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Introduction

This guide is to be used together with the Flexible Working policy. All requests for flexible working arrangements
must be made using ESR to capture and monitor requests. This guidance details how requests for Flexible Working
should be managed using ESR.

For employees to submit a Flexible Working Request they will need Employee Self Service ESR access. Manually
typed username and password can be used to access Employee Self Service or a smartcard can be used should one
be linked to the user account (Trust devices only).

Managers can also enter Flexible Working Requests on behalf of an Employee, should there be any employees who
are uncomfortable with adding these details to ESR themselves, or for colleagues who have limited digital access.

Should managers need a smartcard, ESR Supervisor Access or changes to their ESR Supervisor hierarchy please
contact IM Service desk

Overview of Flexible Working Request process

General overarching workflow for Flexible Working Applications is as follows:
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Step-by-step guidance

Making a Flexible Working Request- All Colleagues

1.
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Log into ESR and when the ESR portal screen appears from the left hand menu select ‘My
Employment>Flexible Working'.
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On the Employee Flexible Working Requests screen you will see any pending Flexible Working Requests
which have already been submitted. You will also see a drop down box detailing your assignment(s) and the
supervisor linked to each. If you have multiple assignments, please ensure that the correct one has been
chosen and click on the Create New Request button to begin a new Flexible Working Request.

IMPORTANT: If the supervisor listed for you is not the correct, your manager will need to contact the
Employee Lifecycle Team (esradmin@merseycare.nhs.uk) to request that you are re-assigned to the
appropriate supervisor.

In the event your supervisor on ESR is not available to process the Flexible Working Request (e.g. long-
term absence), please contact their supervisor who will be able access and process the request on ESR
on their behalf.
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3. Once you have clicked on ‘Create New Request’ to start a new flexible working application you will see the
screen below and the fields which you will need to complete.

= A

Request a new flexible working arrangement

Personal Details.

Employee Name
Assignment Number
Supervisor Name

Q| A& * =

Home  Fovorites  Sewsings

Search

| Logged InAs287 o @

* Indicates required field
Flexible Warking Request
* DateofApplication  21.jun2024 [
* Typeof Request

* Dascribe your eurrant working pattern

* Requested Change
Requested Arrangements -
* Future Work Pattern

Relevant Supporting Information if youwauldlike to provide it

* lwould like this working pattern to commene from

Copyright () 1998, 2022, Orzcle and/or its affiiates. Al rights reserved.

Iwiould ke to apply towark a fiexible working pattern that s different to my cur pattern

Switch fo Mobile.

Below is a table detailing the available fields linked to Flexible Working Requests. This includes the type of
entry required, i.e. date, drop down list, or freetext. Bullet points in the table denote drop down list
options, and text in italics denotes input tips for that field.

FIELD TYPE INPUT
Date of Application* DATE
Type of Request* DROP DOWN LIST . Agile/Hybrid Worker
. Annualised Hours
. Condensed Working Hours
. Contractual Homeworker
. Flexible Retirement
. Flexitime
. Job Share
. Other Flexible Working
. Part Time
. Part Year Working
. Partial Retirement
. Retire and Return
. Seasonal Working
. Staggered Working Hours
. Step Down
. Team Self Rostering
. Wind Down
Describe your current working pattern* FREETEXT Describe the working pattern you would like to work
(days/hours/times worked)
Requested Change™ DROP DOWN LIST . Change working days/shifts
. Decrease hours — change to PT
. Decrease hours —remain PT
. Increase hours — change to FT
o Increase hours —remain PT
. Other
Requested Arrangements DROP DOWN LIST . Permanent
. Temporary
. Trial
. Informal
Future Work Pattern* FREETEXT
Relevant supporting Information if you would like FREETEXT Add any relevant supporting information to support you flexible
to provide it working request
| would like this working pattern to commence DATE
from

Any field with a green Asterix * is mandatory and must be completed.
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A ‘Sample Completed Flexible Working Application’ is available in Appendix 1 for reference if needed
4. Once all required fields have been completed click on the Submit button. The Flexible Working Request has

now been submitted!
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The supervisor who appears on the first Flexible Working screen will receive a notification informing them of your

request.

