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Almost everybody wants to work flexibly.  
75% of people in Scotland say they already do,  
or would like to – and over 90% of younger people. 

Working flexibly lets you find the right balance for you between 
what you do at work and what you have to do, or would like  
to do, outside work. Perhaps you:

 Are a parent, or care for an adult;

 Want more time for non-work activities –  
sport, or volunteering;

 Need to manage an ongoing health condition;

 Are studying, or taking on further training;

 Have to exercise a pet – or a horse;

 Or it may simply be your personal preference or working style

[‘CONTENTS’ BOX. Listed 
by topic number and 
heading/ page number]

1. Why work flexibly?
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 Time and money 

 We all need both. Flexible working 
enables you to get the combination 
that’s right for your life. Perhaps you 
can’t afford to reduce your income 
by reducing your paid working hours, 
but some forms of flexibility will help 
you use time more smartly and 
enable a better balance. 

 Health and wellbeing 

 Having more choice and control 
reduces stress and improves 
wellbeing.

 Having more time may mean you 
can eat better or take more exercise

 Having clearer boundaries  
between work and personal life 
reduces mental overload

   Family life

Flexible working can help you manage the  
different stages of family life:

 On return from maternity or paternity leave, 
when you are cross-eyed from lack of sleep,  
part-time hours can be a life-saver

 Pre-school and primary school, flexible working 
can help you manage drop-off and pick-up

 Teenage years, when they don’t want you  
there (except when they do), flexible working 
can help you be around more at home

 When grandchildren come along, changing 
your working hours can mean you have time  
to help with the new generation

 Caring for a disabled child, or for an adult,  
often means unpredictable demands, or  
more demanding care responsibilities. Flexible 
working can help you keep your job and 
income as well as being a carer.

 Environment

 Travelling to work less often,  
even if only because you  
are working from home from 
time to time, is a greener  
way to live. 
 

 Work performance  
and productivity 

People who work flexibly are:

 Loyal, and more likely to 
recommend their employer  
as a good place to work

 More engaged and happier  
at work

 Work more effectively and  
to a higher standard

Whatever your personal reason is, the benefits, to you and to your employer, of using flexible 
working to achieve a better balance are now well-known:

The benefits of flexible working
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There are many different kinds 
of flexible working, but put 
simply, it’s about where, when 
and how long you work. 

There is a fourth element:  How much.   
Watch out for this if you agree any form  
of reduced hours working with your  
employer. If your workload or objectives  
are not scaled down to match your new  
hours, it won’t be a success. Flexible  
working is not a solution to work overload!

2. What are the different 
kinds of flexible working?

5

For example:

  On your employer’s 
premises, all or 
most of the time

  Occasional, 
regular or 
permanent 
homeworking

  On a client’s 
premises

  Mobile: sometimes 
on your employer’s 
premises, and 
at other times at 
home, in a café, at 
a client’s premises, 
etc

For example:

  Varied start  
and finish times

  Core hours  
with flexibility 
around them

  Shift swapping 
and self-rostering

  Compressed 
working week

  Term time working 
or annualised 
hours

For example:

  Part-time

  Jobshare

  Where   When   How Long
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Your flexible working arrangement may 
be formal or informal. Or it could be a 
combination of the two – for example 
you work part time, but you also have 
some flexibility over start and finish  
times and have the opportunity to  
work from home when it’s appropriate 
to do so.

A formal arrangement will be 
contractual. You will have made a 
request under the Right to Request 
Flexible Working legislation, and your 
new hours and/or place of work will be 
enshrined in your contract. You might 
want this as a way of “insuring” your 
new arrangement, for example, against 
a change of manager. Your employer 
will almost certainly want it, if the new 
arrangement will change what  
you are paid.

An informal arrangement is just that. 
Your manager trusts you to decide  
when and where to work, and still 
deliver your objectives. So if you 
 need to stay at home for the 
plumber, or leave work early to 
watch a child’s football match,  
you can organise someone to 
cover your shift, or rearrange your 
diary, no questions asked.

When flexible working works best, 
your manager steps back from the 
detail of when and where you  
work, and focuses on what  
they need you to do,  
by when and to what  
standard. You have  
greater choice, control  
and autonomy over  
your working life. 

Formal versus informal flex
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Your legal rights are limited.  
You have no right to work flexibly  
or part-time. You do have the Right  
to Request Flexible Working R2R, as  
long as you are an employee and 
have worked for your employer  
for at least 26 weeks continuously. 

R2R permits you to ask your employer to vary 
your working hours from whatever your contract 
currently says. It is light touch, but although it’s 
a simple process, your rights are potentially 
complicated. For example, if you need to work 
flexibly for family reasons, you may also have 
rights under sex discrimination law; or if you are 
disabled, or caring for someone who is disabled, 
you may have additional rights under other 
discrimination legislation.

