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Appendix 2: Flexible Working Request Form
This form should be completed by an employee who wishes to request flexible working, including flexible retirement. The form must be sent to the employee’s line manager in the first instance.
	Employee Name
	
	Employee ID
	

	Faculty / Directorate
	
	Job Title
	

	Date of Request
	
	Line Manager
	

	I confirm that this is a Statutory Request eligible under section 16 of the Flexible Working Policy.
	
Y/N
	Have you made more than 2 requests for flexible working within the last 12 months? (Please provide dates).
	



	Details of the change requested:
	


	Effective date of the change requested:
	

	End date for the change (if applicable):
	  


Flexible Retirement Only
Are you an LGPS, TPS or US member and wish to take some or all of your accrued pension benefits as part of a flexible retirement arrangement.         	Yes     	No
	For managers: If the employee is an LGPS member who wishes to take some or all of their accrued benefits as part of a flexible retirement arrangement, please contact your people manager before proceeding with a consultation meeting under the Flexible Working Policy.
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