Your submitted request will also be visible to the requesting employee on their Flexible Working screen accessible
via Employee Self Service, as below. This includes an ‘Application Status’ field to keep track of request progress.

2 1
= E'IIE a | n * {07 | Logzed InAs287S (CI::)
Search Home Favorites  Settings. Logout  Portal
E’“,Cunﬁrmaﬂnn
Your application for a flexible working pattern h: itted, and a notif been sent to your supervisor.
Employee Flexible Working Requests [V Back: | Create pewrequest. |

Employee Summary

EmployeeName Joned I Emplovee Number 2693

Please select which assignment / supervisor this flexible working reguest is for.
* Assignment Number (Supervisor Name) (Connolly,

Applications for Flexible Working

Application
Status

Reauired Bv:

269553192 |27.0ct.2023 | Condensed Working Change working
Hours days/shifts
S

|
Permanent 27002003 | submitted

269553192 |19.0c2025 | Home Working | Temporary 119-0ct-2023 | Submitted |

Copyright () 1998, 2021, Oracle and/or s affiliates. All rights reserved.
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Making a Flexible Working Request- For managers

1. Loginto ESR and when the ESR portal screen appears select the Manager tab in the top blue bar. Then click
on ‘My Team Assignment Information>Flexible Working’.

’ &
Cymraeg/Englsh v  Accessibility

Manage Internet Access ()

Electronic Staff Record

Livespool University Hospitals NHS FT
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—
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e - erp0t Refresn ~pont -Bxpoet
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Manage Internet Access In the next 7 days 3 of your R | 1 Tam Career N —
[ Pov step Due | Assmgramcnts |
rmation - Cue within & Menths. 1

My Team Assignment e
Information
Employn‘vt Information
| Flexible Working |
Assignment

2. On the People in Hierarchy screen find the required record for the employee who wishes to submit a
flexible working request. This can be done by finding the name from the names in view, or by entering the
surname in the ‘Name’ field in the top left of the screen.

Once the required record has been found click on the ‘Action’ icon on the right hand side.

Q| A& * B o O @

Search Home Favoriies  Settings Help  Logowt  Portal

Flexible Working: People in Hierarchy

@TIP Click the action button next to the employee you wish to action. Click the details button for more information about the employee
Ofv iy
Focus | N; Job | Organisation | Action | Details
3 - |
i3 A
3 &
3 =
i3 - |
3 =
B =
i3 - |
>} &
| 2 | o |

Click to begin a Flexible Working Request on behalf of your team member. Please refer to step 2
onward (see pages 4-5) from the Employee section of this guide to complete the request.
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Approving/Rejecting a Flexible Working Request (Manager Only)

Once a Flexible Working Request has been submitted the supervisor of that employee will receive a notification
confirming the request.

Em Workflow Q \ (1) * (03 | Logged In As 287SJONES40 o O @

Search Home  Favorites  Settings Help Logout  Portal

Worklist

View  Open Notifications ~

Select Notifications: m Close [lE; wee
|:| el s

[ Request for Flexible Working from Hayleigh L- 07-Nov-2023 |NHS Flexible Working
| | |

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

If the supervisor who receives the notification would make the decision around flexible working, they should select
the|]Request Received]button. This will confirm receipt via a further notification to the requestor.

If the supervisor who has received the notification would not make the decision around flexible working, they
should select thbutton. This will forward the notification and ownership of the decision to the correct
individual.

