
 Burden of additional costs to the council   
 
Inability to reorganise work within available staffing resources   
 
Inability to recruit additional staff to cover the work   
 
Detrimental effect on the quality of the service or team performance   
 
Detrimental effect on responding to customer demands  
 
Insufficient work being available during the proposed periods of work  
 
Planned structural change to the team/service  
 

 
 
 

  
Manager signature:  

Date returned to employee:  
 

Employee signature (if the 
employee accepts the 
manager’s decision): 
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 Flexible Working Request Form 
   Appendix 1 – B.3.6 

Section C (To be completed by the employee) 
 
If appealing against the decision of your manager please complete this section and return 
the completed form including sections A and B to your Director. 
Note: This must be within 14 days of you receiving notification of the decision 
 
 
 

 
 

Date of written appeal:  

 
Reason for appeal: 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please sign, date and attach any additional sheets as required.  

 
Employee signature:  

Date passed to Director:  
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 Flexible Working Request Form 
   Appendix 1 – B.3.6 

Section D (To be completed by Director) 
 
Date of appeal hearing:  

 
Outcome of appeal hearing: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please sign, date and attach any additional sheets as required 

 
Director 
Signature: 

 

 
If the appeal hearing results in a flexible working arrangement being agreed: 

Start date of flexible 
working: 

 

 

End date where a 
temporary arrangement is 
agreed: 

 

                                                   The end date must be stated if the request is for a career break. 

 
 
Employee signature: 
 

 

 
 
 
I have discussed and understand any implications the new arrangements 
may have on my pay (including salary sacrifice schemes where 
applicable), and my statutory or contractual benefits. 

 
Manager signature: 

 

All original documentation should now be passed to the HR Advisory Service 
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 Flexible Working Request Form 
   Appendix 1 – B.3.6 

Section E (To be completed by HR Advisory Service) 
 

Date received:  

 
 
If applicable 
 

 

HR database 
updated by: 

 Date:  

 
Payroll notified by:  Date:  

   
Variation to contract 
letter/SOMT sent:  

 Date:  

  
                                        Note: This must be within 28 days of the request being approved. 
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Flexible Working   
B.3.6 

1.0 Introduction 
 

1.1  The council recognises that employees should have a balance between their 

working life and other commitments, which may include caring responsibilities, 

further learning or leisure interests. 

 

1.2 This policy describes the process for employees to submit a flexible working 

request in order to achieve a greater balance between these commitments, whilst 

maintaining a high standard of service delivery. 

 

1.3  Flexible working includes a wide range of working patterns or practices. This policy 

provides for eligible employees to request any change to their normal working 

arrangements. Requests for flexible working may include, but are not exclusive to: 

 

 A reduction in the number of hours an employee works; 

 a change to the times an employee works; 

 a compressed working hours arrangement; 

 part-year working (including term-time only); 

 homeworking/agile working (see A.11 and A.11a for further information); 

 career break (see B.3.6a for further guidance); 

 a job share arrangement (see B.3.6b for further guidance). 

 

1.4 Whilst there is no automatic right to flexible working, the council is committed to 

agreeing flexible working arrangements, or finding a mutually acceptable 

compromise, in order to meet the needs of both the council and the employee.  

 

1.5 This policy applies to all employees of the council other than those appointed 

directly by schools with delegated powers, subject to the criteria in 2.2 below. 
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Flexible Working   
B.3.6 

2.0 Legislative Framework 
 

2.1 The Employment Rights Act 1996, amended by the Children and Families Act 2014 

and Flexible Working Regulations 2014, provides employees with a statutory right 

to apply for flexible working, subject to meeting the following criteria: 

 

 Having worked continuously for the council for 26 weeks at the date of 

application; 

 Having not made another application to work flexibly during the previous 12 

months at the date of application. 

 

3.0  Procedure 
 
3.1 An employee can make one application in any 12 month period. The application 

must be made in writing to their immediate manager. This can be done by 

completing section A of the application form in Appendix 1. 

 

3.2 Employees have a duty to give careful consideration to the effect that their request 

will have on service delivery and how it might be accommodated. This must be 

included in the application. 

 

3.3 An agreed request will normally result in a permanent change to an employee’s 

contractual terms and conditions. However, if it is mutually acceptable a temporary 

change may be agreed (if a career break has been requested, for example). 

 
Note: Employees wishing to vary their hours or times of work on a short-term basis may wish to refer to the 

council’s Flexitime scheme at B.3a of the HR Manual. 

 

3.4 The manager will arrange to meet with the employee within 28 days of receiving the 

application to discuss the request in depth and how it might be accommodated. 

Alternative arrangements may be explored if there is difficulty in agreeing to the 

original request. The employee may bring a trade union representative or fellow 

worker of the council to the meeting. 
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Flexible Working   
B.3.6 

3.5  The manager should draw attention to any implications the flexible working request 

may have on pay (including salary sacrifice schemes), pensions and statutory or 

contractual benefits, including annual leave entitlement. 

 

3.6  The manager will respond to the employee, within 14 days of the meeting, by 

completing section B of the original request form. The response will: 

a) Agree to the request, setting out any action on which the agreement is 

dependent and establishing a reasonable start date, taking into account the 

needs of the service. This must not be more than three months from the date of 

the meeting or; 

b) confirm any compromise offered in the meeting, to which the employee must 

respond within 14 days, accepting or declining the proposal or; 

c) reject the request and fully demonstrate the adverse implications on service 

delivery. The reason must be one or more of the following: 

 

 Burden of additional costs to the council; 

 inability to reorganise work within available staffing resources; 

 inability to recruit additional staff to cover the work; 

 detrimental effect on the quality of the service or performance of the 

team; 

 detrimental effect on responding to customer demands; 

 insufficient work being available during the periods the employee 

proposes to work; 

 planned structural change to the team/service. 

 

3.7 If the original request, or the compromise, is agreed and adopted all original 

documentation relating to the request must be signed by the employee and the 

manager. The documentation should be passed to the HR Advisory Service who 

will confirm the new arrangements in writing and notify the payroll section of any 

changes which will affect the employee’s salary. 
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Flexible Working   
B.3.6 

3.8 If the request is declined, and the employee agrees with the decision, all original 

documentation should be signed by the employee and the manager and passed to 

the HR Advisory Service to be retained on the employee’s personal file. 

 

4.0  Right of Appeal 
 

4.1 If the request is declined, and the employee wishes to challenge the decision, they 

have the right of appeal. The appeal must be made within 14 days of receiving 

notification of the decision. 

 

4.2 The appeals process is designed to be in keeping with the overall aim of the right of 

request for flexible working, encouraging both parties to reach a satisfactory 

outcome in the workplace. 

 

4.3 The employee should complete section C of their original request form, clearly 

stating the reasons for appeal. The completed form, also including sections A and 

B, should be passed to the relevant Director. 

 

4.4 The Director will hear the appeal at which the employee and the manager must give 

their reasons as to why they feel the flexible working will or will not work. The 

employee may bring a trade union representative or fellow worker of the council to 

the appeal hearing. 

 

4.5 The Director will notify the employee of his/her decision in writing by completing 

section D of the original request form. The Director’s decision is final. 


