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5 Must-Dos

when asking for
Flexibility at

Work 



The good news is that most of us have just done a two-year trial in
flexible working. This gives you lots of evidence and examples to use. 

Sit down and think about what has and hasn’t worked for you. 

List out all the positives | 

-What have you managed to achieve? 
-What specifically have you delivered? 
-Where have you saved time? 
-What challenges have you overcome?
-What benefits have you noticed personally and professionally?

Next, be honest about what’s been challenging | 

-What have you struggled with?
-What hasn’t worked as well? 
-What have you done to overcome any challenges you’ve had?

Finally, if you have any feedback from colleagues or clients – make a
note of what people have said. It's always good to have different
perspectives. 

 

Do an honest review1.



The terms ‘flexible’ and ‘remote working’ are often used
interchangeably. But they’re different. 

Remote working is when you’re working outside of your usual
office environment, either at home or another location.   

Flexible working can mean different things, including compressed
hours, reduced hours, different start/finish times or being able to
work when you want – provided you deliver your goals. Flexible
working may or may not be remote.

A good starting point is to find out the policy. This includes
legislation in your country and your specific company policy. 

Find out if there's a company mandate or are requests considered
by department? Research what other people are doing in different
areas of your company. 

Next, think about what flexibility means for you |

-What’s your setup at home? What dependents do you have and
what’s your ideal working pattern? 

-Be specific about what you’re asking for. It is earlier start and
finish times? Hybrid working? Working remotely?  Working from a
different country (note there are often legal implications for this
and your company may have a specific policy). 

Write down your ideal scenario and get clear on what your ‘must-
haves’ and ‘nice-to-haves’ would be. 

 

2. Do your research 



Give advance notice that you'd like to talk about flexible or remote
working.  This gives your Manager a chance to find out more about
company policy, rather than being caught off guard.
Choose a time when they're not distracted or under pressure. 
 Rather than tagging it on to the end of a meeting - ask for a
specific time so that you can discuss things fully. 
Think about how you'd like to have the conversation, virtually or in-
person?  If it's virtual - we'd suggest that you both have your
camera on so it feels more like a conversation. 

How does your request fit within the wider team, and the role that you
do? Just because you have a right to ask for remote or flexible working,
your company isn’t legally obliged to approve it if your request isn’t
feasible.   

Your manager must balance the needs of everyone in the team,
alongside business deliverables.   This means that your request needs
to work for the team that you’re in, and the role that you do. 

For example, collaboration may be important to your role, so your
Manager may ask for core days where everyone is in the same
location.  Departmental cover or meeting customer/client needs has to
be considered.  Having several people working a 4-day week with a
Friday off may not be realistic.  

Consider:
-Are the requests that you’re making reasonable?
-What could you compromise on?
-What objections may your Manager raise? How can you pre-empt
these and be prepared? 

To get the most from the conversation, think about the best time and
place to have it.  
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3. Do look at the bigger picture



The best way to influence anyone is to talk their language.

What’s your Manager interested in? 

If they’re very results-driven start off by talking about the impact
on your time and productivity. Use the examples you identified in
your review to show time saved, how you’ve been more productive
and what you’ve delivered.   Talk quantitative and qualitative
results. Share any anecdotal feedback you’ve had.

There are countless articles and research about the impact of
burnout on employees so talk about the benefits to you personally. 
 You can share the impact on your well-being, better work-life
balance, or your mental health. 

Any good manager will know that a happy and engaged employee is
worth holding onto. 

 

4. Do focus on the benefits

Increased job satisfaction
Retention of talent
Improved mental health
Decreased chance of burnout
Increased productivity
Better work-life balance 
Promotes diversity

 

What the research says | Benefits of flexible working 



Now you’re clear about what you want – you need to ask.  

If your request is turned down, be curious and ask why. Your
Manager needs to be able to explain why your request isn’t feasible
and give specific reasons. If they can’t do that – refer back to your
research and present your evidence again. 

If they have valid reasons (remember they’re balancing the needs of
everyone in the team, and the team deliverables) there may be things
that you have to compromise on.   Try to have an open mindset
where you can collaborate together instead of competing. If you try
to compete one of you will ultimately ‘lose’. 

Finally, Managers often respond well to trial periods, particularly as
we all adapt to life post-pandemic.    Suggest a 3-month trial of your
new arrangement with an option to review at the end of that time. 

Now - what are you waiting for?  Go do it - and good luck!

 

5. Do have a curious and 
confident mindset

At Platform55 we help organisations build family-friendly
workplaces by supporting managers and parents,
resulting in happy, high-performing teams.

If you’d like to know more about what we do you can
reach us at hello@platform55.com 
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