Q

Sewrch

* £ | LoggedInAs287: o ¢ @

Home  Fovorites  Setngs Heo  Logtut  Porul

= [EE v

Request for Flexible Working from Hayleigh L N

v

To X
Sent 07-Nov-202315:05:49
D 1173523542

I . S P 0 U ®

Mome  Favoriies  Settings Wep  Logon  Portal

Describe the working patiern you would Iike to work i the future:

| would ke this workimg patiam to commanico from
Proscans

Impact of the new working pattern

Enter in format ‘Surname%Forename%’, i.e. Smith%John%

Accommodating the new working patiern:

| Action From To Deails

Request Received [ Reassign

Q | A * B eanose @ O @

om0 e e et Setirg He Lot Berd

0 iomanon
[ ———

Confirmation of receipt of application for flexible warking

The ‘Request Received’ button in the notification must be
. -

o Do selected in order to manage and respond to the request.

© 1esenz

Wtk pasa o 27-01 3023

i o i, e, uress & g e for i . e

When the ‘Request Received’ button is pressed the
v requesting employee will receive a notification confirming
E3 | their request has been received.

‘Copyioht () 1995, 3021, Oracks anor s afistes. All g reserved.
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Ul g e NI 011y~ All decisions around approving or declining a flexible working request must be made in
line with the Flexible Working Policy. Please ensure you’ve read the policy and if think you cannot accommodate

the request, you must refer to the escalation stage of the policy to work to find suitable alternatives. You may need
to meet with the colleague to discuss this.

Once a decision/outcome has been determined this should be confirmed via ESR by the Supervisor Self Service user
who has received the request.

Log into ESR and when the ESR portal screen appears select the Manager tab in the top blue bar. Then click
on ‘My Team Assignment Information>Flexible Working’.
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2. Onthe People in Hierarchy screen find the required record for the employee who you have received a

Flexible Working Request from. This can be done by finding the name from the names in view, or by

entering the surname in the ‘Name’ field in the top left of the screen.

Once the required record has been found click on the ‘Action’ icon on the right hand side.
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3. Once you have selected the Action button for the required member of your team you will see their Flexible
Working Requests screen.

The request which has been submitted will be visible, and there will be a hyperlink in the far right column
titled ‘Update Request’. Click on this to access the request.

— o~ 1y
= m My Team Assignment Information Q | N * ﬁ | Logged In As 287SJONES40 @

Home  Favorites  Settings Logout  Portal

Flexible Working Requests

Employee Summary

Employee Name Landy, it Organisation Name 287 Workforce Systems & Governance (862239)
Assignment Number 23327 Supervisor Name Jones, Sluar_
JobName Admi rical|Officer

Flexible Work Requests
39568036|RA
\?\;hel:lslex'ble Other | Technician|G2A|Human ‘ Submlt Update

|Resources

‘ ‘ | Request

Copyright {c}) 1998, 2021, Oracle and/or its affiliates. All rights reserved.

4. The ‘Maintain Employee Flex Work Requests’ S S [ ——— QA X T s O ©
screen will appear showing the details of the —
Flexible Working Request. "W«:va—m»« o
The section for ‘Arrangements and Outcome’ sirear " o
now needs to be completed. This section W .
provides options for the request and fields to R
confirm any agreed terms. .

o BB

See the table below for all available fields and
the responses for this section.

(Copyrigh () 1998, 2021, Oracte and/oc s afiates All ights reservod

FIELD TYPE INPUT
Agreed Arrangements DROP DOWN LIST . Permanent

. Temporary

. Trial

. Informal
Agreed Arrangements End Date DATE End date for agreed changes, or review date
Meeting 1 Date DATE Date if a meeting is scheduled with requestor
Meeting 2 Date DATE To be used should any outcomes be appealed
Decision Required by DATE Two months post request submission
Decision Date DATE Appeal decision date
Outcome DROP DOWN LIST . Pending Decision

. Accepted

. Rejected Outright

. Rejected — Alternative Accepted

. Rejected — Alternative Rejected

. Withdrawn

. Escalated
Outcome Details FREETEXT Additional info following any appeal
Effective Change Date DATE Effective date for any agreed request
Decision Letter Sent DATE Date letter confirming outcome sent to employ
Process End Date DATE End date for any temp Flexi Working agreements




Flexible Working Requests in ESR Guidance NHS
Mersey Care

NHS Foundation Trust

Community and Mental Health Services

5. Outcome definitions. Outcomes should be entered in line with policy.

= Accepted - This option should be selected if the request is accepted in totality. Please ensure you
also document the effective change date, process end date and agreed arrangement end date
before clicking submit.

