
PERSONAL

Dear

APPEAL HEARING – FLEXIBLE WORKING REQUEST
I have been nominated to hear your appeal against the decision in relation to your flexible working request.
When the appeal will be heard

I wish to hear the appeal on (date/time) at (location).
Grounds for appeal
In general terms, I understand that the grounds for your appeal are:

(detail grounds for appeal)
I will conduct the hearing as follows:

· Step 1 - Introduction

Firstly, I will explain the purpose and format of the hearing and deal with any procedural issues that may arise.

· Step 2 – Statement of grounds for appeal

I will then ask you to state your grounds and reasons for the appeal. 

· Step 3 – Response from manager who dealt with flexible working request

I will then ask the manager who took the decision not to uphold your flexible working request to respond.

· Step 4 – Information gathering

I will then question both the manager and you.

· Step 5 – Closing statements

I will then give both parties the opportunity to make a closing statement, firstly the manager then you. 

· Step 6 - Adjournment

I will then adjourn the hearing to consider all of the relevant issues that have emerged and make a decision.

· Step 7 – Making the decision

I will then decide whether there are sufficient and reasonable grounds to either:

· uphold the appeal in full (in which case the remedy you seek would be actioned)

· uphold the appeal in part (in which case I would offer you a compromise solution)

· reject the appeal (in which case the decision taken will stand)

· Step 8 – Informing you of my decision

I will then re-convene the hearing within 5 working days of the hearing so that I can notify you of my decision and my reasons for it. I will then confirm the decision in writing. 

If exceptional circumstances exist whereby it is not possible to respond by this deadline (for example, where there is a need to discuss the matter with other officers) then I will give you an explanation for the delay and inform you when a response can be expected. 

I trust this satisfactorily explains my role and how the hearing will be conducted.

I will be accompanied by (insert name and position).  You have the right to be accompanied by a work colleague or trade union representative if you so wish. Please note however that the procedure does not permit you to be accompanied by your partner, spouse or a legal practitioner.

Please telephone me as soon as possible to confirm that the above date, time and venue is suitable and whether you will be accompanied and if so, by whom

Yours sincerely,

NAME OF OFFICER CONDUCTING THE HEARING

Cc: HR Adviser/HR Business Partner

