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The purpose of this
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e Attractand fetdin t

e Maintain business continuity and ope ‘ L

* Provide a fair and transparent procéssfofe ‘ 'dering flexible working requests
e Comply with UK employment legislatioh.

e Promote a positive and inclusive workplace culture




Scope and Application

This policy applies to:
e All staff members employed by Youth Start, including full-time and part-time employees
e Fixed-term contract workers and those on probation (after a qualifyin

e Self-emplo consultants .
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e Volunteerso they are also employed staff.k'lem

e Staff members plet}ed;?({'\qieeks of continuous e ployment

Legal Framework

Youth Start operates in comn
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e Employment Rights tatutory right to
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e Flexible Worki u_’i"' working requests

e Equality Act 2‘

e Working Time R um working hours and rest periods
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e ACAS guidance:
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Staff members may request to va jéct to business needs. This
may involve: \
e Starting and finishing at different ti g
e Working compressed hours (for exar “ e, ng longer days but fewer days per week)

e Flexible start and finish times within agreed*parameters



Remote Working

Staff members may request to work from home or another location, subject to the nature of the
role and business needs. This may involve:

° rtain days per week
° tion working
Job Sharing J j ;,.'.
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between them.
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e Flexible leave arrangemé
° G‘r@dual re_tirement

r“"’\v S A'-‘ _ b

Eligibilit
iy

of employment, subject to satisfae I . e _—

Fixed-term contract workers are eligible uf iest ble working if they have completed 26




The Flexible Working Request Process
Stage 1: Making a Request

How to Request Flexible Working:

A staff memb
manager or to

est flexible working should submit a writte
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Representation:

The staff member may be accompanied by a friend, family member, or trade union representative
at the meeting.

Factors Considered:

When conside ing request, Youth Start will take into ac

e The naturé role
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Consultation:

Youth Start may cons 5' \ 1 [ea agers, or clients to understand the impact
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Stage 3: Decision

Decision:

Following consideration of the req st, ade m. the flexible working
request.-,v
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Trial Period:

Where appropriate, Youth Start may offer "{, 1 .\" od of up to three months to test the flexible

working arrangement. During the trial periods: - n
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e The staff member will work the proposed flexible arrangement
e Youth Start will monitor the impact on the team and the organisation



e The arrangement will be reviewed at the end of the trial period
e Adecision will be made on whether to continue the arrangement on a permanent basis

Rejection:
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Appeal Review:

e The appeal will be reviewed by a senior manager who was not involved in the original
decision

e The reviewer will consider all the evidence and the grounds for appeal
e There
e Therevit inal decision on the appeal
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Regular Review

e Formal review meetings will :
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nd agreed in writing. Where possible, notice
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Performance and Conduct

Staff members working flexible arrangements are expected to maintain the same standards of
performance and conduct as other staff members. Performance will be monitored and reviewed in
the same way as for staff members working standard arrangements.

s arise, these will be addressed through d performance

dures.
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management o

Terms and Cond

Pay and Benefits

Unless otherwise agreed, f AT s will not resul ina reduction in pay or
benefits. Staff members wor - Jay and benefits.
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Pension gz
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Staff members’ pensior “1‘, t ’ S ; ' sed on their actual
earnings and hours of p‘-'} NC A=

Annual Leave

a basis for staff members working reduced
Annual Leave Policy.

Annual leave entitleme
hours. Annual leave wil b

Sick Leave
Sick leave will be managed in acc _ dan efice Policy. Staff members
workingflexible arrangements havethe sa € as other staff members.
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Responsibilities
Staff Members

Staff members are responsible for:

e Subm g requests in writing with sufficient detai
e Attending EUSS requests

e Complying

exible working arrangement

e Maintaining | conduct standa’rds

e Communicati cwcumstancés .
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e Participatingin r

e Raising concerns G
Managers

Managers are responsibl

e Providing clear
e Implementing ap oF
e Monitoring the i
e Conducting regularie
e Supporting staff mem ers

Senior Management
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Equipment and Support:
Youth Start will provide:

e Necessary equipment (laptop, phone, etc.) to enable remote working

e Acce

0 ems and information needed to perform the role

e Technit publeshooting

e Guidancaé ety when working remotely

Health and Safet
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e Takingregular brea
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Communication:
Staff members worklng r

e Maintain regular comm nicat
e Be available during agreed wo
° j;tend meetlngs and events as req
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e Use secureco ¥ ec
e Protect conf ?
e Reportany sec "

Impact on Mentorship Arrangement et
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For staff members involved in mentorship‘a exible working arrangements must not
compromise the quality or consistency of mentorship provided to candidates.



Mentorship Continuity:

e Mentorship arrangements will be scheduled to accommodate flexible working
arrangements

e Alternative mentors may be arranged if necessary
ed of any changes to their mentor’s avail

.
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can deliver high-qu

port to ensure they

Flexible Working an®

Youth Start is committed to exibl i ts do not resultin
discrimination or disadvants X

Equal Treatment:

e Staff members

e Flexible workingwill.n® ; iscrimination or unfair treatment

e Staff members work | ess to opportunities, training, and
promotion (T4

Reasonable Adjustm
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This policy sets o
rights under the En
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Further Information: ¢

For further information about statutory right&so-fLe working, staff members can contact:
e ACAS (Advisory, Conciliation and Ark on S 2rvice): www.acas.org.uk
e Citizens Advice Bureau: www.citizeR
e Equality and Human Rights Commission: www.equalityhumanrights.com




Monitoring and Review

This Flexible Working Policy is reviewed annually to ensure that it remains current and effective.
The review considers:

e Changes to UK employment legislation

operations or business needs
e Feedba bers and managers

Youth Start will monitd
e The number of fle
e The outcomes of re
e The types of flexible

e Theimpact of arrang

' icy, or if you wish to request flexible
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Health & Safety Policy
e Data Security Policy
e Equal Opportunities Policy
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