THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO CONFIRM THAT THEIR APPEAL  AGAINST THE EMPLOYER’S REFUSAL OF A FLEXIBLE WORKING REQUEST HAS BEEN SUCCESSFUL


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

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

I have given careful consideration to your appeal against the refusal of your request for flexible working. I have reviewed the original decision and I am pleased to advise that I have decided to accept your appeal against that decision and to agree to your request. 

On that basis, your new working pattern will begin on [INSERT DATE] and will be as follows:-

[INSERT DETAILS OF NEW WORKING PATTERN AND ANY RELATED CHANGES TO PAY/ BENEFITS/PENSION.]

The change[s] set out above [are/is] permanent. I should be grateful if you would sign and date both copies of this letter to confirm that you agree to the change[s]. Please then return one signed copy to [INSERT NAME] by [INSERT DATE] and you should keep the other copy for your records. 

Please note that you are not entitled to revert to your previous working pattern. 

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]
						

I confirm that I understand and accept the terms and conditions set out in this letter as a permanent variation to my terms and conditions of employment.

Signed………………………………………………………………..

Date…………………………………………………………………..
