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APPENDIX  5

Model Letter: Flexible Working Request Acknowledgement Letter (only to be used if Line Manager unable to send acknowledgement via ESR notification using Manager Self Service)


<Date>


PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Name> 
<Address> 



Dear <Name>

Re: Formal Flexible Working Application Request 

I am writing further to receiving your Flexible Working request on <Date>.

Your request will now be considered in accordance with the Trust’s Flexible Working Policy and I will notify you of the decision at the earliest opportunity. It may be necessary for me to invite you to a Flexible Working Exploration Meeting to discuss your requested working pattern in further detail with you.

The decision regarding your request must be provided to you within a 2 month period unless a longer period of time is mutually agreed by us to e.g. allow for an Escalation Stage to be pursued. 

If you have any queries regarding this letter, please do not hesitate to contact me on <contact number> or alternatively via email <email address>.

 Yours sincerely




<Line Manager’s Name>
<Job Title>

Cc: 	Personal File
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