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10 Tips for Successful Flexible Working
If you work flexibly, try the following tips to help you to make flexible working a success, as well as effectively manage your work life balance: 
[bookmark: _GoBack]1. Clearly communicate your working pattern to colleagues and customers.  Block the time out in your calendar and use an auto-signature or out-of-office message to communicate when you are available. 


2. If your working pattern includes hours outside of those often considered typical office hours, consider including a note to this effect in your auto-signature with a reminder that a reply is not expected until the recipient’s working times.    


3. If your flexible working arrangement includes an element of homeworking, it is important to establish effective boundaries to avoid work overspill into home life. Create a separate space for work if you can, and aim to have a defined start and finish time.  Ensure a break is taken during the working day and you don’t neglect your wellbeing.  


4. Should you be undertaking a work at a different schedule or from a different location to your colleagues, be proactive and talk to them about the best ways to keep in touch and stay connected. Let people know how best to contact you when you are not in the office.  Consider using shared calendars within the team.  


5. From time to time, build in a review with your manager about your working arrangements to ensure that they are still effective for both parties, and the full benefits of flexibility are being realised. 


6. Ensure that you have all of the relevant technology available to you in order for you to undertake your role effectively, particularly if the working pattern includes an element of homeworking.  Discuss this with the IT department where appropriate, and seek additional training if required. 


7. If you have non-working days, plan for how work should be dealt with in your absence, and in particular about what should happen in the event that a decision needs to be made or serious problem arises.  Communicate this internally, especially if you manage a team. 


8. Ensure that you are familiar with organisational policies on health and safety, data protection and IT usage to ensure that any remote or homeworking is compliant with relevant requirements.  


9. If part of your working pattern involves homeworking, make arrangements for participating remotely in meetings and ensure that you have all the necessary technology available in order to do so. 


10. Don’t feel guilty about your flexible working arrangement!  Working flexibly does not make you any less committed to your role. Being open about flexible working helps to change the culture and pave the way for others.  If you feel that you can, be a flexible working role model.


How to Make an Application for Flexible Working 
If you would like to work flexibly, here are some tips for making your application:
· Your application should set out clearly the working pattern that you are seeking, and the date from which you would like it to be effective.  Include a reference that this is intended to be a formal request under the Flexible Working Policy.  

· The application should be sent to your line manager – you may wish to consider having an informal conversation first to let them know you are intending to make an application.  


· You can state more than one flexible working pattern if your application – for example, if you would like to work compressed hours but would also considering working part time if that could not be agreed, include this information.  

· You don’t have to say why you are making the request – flexible working is available to any employee for any reason.  If you feel that it is relevant however, you may choose to do so – for example, if you would like to work flexibly because you have a disability it may be useful to explain how the flexible pattern can support you in managing your condition. 


· Consider proposing a trial period.  This can benefit both parties, especially if the proposed flexible working arrangement hasn’t been tried before.  The length of a trial period can be agreed between you and your manager – it just needs to be long enough to properly assess if the new arrangements will be effective.  Where a trial period is agreed, make sure to have regular dialogue with your manage during the period.  

· A flexible working application should include thorough consideration of the potential implications of the request and how any challenges can be overcome.  Provide as much information as possible to allay any potential concerns about the proposed arrangement.  Consider; how will you keep in touch with colleagues, ensure effective communication and ensure there is no impact upon others?  Where there are benefits to the University from the proposal (for example, reduced costs) also include these in the application.
image4.png




image5.png




image6.png




image7.png




image8.png




image9.png




image10.png




image11.png




image12.png




image13.png




image14.png




image15.png




image16.png




image17.png




image18.png




image19.png




image20.png




image1.png




image2.png




image3.png




image21.png
[
o

L 1
L)
G

to
H

£




image22.png
Silver Award




