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APPENDIX  6


Model Letter: Flexible Working Request Approval Letter



<Date>


PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Name> 
<Address> 



Dear <Name>

Re: Flexible Working Application Request 

I am writing further to receiving your Flexible Working request on <Date> and our Flexible Working Exploration meeting on <date> to discuss your request (delete as appropriate).  

I am pleased to inform you that your request for flexible working has been approved.
Your new working arrangements will be effective from <date> until <date>and you will now be working [details of hours and days etc.].  Please note that this represents an amendment to your terms and conditions of employment. The changes will also impact on the following terms and conditions including annual leave, salary (delete/add as applicable).       

We agreed to trial this arrangement for <x> weeks/months to see if it works effectively both for yourself and the Team/Service.  (delete as appropriate)

We agreed that this arrangement will be reviewed on an on-going basis to ensure that it continues to meet both your needs and those of the Trust.

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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