Letter Accepting Flexible Working Request

[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [name]

Following receipt of your request and our meeting on [DATE], EITHER I am pleased to confirm that we are able to accommodate your requested working pattern OR although we are unable to accommodate your original request, we are however able to offer the alternative pattern which we discussed in our meeting and you agreed would be suitable for you].

[OPTIONAL: Given that the working pattern you have proposed has not previously been worked in [NAME OF DEPARTMENT] we would like you to undertake an [NUMBER OF] month(s) trial of this pattern so that we can see if it suits both parties.  We will arrange a review meeting for the end of the trial period to discuss with you whether the trial has been successful].

Please note that [if the trial period is successful] the change in your working pattern will be a permanent change to your terms and conditions of employment and you have no right to revert back to your previous working pattern or make another request under the statutory procedure within the next 12 months.]
[OR If the request is an informal basis: Please note that this change has been agreed for specified duration [INSERT PERIOD OF TIME] and you will be expected to revert to your previous work pattern at the end of that period.  In the event it becomes impracticable, at any time and for any reason, to continue with the arrangement during the specified period you accept that the Company has the right to insist on you reverting to your previous arrangements.]
Your new working arrangements will begin from [DATE] and will take the following form [INSERT DETAILS OF NEW WORKING ARRANGEMENTS, SPECIFYING ANY CHANGE IN HOURS, PLACE OR TIME OF WORK, ANY RESULTING REDUCTION IN RENUMERATION, PENSION OR BENEFITS OF ANY KIND AND CROSS-REFERRING TO ANY RELEVANT CLAUSES IN THE EMPLOYEE’S CONTRACT OF EMPLOYMENT].

Please sign and date the enclosed copy of this letter to indicate your agreement to the variation in your contractual terms of employment, and return one copy of the letter to me.  You should keep your copy of this letter safe, as it will form part of your contractual terms of employment.  Aside from those clauses referred to above, the remaining terms of your employment are unaffected by this change.

Yours sincerely, 

[EMPLOYER] ……………………………………

[EMPLOYEE] ……………………………………

DATE ……………………………………