= Rejected Outright - Where a request is rejected, alternative options should be provided by the
manager in the 1% meeting, however if the individual does not wish to explore alternatives this
option should be selected. Please ensure you have documented the 1 meeting date and process
end date before clicking submit.

= Rejected Qutright- Alternative Rejected - Where the request is not possible to accommodate
alternative options should be provided by the manager in the 1% meeting which also includes
reviewing what is available in the wider organisation. If all possible alternatives have been
exhausted and the individual does not wish to appeal this option should be selected. Please ensure
you have documented the 1% meeting date and process end date (if the individual does not wish to
appeal) before clicking submit.

= Rejected — Alternative Accepted - Where the request is not possible to accommodate in totality
alternative options should be provided by the manager in the 15 meeting. If the alternative options
are accepted this option should be selected. Please ensure you have documented the 1 meeting
date, effective change date, process end date and agreed arrangement end date before clicking
submit.

=  Withdrawn - If an individual decides to withdraw their request this option should be selected.
Please ensure you document the process end date and any dates of meetings if applicable before
clicking submit.

= Escalated (only use when appeals process has been invoked) - Where the request is not possible to
accommodate, the alternatives outlined in the 1 meeting have been declined by the colleague
which also includes reviewing what is available in the wider organisation, the escalated option
should be selected. Please ensure you follow the appeals process as outline in the LUHFT Flexible
Working Policy and document the 1 meeting date before clicking submit.

6. Once all relevant fields have been completed the ‘Submit’ button should be pressed to update the status of
the request.
Details will be visible to the requesting employee via Employee Self Service so they can see the status of
their request, and the supervisor can access the request post submission, should any amendments or
updates be required.

7. Inline with policy the final outcome for Flexible Working Requests should be confirmed in writing using the
letters available within the policy.

Notifications
ESR will generate notifications to support the Flexible Working process at various stages, such as:

e Confirmation of received request
e Reminder to respond to incomplete requests
e Reminder of end of previously agreed Flexible Working agreements

Details of all ESR notifications can be found in Appendix 2.

10
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Flexible Working Outcomes- Next steps for Managers

It should be noted that ESR functionality detailed in this guide is used to monitor and manage Flexible Working
Requests. Once requests have been processed and outcomes determined any changes to the requestor’s
contractual details will need to be communicated to the relevant team(s), as per the below examples.

If the Flexible Working Outcome Resultsin a ...

e Change to contractual hours or pay - Please complete a contractual change form via Sharepoint at
Workforce Portal - Home

e Change to shift patterns - Please communicate with the Roster Team to create/change/update any
personal patterns already in place.

11
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Appendix 1 — Sample Completed Flexible Working Application
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Personal Details

Request a new flexible working arrangement

Home  Favorites  Settings

Employee Name Jones,-
Assignment Number 2695-

Supervisor Name Conno-

* Indicates required field

Flexible Working Request

I would like to apply to work a flexible working pattern that is different to my current working pattern in line with the organisations policy for flexible working.

* Date of Application
* Type of Request

* Describe your current working pattern

* Requested Change

Requested Arrangements
* Future Work Pattern

* | would like this working pattern to commence from

Impact of the new working pattern

Accommodating the new working pattern

27-0ct-2023 £
Condensed Working Hours v
Monday - Friday, 9am to 5pm (working 37.5hrs per week) Home working Wed/Thur.

