
PERSONAL

Dear

FLEXIBLE WORKING REQUEST
Thank you for attending the flexible working meeting on [date].
I write to confirm that your flexible working request has not been approved.

Your request was to [insert details of request].  Having considered the information provided, I have decided that it is not possible to grant your request.

The grounds for refusal is: select one or more of the following
· The burden of additional costs

· A detrimental effect on the ability to meet customer demand

· The inability to reorganise work among existing staff or recruit additional staff

· A detrimental impact on quality or performance

· Insufficient work being available during the period you want to work

· Planned organisational changes

My reasons for arriving at this decision are as follows:

[insert details of specific reasons for refusing the request]

You can appeal this decision on one or both of the following grounds:

· There was something important related to your request that I was not aware of when I made my decision

· You wish to challenge information I used to reach my decision

If you wish to appeal, the appeal must be registered, in writing, with the Head of Service (insert HoS’s name) within 14 days of receiving this letter.  

Yours sincerely,

NAME OF OFFICER 

Cc: HR Adviser/HR Business Partner

