
Floc1
502.2 456.66 l
501.72 455.88 l
501.24 455.22 l
499.578 453.165 496.931 451.857 494.28 451.92 c
118.62 451.92 l
117.72 452.1 l
116.88 452.28 l
116.04 452.64 l
115.26 453 l
114.48 453.42 l
113.82 453.96 l
111.754 455.636 110.534 458.267 110.52 460.92 c
110.52 505.44 l
110.58 506.34 l
110.7 507.24 l
110.94 508.08 l
111.24 508.92 l
111.6 509.7 l
112.08 510.48 l
112.56 511.14 l
114.23 513.203 116.849 514.524 119.52 514.44 c
f
BT
/T T4 1 Tf
10.3303 0 0 10.3303 122.4 496.26 Tm
0 g
0.0011 Tc
-0.0001 Tw
[(Ensure all necessary)11.3( i)-5.7(n)2.1(formation has )]TJ
18.0401 0 TD
0.0015 Tc
-0.0005 Tw
[(been pr)7.3(ovided i)6.3(n)-3.3( the r)7.3(e)0.1(quest )]TJ
/ T T 5 1 Tf
/Cs6 cs 0.39608 0.39608 0.60392 scn
-18.0401 -1.2197 TD
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0861 0 TD
0.0009 Tc
0.0001 Tw
[(if all the req)-6.3(u)-0.5(ired informati)8.2(on has no)-6.3(t been i)8.2(n)-0.5(cl)8.2(u)-6.3(ded you are ad)-6.3(v)7.2(i)2.4(sed to tell )]TJ
0 -1.1384 TD
0.0007 Tc
0.0003 Tw
[(your emp)-6.5(l)2.2(o)-6.5(y)1.2(ee it is )-5.8(i)8(n)-6.5(v)7(a)-6.5(lid and y)7(ou will)8( not )-5.8(consid)-6.5(er it.)-6.1( )]TJ
E T 
 / Cs6 cs 0.87843 0.95686 0.97255 scn
128.04 429.6 m
119.28 429.6 112.14 422.52 112.14 413.7 c
112.14 318.48 l
112.14 309.72 119.28 302.58 128.04 302.58 c
485.76 302.58 l
494.52 302.58 501.66 309.72 501.66 318.48 c
501.66 413.7 l
501.66 422.52 494.52 429.6 485.76 429.6 c
f*
0.6 0.8 0.8 scn
128.04 427.98 m
120.17 427.908 113.738 421.579 113.82 413.7 c
113.82 317.76 l
113.88 317.04 l
113.94 316.32 l
114.12 315.6 l
114.24 314.94 l
114.42 314.22 l
114.66 313.56 l
115.279 311.823 116.301 310.284 117.48 308.88 c
120.172 305.98 124.059 304.173 128.04 304.26 c
486.48 304.26 l
487.92 304.38 l
488.64 304.56 l
489.3 304.68 l
490.02 304.86 l
490.68 305.1 l
492.417 305.719 493.956 306.741 495.36 307.92 c
498.26 310.612 500.067 314.499 499.98 318.48 c
499.98 414.48 l
499.86 415.92 l
499.74 416.58 l
499.56 417.3 l
499.38 417.96 l
499.14 418.62 l
498.542 420.361 497.486 421.893 496.32 423.3 c
493.466 426.332 489.922 427.877 485.76 427.98 c
h
485.76 429.06 m
494.276 429.056 501.06 422.192 501.12 413.7 c
501.12 318.48 l
501.06 317.7 l
501 316.92 l
500.94 316.14 l
500.76 315.36 l
500.64 314.64 l
500.16 313.2 l
499.449 311.26 498.509 309.677 497.1 308.16 c
494.273 304.934 490.01 303.194 485.76 303.12 c
128.04 303.12 l
125.7 303.3 l
124.92 303.48 l
123.48 303.84 l
122.76 304.08 l
120.681 304.902 119.382 305.614 117.72 307.14 c
114.497 309.967 112.758 314.233 112.68 318.48 c
112.68 413.7 l
112.74 414.54 l
112.8 415.32 l
112.86 416.04 l
113.04 416.82 l
113.16 417.54 l
113.64 418.98 l
114.461 421.059 115.174 422.358 116.7 424.02 c
119.352 427.153 123.952 429.133 128.04 429.06 c
h
128.04 430.14 m
118.996 430.226 111.632 422.773 111.6 413.76 c
111.6 318.48 l
111.66 317.64 l
111.72 316.8 l
111.78 315.96 l
111.96 315.18 l
112.14 314.34 l
112.32 313.62 l
112.62 312.84 l
113.343 310.676 114.427 309.176 115.86 307.44 c
119.007 303.987 123.378 302.092 128.04 302.04 c
485.76 302.04 l
488.28 302.22 l
489.06 302.4 l
 
