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LETTER CONFIRMING FLEXIBLE WORKING ARRANGEMENTS
Dear (name)
Following our meeting I am writing to confirm the arrangements we have agreed following your recent request to work flexibly. 

Your new work arrangements will take effect from [insert date] and are as follows: [Give details of new arrangements including work location, contractual hours, shift patterns, etc.]. 
The following terms and conditions of your employment will change: [Give full details of any change to contractual hours, salary, etc’]. All other terms and conditions will remain as previously issued. 

An update statement of terms and conditions is enclosed for your signature. Please retain one copy for your records and return the second to me. 

May I remind you that these new terms are offered on a permanent basis and an application to amend them again cannot be made for a further 12 months. 

If you have any questions please do not hesitate to contact me. I wish you all the best with your new working arrangements. 
Yours sincerely, 
(name)
On behalf of the Company
[Document 38]
LETTER REJECTING A REQUEST TO WORK FLEXIBLY
Dear (name)
I am sorry to have to confirm that following the meeting on [insert date as appropriate] to discuss your request to work flexibly we are unable to meet the request you submitted on [insert date as appropriate]. 

This is for reason/s relating to: [one or more of the following grounds - delete as applicable] 
1. The burden of additional costs 

2. The detrimental impact on meeting customer/service demands 

3. An inability to re-organise or re-distribute work among other existing staff 

4. An inability to recruit additional staff (this may particularly be the case where the  request leaves 'odd' hours to be filled by another employee) 

5. A detrimental impact on quality or performance 

6. An insufficient amount of work available during the hours the employee is requesting to work 

7. Other structural changes are planned 

8. [Add organisational specific details to explain why the ground is applicable] 

Your work arrangements will therefore remain as they are at present. 

May I remind you do not have the right to make another request for a further 12 months from the date this request was submitted? 

You do have the right of appeal against this decision. If you wish to make an appeal it must be submitted in writing to [insert name of person as appropriate] within 14 days of receiving this notification stating your grounds for appeal. A further meeting will then be arranged to discuss your request with a more senior manager.  

If you have any questions please do not hesitate to contact me. 

Yours sincerely,

(name)
On behalf of the Company
