THIS LETTER SHOULD BE SENT TO AN EMPLOYEE AFTER THE MEETING TO DISCUSS HIS OR HER FLEXIBLE WORKING REQUEST TO CONFIRM THAT THE REQUEST HAS BEEN REFUSED




Strictly Private & Confidential
[INSERT EMPLOYEE’S NAME]
[INSERT EMPLOYEE’S ADDRESS]

[INSERT DATE]

Dear [NAME]

[INSERT COMPANY NAME] LTD
APPLICATION FOR FLEXIBLE WORKING

I refer to our consultation meeting on [INSERT DATE], chaired by [INSERT NAME] and at which the note taker was [INSERT NAME]. The purpose of the meeting was to discuss your application for flexible working [and you were accompanied by [INSERT NAME] ] OR [You were reminded of your right to be accompanied at the hearing but chose to proceed without a companion].

We have given careful consideration to your request for flexible working.  I regret to advise that we are unable to accommodate your request for the following business reason[s] [INSERT ONE OR MORE OF THE FOLLOWING]:-

· The burden of additional costs. 
· Detrimental effect on ability to meet customer demand. 
· Inability to re-organise work among existing staff. 
· Inability to recruit additional staff. 
· Detrimental impact on quality. 
· Detrimental impact on performance. 
· Insufficiency of work during the periods the employee proposed to work. 
· Planned structural changes. 

This is because [INSERT SPECIFIC DETAILS OF BASIS OF BUSINESS DECISION TO REJECT REQUEST - EMPLOYERS ARE ADVISED TO SEEK LEGAL ADVICE BEFORE REFUSING ANY REQUEST]. AND [However, we can offer the alternative of [INSERT DETAILS OF ALTERNATIVES]. Please confirm by [INSERT DATE] whether you wish to accept the alternative proposed.] 

Please note that you may appeal against this decision. If you wish to do so, you must confirm this in writing to [INSERT NAME] at [INSERT CONTACT DETAILS], giving details of the grounds of your appeal within [14] days of receiving this letter. 

Please do not hesitate to contact me if you have any questions in relation to the terms of this letter. 


Yours sincerely 




[INSERT NAME]
[INSERT POSITION]
