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In the modern workplace, flexibility is no longer a luxury but a necessity.

Recent amendments to the Employee Rights Act have introduced

significant changes regarding flexible working, requiring organisations to

adapt quickly to stay compliant and maintain a competitive edge.

Implementing these changes can be challenging, but with the right

approach and tools, it is possible to create a productive and compliant

flexible working environment.

This comprehensive checklist is designed to guide you through the

essential steps of navigating these amendments. By following this

checklist, you will ensure that your organisation not only meets the new

legal requirements but also fosters a supportive and efficient flexible

working culture.

Introduction
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Recent amendments to the Employee Rights Act have introduced several key

changes to flexible working regulations. These changes include giving employees the

right to request flexible working from day one of employment, requiring employers to

respond to requests within a shorter timeframe, and mandating employers to discuss

alternative arrangements if a request cannot be fully accommodated. Additionally,

there are stricter requirements for employers to provide clear, written reasons for any

refusal and to consider the impact of flexible working on all employees fairly.

Understanding these changes is crucial for ensuring compliance and fostering a

supportive work environment. 

Understand
the Changes
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Conduct a comprehensive review of your current flexible

working policies to ensure they align with the latest

amendments to the Employee Rights Act. Begin by

comparing your existing policies with the new regulations

to identify any discrepancies or gaps. Pay close attention to

aspects such as eligibility criteria, request procedures,

response times, and the handling of refusals. Identifying

these gaps will help you understand the changes needed to

comply with the new legal requirements and ensure your

policies are up-to-date and effective.

Assess Current
Policies



Engage a flexible working expert or consultant to review and

design your flexible working policies, providing tailored advice to

ensure their effectiveness and compliance with the latest

regulations. Flexible Working experts can offer valuable insights

and recommendations, helping you develop and implement

policies that align with best practices and meet legal

requirements.

Regularly consult with these professionals to stay updated on

best practices and emerging trends, enabling continuous

improvement and adaptation of your flexible working policies.

Seek Expert
Advice
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Consult with Leadership: Ensure top management understands

and supports the necessary changes, and what it means for them.

Communicate with Employees: Inform your workforce about the

upcoming changes and gather their input. Ensure everyone

understands their rights and responsibilities. 

Engage and
Educate Managers
and Employees
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Foster a Positive Flexible
Working Culture

Consider the Benefits

Recognise the advantages of flexible

working arrangements for both employees

and the organisation. Flexibility can

enhance morale, productivity, and work-life

balance.

Address Concerns

Tackle any apprehensions from managers

or employees about implementing flexible

working. Engage in open discussions and

provide necessary support

Communicate Effectively

Clearly convey any changes to policies and

procedures related to flexible working.

Ensure everyone understands the process

for requesting flexible working

arrangements.
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Consider implementing a workforce management system to streamline flexible working

arrangements:

Attendance Tracking: A workforce management system can accurately track

employee attendance, even in remote or flexible work setups.

Scheduling: Easily create and manage flexible work schedules to accommodate

employee preferences.

Compliance: Ensure compliance with the new regulations by automatically tracking

and documenting flexible working arrangements.

Visibility: Gain real-time visibility into employee availability and workload to make

informed decisions about flexible working requests.

Implement a Workforce
Management System
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You can tailor your workforce management system to align

with your updated flexible working policies, ensuring it

supports compliance with the new regulations. Configure

the system to reflect your organisation’s specific needs and

preferences, including setting up features for monitoring

and reporting to track compliance and productivity

effectively. This customisation will help your organisation

smoothly transition to the new flexible working

arrangements while maintaining efficiency and adherence

to legal requirements.

Customise the
System



Track Progress: Regularly review the performance of your workforce management system and flexible working policies.

Solicit Feedback: Collect feedback from employees and managers to identify areas for improvement.

Conduct Regular Audits: Periodically audit your flexible working practices to ensure they comply with the Employee Rights Act amendments.

Stay Informed: Keep abreast of any further changes to regulations and update your policies accordingly.

Monitor and Adapt
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Review your organisation's

current policies and procedures

related to Flexible Working.

Identify any gaps or areas that

need updating to comply with

the new regulations.

Provide training to managers

and employees about the

changes in the law and what it

means for them. Ensure

everyone understands their

rights and responsibilities.

Be open to discussions and

provide support where needed.

Ensure that everyone

understands the flexible

working arrangements.

Consider implementing a

workforce management system

to streamline flexible working

arrangements.

Configure the workforce

management system to align

with your updated flexible

working policies and provides

robust tracking and reporting of

compliance and productivity.

Regularly review the

performance of your workforce

management system and

flexible working policies and

conduct regular audits to

ensure compliance. 

Flexible Working Readiness Checklist

1. Understand the
Changes

Familiarise yourself with the

amendments to the Employee

Rights Act regarding Flexible

Working. Ensure you're aware of

the new provisions and how

they may impact your

organisation.

2. Assess Current
Policies

7. Engage
Stakeholders

4. Foster a Positive
work Culture

5. Implement a
Workforce
Management System

6. Customise the
System

3. Seek Expert
Advice

Engage a flexible working

expert to design / review your

implementation strategy and

provide tailored advice.

8. Monitor and
Adapt



Our flexible working and workforce management

experts are here to help you navigate the amendments

to the Employee Rights Act and implement a robust

workforce management system or manage your Flexible

Working policies. Reach out to us for a consultation

today.

Need Help?
Contact Us!
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(0)1827 309 800

info@crownwfm.com

LinkedIn
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