THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO ACKNOWLEDGE RECEIPT OF HIS OR HER APPEAL AGAINST AN EMPLOYER’S REFUSAL OF THEIR FLEXIBLE WORKING REQUEST AND INVITE THEM TO AN APPEAL MEETING




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


[INSERT DATE]


Dear [NAME]

[INSERT COMPANY NAME] LTD
APPEAL AGAINST REFUSAL OF FLEXIBLE WORKING REQUEST

Thank you for your letter dated [INSERT DATE] confirming that you wish to appeal against the decision to refuse your application for flexible working.

I have arranged a meeting to consider your appeal. This will be held on [INSERT DATE] at [INSERT TIME] at [INSERT LOCATION]. Please contact [INSERT NAME] as soon as possible to confirm whether you will be able to attend this meeting. 

The meeting will be chaired by [INSERT NAME & POSITION] and [INSERT NAME & POSITION] will attend as note taker. You may be accompanied at the meeting by either a work colleague or a certified Trade Union representative. Please confirm the name of any proposed companion at least 48 hours before the meeting.

If you have any questions in the meantime, please do not hesitate to contact me. 

Yours sincerely 






[INSERT NAME]
[INSERT POSITION]
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