

[On Company Letterhead]
[Today’s date]

Private and Confidential


Dear [Insert Name]

Your Flexible Working Request
I refer to our meeting held on [insert date] in which we discussed your request for a change to your pattern of working.  As explained to you at the meeting, the working pattern you requested would have been impractical for the organisation to accommodate.  However, we discussed possible alternative patterns of working for you and would like to propose the following:
[Specify proposed change to working pattern].  [The total amount of contracted hours you will work each week will remain unchanged].  These changes will take effect the day following your response, if you are in agreement with the proposal.
Should you accept, these new terms represent a permanent variation to your contract of employment.
Please sign the attached copy of this letter and return it to [insert name] to signify your agreement to the changes detailed above.  Alternatively, should you be unhappy with the amended terms proposed you may appeal in writing within 14 days of receipt of this letter to [insert name].  Your letter requesting an appeal meeting must set out the grounds on which you wish to appeal against the organisation's decision as set out above.  

Yours sincerely



[Insert Name and Job Title]
For and on behalf of [name of Company]



[Insert name and address of recipient]




This document is for general information purposes only. While we endeavour to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, or suitability with respect to the content of this document.
 
In no event will we be liable for any loss or damage including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from the use of the documents.
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