3. What are your rights?
7

https://www.acas.org.uk/checking-your-employment-rights
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Formal R2R requests

When you make a formal request to 
work flexibly using R2R:

 Your employer must deal with the 
request within three months, including 
any appeal

 There are eight permitted reasons 
your employer may refuse (these 
include things like additional costs,  
or inability to reorganise work 
amongst existing staff)

 You must have at least 26 weeks 
continuous service with the same 
employer

 You may make only one request  
in a year

If your employer agrees to the  
change you propose, the result is a 
permanent change to your contract  
of employment. 

A short guide like this cannot cover  
all aspects and cannot give you legal 
advice. However a good starting point, 
if you are considering making a request 
under R2R is to look at the ACAS website.  
Their guidance is clear and thorough.  
www.acas.org.uk/making-a-flexible-
working-request

Other sources of help  
and information:

 Maternity Action

 Your Union Rep if you are  
in a Union

 Equality and Human Rights 
Commission

 Carers Scotland

 Parenting Across Scotland

 Fathers Network Scotland

 Pregnant then Screwed

8

http://www.acas.org.uk/making-a-flexible-working-request
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Your wages provide (at least some of) 
the money you and your family need 
to live on. But you give up your time to 
work; and time is also a valuable and 
necessary currency. Having enough time 
means that you are less likely to be tired, 
less likely to be running from pillar to post, 
less likely to be stressed. Having enough 
time is important for the strength of your 
relationships with family and friends, for 
your physical and mental wellbeing, and 
for the quality of your decision-making 
and performance at work.

What combination of time and money 
do you need and/or is your ideal? 
Answering that question will help you 
work out what kind of flexible working 
will be best for you.

4. Working out what  
you want and need

If you want to reduce your  
working hours, and decide that  
you can afford to do so, one final  
point to consider is the possible  
impact on your longer term earnings 
and pension. It is illegal to discriminate 
against part-time workers, but part-time 
work nevertheless tends to result in a 
longer term pay and career penalty. 
One factor is that it can take longer to 
be promoted, because you are building 
up your experience more slowly. Another 
is that you may get “stuck” – not able to 
move to another job without losing your 
flexible working arrangement. See our 
tips on hunting for a flexible job.

Do you work to live, or live to work?

9
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 What are your priorities?

 Work

 Family

º  Children
º  Partner
º  Other family members

 “Me” time

 Housework

 Exercise/fitness

 Downtime 

 Leisure/friends

 Community or volunteering

 Time

 When do you need to be available 
outside work, eg for school pick-up?

 When and how often do you want 
to travel to or for work?

  How much do you  
need to earn?

 What are your outgoings each 
week or month?

 Are you trying to save for something 
longer term?

 Are you receiving any benefits? 
– they might be affected if you 
change your working hours. Check 
with Turn2Us at turn2us.org.uk.

 Work ambitions

 What do you want to achieve  
at work? 

º  Happy where you are

º  Hoping for promotion

º  Focused on career progression

 Family – sharing the load

 Childcare or other cared-for people

 Your partner, how you share 
responsibilities

  What does your  
job require?

For example:

 time needed to deliver all or parts 
of your current job

 opening hours

 patterns worked by key colleagues

 presence on your employer’s 
premises

 key deliverables

 busy times of year

 the expectations of key clients or 
relationships

 How many hours each day or 
week do you want to work for your 
health or wellbeing?

 Travel to work

 How much time do you spend each 
day or week travelling to work?

    Key questions

http://turn2us.org.uk
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5. What to do now?

If you want to make a  
change, you can try to do  
so in your existing job, or by 
looking for a new one.

In either situation, put yourself in the 
manager’s shoes and think through 
how to fit what the organisation or  
team needs with what you want.

 Check your employer’s flexible 
working policies – find out what’s 
currently on offer.

 Look into who else is already 
working flexibly and find out  
how that works – build up a 
positive case and some  
practical examples

 You know how to do your job 
better than anyone else – you 
are the expert. Think about:

º  Where? When? How long?

º  Impact on colleagues and 
team members

º  Impact on customers or 
clients

The informal option

 If your organisation is culturally 
supportive of flexible working, and 
if you do not need the certainty 
of a contractual change, it is likely 
that all you will need is a chat to 
your manager, to reassure them 
that you will still be able to deliver 
on time and to standard, and that 
there will be no impact on the rest 
of the team or people outside the 
organisation.

 Come prepared with ideas, 
suggestions and be willing to have 
some give and take in relation 
to possible counter proposals- 
some of which you may not have 
thought through 

 Think about what some of the 
potential barriers may be, and 
have answers prepared about 
how these could be overcome

 Suggest a trial if your suggestion  
is new to the team

A. Flexing your existing job
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Making a formal request

 If you do need certainty or permanency 
around a different pattern, you will need 
to think more carefully, and make a formal 
request for a permanent change in your 
contract of employment.  

 Think first about the impact of the change 
you want on your team, internal clients or 
colleagues, external customers, clients, 
service users?

