Kushti Bok Flexible Working Policy

Introduction

We want to help everyone work in a way that suits them. This policy explains how you
can ask to work in a different way that helps you.

Flexible working means changing the way you work. This could be:

e Changing your work hours.
e Working from home.
e Working part-time.

Anyone who has worked with us for 26 weeks or more can ask for flexible working.
How to Ask
To ask for flexible working:

Write a letter or email to your manager.

Say what change you want.

Explain how it will help you.

Say how it might affect your work and how we can make it work.
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What Happens Next
Your manager will:

e Talk to you about your request.
e Think about how it can work for you and the charity.
e Make a decision in 3 months or less.

If We Say Yes
If we agree to your request:

e We will write down the new way you will work.
e We will talk to you about when it will start.

If We Say No

If we cannot agree to your request, we will:



e Explain why it cannot work.
e Talk about other ways we might help you.

Changing Your Mind

If you want to go back to your old way of working, talk to your manager. We will try to
help if we can.

Fairness

We promise to be fair and kind. We will listen to you and try to help as much as we can.
Questions

If you have any questions, you can ask your manager

Review
This policy will be regularly reviewed to ensure compliance with legal requirements and
best practice.
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