489.9 302.58 l
490.68 302.76 l
491.4 303.06 l
493.564 303.783 495.064 304.867 496.8 306.3 c
500.261 309.439 502.165 313.818 502.2 318.48 c
502.2 414.6 l
502.14 415.38 l
502.02 416.22 l
501.84 417.06 l
501.66 417.84 l
501.48 418.62 l
501.18 419.4 l
500.455 421.389 499.328 423.206 497.94 424.8 c
494.692 428.192 490.504 430.206 485.76 430.14 c
h
485.82 431.28 m
495.532 431.167 503.232 423.466 503.28 413.76 c
503.28 317.58 l
503.22 316.68 l
503.1 315.78 l
502.92 314.94 l
502.74 314.1 l
502.5 313.26 l
502.26 312.48 l
501.407 310.391 500.323 308.33 498.72 306.72 c
495.737 303.188 490.445 300.843 485.82 300.96 c
127.14 300.96 l
126.24 301.02 l
125.34 301.14 l
123.66 301.5 l
122.82 301.74 l
122.04 302.04 l
119.949 302.727 117.876 304.01 116.28 305.52 c
112.699 308.612 110.411 313.742 110.52 318.48 c
110.52 414.66 l
110.58 415.5 l
110.7 416.4 l
111.06 418.08 l
111.3 418.92 l
111.6 419.76 l
112.335 421.911 113.573 423.83 115.08 425.52 c
118.319 429.195 123.169 431.232 128.04 431.28 c
f
BT
/T T4 1 Tf
10.3303 0 0 10.3303 124.86 410.64 Tm
0 g
0.0013 Tc
-0.012 Tw
[(Consider)7.1( w)-16.6(h)2.3(ether )-11.7(to )-5.9(accep)]TJ
12.807 0 TD
0.0004 Tc
0.0006 Tw
(t or reject a request )Tj
/T T 5 1 Tf
/Cs6 cs 0.39608 0.39608 0.60392 scn
-12.807 -1.2255 TD
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0919 0 TD
0.0011 Tc
-0.0001 Tw
[(y)7.4(ou can agree a request s)7.4(t)0.1(rai)8.4(ght away; i)8.4(f)0.1( th)-6.1(is is )-5.8(no)5.5(t possi)8.4(ble)-6.1( y)7.4(ou mu)-6.1(st )]TJ
0 -1.15 TD
0.0012 Tc
-0.0002 Tw
[(arrange to meet your e)-6(m)3.6(pl)8.5(o)-6(y)1.7(ee wit)-5.6(h)-0.2(i)8.5(n)-0.2( 28 days)7.5( )-5.8(after rec)7.5(e)-0.2(iv)7.5(i)-9(ng thei)8.5(r request. )]TJ
/ T T 5 1 Tf
/Cs6 cs 0.39608 0.39608 0.60392 scn
-1.5508 -1.2197 TD
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0919 0 TD
0.0009 Tc
0.0001 Tw
[(y)7.2(our emplo)-6.3(y)-4.4(ee)5.3( is ent)-5.9(i)8.2(t)-0.1(le)-6.3(d to be )5.8(acco)-6.3(mpan)5.3(ied b)-6.3(y)1.4( a coll)8.2(eague )-5.8(who als)7.2(o)-0.5( wo)-6.3(rk)7.2(s )]TJ
0 -1.15 TD
-0.0001 Tc
0.0011 Tw
[(for you)4.3(.)-1.1( )]TJ
/ T T 5 1 Tf
/Cs6 cs 0.39608 0.39608 0.60392 scn
-1.5508 -1.2255 TD
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0919 0 TD
0.0007 Tc
0.0003 Tw
[(the da)5.1(te and)5.1( time for the )-5.8(meeting mu)-6.5(st be co)5.1(n)-6.5(v)1.2(e)-6.5(n)-0.7(i)8(ent to all)8( o)-6.5(f)-0.3( you. )]TJ
/ T T 5 1 Tf
/Cs6 cs 0.39608 0.39608 0.60392 scn
-1.5508 -1.2139 TD
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0919 0 TD
0.0005 Tc
0.0005 Tw
[(y)6.8(ou ma)-6.7(y only turn down )-5.8(a request under specif)-6.3(i)7.8(ed busi)7.8(n)-0.9(e)-6.7(ss reas)6.8(ons.)-6.3( )]TJ
 / T T 5 1 Tf
/Cs6 cs 0.39608 0.39608 0.60392 scn
-1.5508 -1.2197 TD
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0919 0 TD
0.001 Tc
[(y)7.3(our HR )-5.8(Ad)-6.2(v)7.3(i)-3.4(s)7.3(e)-0.4(r will atten)5.4(d)-0.4( the meeting.)-5.8( )]TJ
-1.5508 -1.15 TD
0 Tc
( )Tj
E T 
 / Cs6 cs 0.87843 0.95686 0.97255 scn
121.56 698.58 m
116.4 698.58 112.14 694.38 112.14 689.16 c
112.14 632.64 l
112.14 627.42 116.4 623.22 121.56 623.22 c
 