º  Will someone else have to do part of  
your job?

º  Will someone else have to cover for  
you, or change the times they work?

 What solutions can you suggest to help your 
manager see what’s possible?

º  Can you delegate to more junior 
colleagues or to other teammates?

º  Are there things that can be done better 
by someone else, or somewhere else, or 
not done at all (risky!)

º  If you want to work fewer hours, would a 
jobshare work? There are various business 
arguments to support two heads being 
better than one. 

How to have the conversation

 Even if you aim to work flexibly informally, but 
always if you are making a formal request

º  Be familiar with what your employer  
says their process is, and keep the  
ACAS guidelines (acas.org.uk) in mind,  
in case the process drifts

º  Begin by having an informal 
conversation with your manager. If you 
have prepared well, you may find that 
they agree to what you want without 
having to go down the formal route.

º  Even if you do end up making a formal 
request under the legislation

 Draw on the preparation you have done

 Be prepared to compromise

 Be prepared to discuss with team  
members, and possibly change what  
you want as a result

 Be prepared to agree to a trial period

12
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B. New job

Do your research

 If a particular company interests you, check out what they 
publish on their website about flexible working

 Look out for jobs which are advertised flexibly – still only  
17% of jobs in Scotland are advertised flexibly.

º  Start by looking at the advert. What does it tell you?  
Nothing at all; a generic statement about flexibility;  
or specific guidance about what is possible for the role  
you are interested in?

º  Check out the organisation’s website. A good employer 
will be proud of the flex they offer and you should not find 
it hard to find information on their website. They may use 
other terms – like agile, agility, dynamic, family friendly, 
intelligent. All are helpful indicators that they are likely to be 
happy to talk about how your needs and theirs fit together.

 Use specialist flex jobs boards and recruitment agencies. 
You may find inspiration from: Timewise, Capability Jane, 
FlexibleWorks, 2to3days, etc

 If there is nothing in the advert or job description, don’t be 
afraid to call or email to check what flex is possible. Better 
to spend time making early enquiries, than waste it on an 
application for an inflexible job.

13
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When to raise your flex requirements?

 If the job is advertised as flexible in specific ways, you can anticipate that the 
interviewer will refer to this; but if not, double check the fit at interview

 If the job is advertised with a blanket statement, the interviewer may ask you 
what working pattern you are hoping for. But if not, you will have to decide 
if and how you want to open up the conversation. Discussing this at the end 
of an interview, and scoping out what flexibility the organisation offers (as a 
whole) and also what may be open for this particular role is a good place to 
start and shows that flexible working is something that is important to you. You 
could come prepared with examples of how you have made flexible working 
successful in the past.

 You may prefer to leave any discussion of working hours and patterns until 
after they have offered you the job but you will have to consider how this 
would land with the employer, not having had previous knowledge that 
flexibility was of interest to you.

 If there was no mention of flexible working in the job ad or job description,  
but you have applied in any case, the decision to ask about working hours  
at interview may be higher risk. It is always your choice. You will never know –  
if you do not get the job – whether asking about flex contributed to the No.

 Remember, if you accept a new job with no flexibility, unless the company 
policy is to permit requests to work flexibly from day one (in which case, they 
are likely to have discussed working patterns at interview) you will have to work 
full time for 26 weeks before you have the right to request a change. 

In the end, it has to be your 
decision when to talk about what 
you want from the role, if the 
employer doesn’t raise the issue 
themselves. You might rule yourself 
out of contention by doing so. 
But flexibility may be sufficiently 
important to you that you need 
to know whether it’s possible. And 
if you lose an opportunity, ask 
yourself whether you would have 
felt comfortable working for an 
employer that does not provide 
the kind of flexibility you need to 
perform at your best.

It’s your decision
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If you would like further information 
or support regarding flexible 
working in your role, we would love 
to hear from you. T: 0141 378 8330

For more information about our support 
for employers including our line manager 
training, employee engagement work or 
leadership sessions, please email us:  

hello@flexibilityworks.org

For further information, tips, contacts  
and access to other flex stories and 
resources, please visit: 

www.flexibilityworks.org

Next steps

15
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Flexibility Works is a social business 
with vast experience of working with 
employers in Scotland on developing 
flexible working. 

We offer training, coaching and employee 
engagement support, run B2B events to 
share best practice, conduct research 
about flexibility in Scotland and comment 
frequently in the media about the 
business benefits of flexible working. Our 
experienced team have worked in senior 
roles, setting up and running organisations.

As a social organisation, part of our mission 
is to support lower income workers to 
secure the flexibility they need to  
balance their work and home life. 

We are funded and supported  
by The Hunter Foundation and  
The Scottish Government. 

Contact us on: 

T: 0141 378 8330 

E: hello@flexibilityworks.org

W: www.flexibilityworks.org 

Flexibility Works is a Charity Registered in Scotland 
SC050179 and a Limited Company: SC648258

About us
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Written by Sarah Jackson
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