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Application Form - Request for Flexible Working 
	Employee Name
	

	Position


	


Please complete the details below and submit them to your Line Manager for consideration. 

Tick the relevant box to indicate request and complete the details below:

	Job Share 
	
	Part Time 
	

	Change in working times 
	
	Date of any previous applications (if applicable):
	

	Give details of current work arrangements (e.g. days worked, times worked etc)


	Give details of proposed new working arrangements (e.g. total hours of work required and associated details – days/times etc.)

Date change to be effective from:



	Reason for Request

Please tick the box if this request if being made as a reasonable adjustment for a disability.  
Explain the effect (if any) changes will have on the organization:

Suggest how Open Awards might address the effect of these changes:


	I agree that this is a voluntary request and understand that approval of my request is subject to the requirements of the organisation.

Signature Of Applicant:                                                     Date:


	Managers decision and reasons for approval or rejection.




	Manager’s Signature:
	Date:



	Payroll Actioned by:

	Date:




	All information provided on this form will be held securely on our database and only used for the purposes provided. Full details on how we use and protect your data are available in our Employee Privacy Notice.

Open Awards tries to meet the highest standards when collecting and using personal information. Please let the Director of Finance and Resources know if you believe any data to be incorrect, unfair, misleading or inappropriate.
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