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APPENDIX  7


Model Letter: Invitation to Flexible Working Exploration Meeting (to be held within 28 days of receipt of request)

<Date>


PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

<Name> 
<Address> 



Dear <Name>

Re: Flexible Working Application Request 

Thank you for your application to work flexibly which I received on <Date>.

I am writing to invite you to a Flexible Working Exploration Meeting to discuss your request on <date> at <time> at <room (the room should be a confidential space), place>.  Should you wish, you can be represented at this meeting by an accredited Trade Union representative or be accompanied by a work colleague although this is not a requirement. Please note it is your responsibility to ensure that your representative is aware of the arrangements of the meeting. 
(If an HR representative is attending the meeting, provide their name/job title). 

The purpose of this meeting is to enable us to explore your flexible working request in depth and to discuss whether and how best it might be accommodated. It also provides an opportunity to consider other alternative working patterns should there be challenges in accommodating the work option outlined in your application.

Please could you confirm your attendance at this meeting by contacting me on <contact number>.  If you are unable to attend the meeting at this time please contact me by <date - within 5 days> to re-arrange a more convenient time.

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

[bookmark: _GoBack]

<Line Manager’s Name>
<Job Title>

Cc: 	Personal File




image1.jpeg
INHS

Worcestershire

Acute Hospitals
NHS Trust




image2.jpeg
”‘-ward
3 maa




