
Any impact on service 
delivery?

Yes No

Progress to Flexible 
Working activities

Make adjustments 
to mitigate issues

Record 
Flexible Working 

activities

Record any changes to working 
week i.e. hours & working times

Record working hours at each venue 

Formal FWA Mtg

Complete DSE, record equipment issued 
& electrical testing

Arrange & record any additional 
training to support FW

Agree communication processes with 
Mgr/Colleagues, how to record working hours & 1 

to 1 arrangements  

Complete FW risk assessment & discuss 
meetings at home record any points arising

Confirm sickness & accident reporting. Also 
consider First Aid/Fire issues in non-WCC 

premises if used on regular basis

How  to complete a Flexible Working 
Agreement (FWA) 

Regular home working?Yes No

Notify property 
insurers & Mortgage 

lender

Progress 
to recording FW 

proposals

Mgr & Employee to 
record/complete FWA 

proposals, 
including what happens at 

the cessation of 
agreement

Mgr to record what equipment 
that has been issued on HRMS

Agree start date, book review mtg 12 
weeks after this date and then link in to 

appraisal schedule

Final copy of 
agreement to be 

uploaded to HRER


