Form - impact assessment: flexible working request

Form - impact assessment: flexible working request
 
This impact assessment form should be used by managers to assess the potential impact of proposed new working arrangements further to a flexible working request. Completing the form will assist in making a decision about an employee’s request and help ensure you comply with the law on flexible working requests.


Employee name:

Employee job title:

Date employment commenced:
Yes / No

Is the request a statutory flexible working request?


Managers – before completing this impact assessment, ensure you have read the latest version of the company’s flexible working policy and, where relevant, the company’s home and hybrid working policy and have a copy of the employee’s written application. 

When considering a flexible working request, always bear in mind the company’s obligations under the discrimination laws. (In particular, where the request relates to a disability, you have obligations to consider reasonable adjustments under Disability Discrimination Act 1995. Consider whether you need to obtain input from Occupational Health or from the employee’s GP or specialist doctor and whether an alternative form of impact assessment may be more appropriate.)

Section 1: Proposed working arrangements


Outline the changes requested and whether they are temporary or permanent:










Departmental/interdepartmental/company/other changes that might affect how the proposed arrangements would work (for example, recruitment freeze; proposed acquisition or restructure; new customer account)?








Section 2: Current working arrangements


Briefly describe the employee’s current job:






Employee’s current working days / times / hours and where they work:






Has the employee previously carried out this role on a similar flexible basis? Do other employees work flexibly in a similar way to that requested or have they done so previously?






Does anyone else work flexibly in the team and/or the department?







Are there any other outstanding flexible working requests from other employees that might affect the decision?












	Does the employee require supervision?   
	YES/NO

	Is the employee a manager or a supervisor?   
	YES/NO

	Does the employee work in a team?   
	YES/NO

	Does the employee deal with different sections/departments/teams?   
	YES/NO

	Are the employee’s skills and experience key to the company?   
	YES/NO

	Does the employee’s job have to be done at a particular time?   
	YES/NO

	Are particular times of day busier than others?
	YES/NO



Section 3: Impact assessment 

Complete only the sections that are relevant.

	Category
	Possible impact

	Possible ways to reduce the impact. Include your views on how workable they are

	Ability to do the job

	
Ability to carry out all of their job duties 




	
	

	
Volume of work available for the employee to do 




	
	

	
Ability to work to expected levels of performance




	
	

	
Ability of employee and team to meet deadlines and respond to changes in demand

	
	



	Category
	Possible impact

	Possible ways to reduce the impact. Include your views on how workable they are

	Team/colleagues

	
Output of the team



	
	

	
Team’s ability to cover the work of the employee


	



	

	
Working arrangements of colleagues
	





	

	
Work of other teams and departments



	
	

	
Covering planned and unexpected absences 

	
	

	Supervising the employee

	
Deciding workload and priorities



	
	

	
Monitoring performance





	
	

	Category
	Possible impact

	Possible ways to reduce the impact. Include your views on how workable they are

	Other

	
Relationship with external contacts, including customers


	





	

	
Management responsibilities
	






	

	
Cost implications, e.g. computer for homeworking, recruitment of job-share partner, overtime payments

	
	

	
Planned organisational changes

	









	

	
Health and safety of employee and/or others



	
	

	
Other issues






	
	


Action points

Make a note of any matters that you need to follow up. For example, it might be that you need to ask a colleague if they would be willing to start work earlier to provide cover, or discuss potential impact with a customer/client.

	Action point
	Outcome

	
















	




Possible alternative arrangements

Make a note of any alternatives to the employee’s request, including if a trial period or temporary change might be appropriate.

	






















Section 4: Managers complete this section after you have had a meeting with the employee to discuss their request

Write down any new issues raised or possible modifications

	


















Note down any action points and record the outcome when you have followed them up

	Action 
	Outcome

	











	















Record your decision and reasons


If a new arrangement is agreed: 

Describe new agreed arrangement ……………………………………………………

Start date of new working arrangement ………………………………………………..

If you agreed a trial period, when does it expire? …………………………………….

If you agreed a temporary arrangement, when does it expire? …………………….

If requested flexible working arrangement is refused:

Date of meeting with employee …………………………………………

Reason for refusal of employee’s request (select all that apply):

· the burden of additional costs
· detrimental effect on ability to meet customer demand
· inability to reorganise work amongst existing staff
· inability to recruit additional staff
· detrimental impact on quality
· detrimental impact on performance
· insufficiency of work during the periods the employee is proposing to work
· planned structural changes

  
Explanation of applicable reason(s):

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 
















































Signed .………………………………………. (Manager)

Dated ………………………………………… 

[Send a copy of the completed form to HR]