492.24 623.22 l
497.4 623.22 501.66 627.42 501.66 632.64 c
501.66 689.16 l
501.66 694.38 497.4 698.58 492.24 698.58 c
f*
0.6 0.8 0.8 scn
121.62 696.96 m
117.332 696.886 113.741 693.466 113.82 689.16 c
113.82 631.86 l
113.88 631.44 l
113.94 631.08 l
114.314 629.653 114.641 628.904 115.56 627.72 c
117.119 625.861 119.233 624.921 121.62 624.84 c
492.18 624.84 l
492.6 624.9 l
493.02 624.9 l
493.44 624.96 l
493.8 625.02 l
495.227 625.394 495.976 625.721 497.16 626.64 c
498.912 628.09 500.065 630.348 499.98 632.64 c
499.98 689.94 l
499.92 690.36 l
499.86 690.72 l
499.485 692.149 499.16 692.894 498.24 694.08 c
496.643 695.975 494.606 696.868 492.18 696.96 c
h
492.24 698.04 m
497.182 697.965 501.043 694.118 501.12 689.16 c
501.12 632.64 l
501.06 632.16 l
501.06 631.74 l
501 631.32 l
500.94 630.84 l
500.53 629.246 500.099 628.3239i 2016..4627.42 78 690.6 0.8  1g8839976 6h.8  1l
44.08 c
496.7501.90.016 l.58698.044 620
0 Tc
0 Tw
<0078>Tj
/T T2 1 Tf
0.4588 0 TD
( )Tj
0 g
1.0919 0 TD
0.017
• only employees with 26 weeks continuous employment and who have not 

made a request in the last 12 months are eligible to make requests. 

Handle appeals internally 
• if your employee wishes to appeal against your decision, they must write to 

you within 14 days of receiving your decision.  Inform your HR Adviser. 
• within 14 days of receiving an employee’s appeal you must either accept  

the appeal and write to the employee or arrange a meeting with the 
employee to discuss their appeal. 

 

Communicate your decision 
• if you agree to an employee’s request straight away you must tell your 

employee in writing within 28 days.   
• if you arranged a meeting with your employee you must write to that 

employee with your decision within 14 days after the meeting. 
•  your HR Adviser will prepare the letters. 


