THIS LETTER SHOULD BE SENT TO AN EMPLOYEE TO ACKNOWLEDGE HIS OR HER APPLICATION FOR FLEXIBLE WORKING AND INVITE HIM OR HER TO A MEETING TO DISCUSS THE REQUEST




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

[INSERT DATE]

Dear [NAME]

[INSERT COMPANY NAME] LTD
APPLICATION FOR FLEXIBLE WORKING

I confirm that I have received your request dated [INSERT DATE] for flexible working. 

I have arranged a consultation meeting to discuss your request on [INSERT DATE] at [PLACE] at [TIME].  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 notetaker.  

Please note that 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.

OPTIONAL:
[Please let me know if you think I should consult any colleagues in particular or if there is any other information which would support your request within [number] days of the date of this letter.]

When you attend the meeting, please ensure that you are prepared, in particular, to discuss [insert details of specific aspects of the employee’s request about which the employer needs to know more before it will be in a position to take a decision, eg how the employee thinks the employer would still be able to meet customer/client demands following the employee’s proposed reduction in hours]

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]