Change working days/shifts v
Permanent v

Monday - Wednesday, 12.5hrs per day (continue to work 37.5hrs per week). Home working Mon - Wed when possible.

01-Dec-2023 g

Changing my working pattern to condensed hours Mon-Wed | continue to be contactable via Teams, email and phone if
needed. Emails will be responded to as soon as possible once received to ensure that communication is maintained with team
members and service users.

Although | would not be available Thursday and Friday | would have more time on Monday, Tuesday, and Wednesday which
would allow me to focus on larger pieces of work with less interruption. As mentioned above | would continue to be contactable
on Teams by email and by phone should the team need to reach me on my proposed working days.

a

Copyright {c} 1998, 2021, Oracle and/or its affiliates. All rights reserved.
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Appendix 2 — ESR Naotifications
Examples of ESR notifications which are generated during the Flexible Working Request process.
(Notifications with actions can be reassigning to a different decision maker if required.)

2a) Request for Flexible Working to Manager
Triggered to the specified ESR Supervisor when a Flexible Working Request is submitted.

To Harrison, Ann
Sent 23-Nov-202115:52:32
ID 142646

Dear Ann Harrison

Name: Tamara Clarke
Assignment Number: 20066044
Date of application: 23-Nov-2021

I would like to apply to work 3 flexible working pattern that is different to my current working pattern in line with the organisations policy for flexible working
Flexible Working Request

Type of Request:
[Annualised Hours ]

Describe your current working pattern:
[Part Time ]

Requested change:

[increase nours - remain PT ]
Requested arrangements:

[rial ]

Describe the working pattern you would like to work in the future:
[Monday to Friday 9 am to 3pm ]

1'would like this working pattern to commence from:
[30-Nov-2021 ]

2b) Confirmation to employee that request has been received by manager

Triggered to the applicant when the ESR Supervisor has confirmed receipt of the Flexible Working Request in

ESR.

Li] Information
This notification does not require a response.

Confirmation of receipt of application for flexible working

To Clarke, Tamara
Sent 07-Dec-202115:42:54
ID 148648

Dear Tamara Clarke

1 confirm that | received your request to change your work pattern on: 07-Dec-2021 .

1 will arrange a meeting with you to discuss your request

You will be notified of the decision on this application within three months of this date, unless a longer deadline for this is agreed

Ann Harrison

2¢) Manager Warning that Flexible Working Decision Date not entered
Triggered xx days after submission of Flexible Working Request.

Worklat »

© iniormavon
This notification doss ot reduire a reponis.

Flexible Working Decision Date Not Entered for Richard Perkins

To Harmison, Ann
Sent 0% How 2020111916
1D 132602
Piaasa note Buat & decision date has Aot been entered againsd The appihcaon for Aopicatons for Sentle 3 months of receist Pieass ensure Bial Fie agpiicant has recened 3 19sponse by 05-Oec 2020, and update Ihe record in ESA accordingly

13
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2d) Withdrawal of flexible working request

Triggered upon cancellation/withdrawal of the Flexible Working Request in ESR.
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Worklist >

o Information
This notification doss not require & rewpanse

Withdraw Flexible Working Request from Richard Perkins
To Harvison Asn

Sert 05 Mow 2020110756
D 132600

Piease note Tial Fachard Perions has wihiaraan Bew cunent apphcaton for fensie worsing anangements

2e) Employee and Manager Notification of end of flexible working arrangement
Triggered 14 days before the previously agreed Flexible Working end date.

Workdist >

O intormation
This notification does not require a response.

End of Flexible Working Arrangements for Richard Perkins
To Perkine, Richard

Sent 05 Now 2020112747
D 132603

he o 5 Tomporary 19:000v-2020 and make any e agreed airangements a rquined ensunng Ths has been decussed wil he ergloyee a5 Hecessary.
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