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Appendix 8: Example Letter: Formal Agreement to a Request for Flexible Working

Dear [  ]
Re: Flexible working request 

Further to your request to alter your working arrangements, I am pleased to confirm that your request has been granted and the following arrangements will apply with effect from (date): 

Hours of work:      per week (excludes unpaid breaks) 

Pattern of work:    (specify minimum break time) 

Change to annual leave entitlement (where appropriate): -

Training or other issues that will need to be detailed: -

All other terms and conditions remain unaltered. 

[The new agreed terms represent a permanent variation of your contract of employment.] [OR The new agreed terms represent a temporary variation of your contract of employment, until (date). You will be required to revert to your current pattern of work on [day after arrangement is stated to end].  

*Where applicable if hours have been reduced 

As the change to your working arrangements involves a reduction in hours your pay will be reduced accordingly. If you are a member of the NHS Pension Scheme it is important that you contact the Trust’s Pensions Officer on ______ to discuss any implications this may have on your pension agreements.

Whilst I am pleased to be able to confirm the above, I must highlight that there may be exceptional circumstances where you may be asked to alter your working pattern as a result of an urgent service need, such as in times of staff shortage. It is expected that such requests will be very few and that sufficient notice will be given, but this flexibility may be called upon to ensure the delivery of our service. 

Please note that formal requests for flexible working cannot be made more frequently than once every 12 months; therefore you may not make another request until (date) except in exceptional circumstances. 

Please sign the copy of this letter and return it to me, to confirm acceptance of the revised working arrangements and the terms stated above. 

If you have any queries regarding this letter please do not hesitate to contact me. 

Yours sincerely 

Name 
Job title
Flexible Working Policy, Version 7, March 2020
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