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Appendix 9: Example Letter: Agreeing Trial Period of Flexible Working

Dear [  ]
Following [our meeting/the appeal meeting] on [date] to discuss your request for flexible working, I can confirm that we have agreed to the changes detailed below on a temporary trial basis. The trial period will begin on [date] and end on [date]. I will arrange a meeting with you shortly before the end of the trial period to discuss whether or not it is possible to make the changes permanent.

The Trust has agreed to the following changes to your contract of employment on a trial basis:

[Details of changes to be made on a trial basis including hours and patterns of work, any change to annual leave entitlement (where appropriate), plus any other issues needing to be detailed e.g. training]

All other terms and conditions remain unaltered. 

It is important to understand that the above working pattern is, at this stage, agreed as a temporary variation to the terms and conditions of your contract, and the Trust reserves the right, at the end of the trial period, to require you to revert to your previous contract terms.

It is also important to note that your flexible working request will not proceed further until the completion of your trial period, which will end on [date].

Although we will endeavour to grant your request for flexible working on a permanent basis if it is at all possible, it is first necessary to consider the effects of your proposal on the Trust, the work of your department and your colleagues. The trial period will enable us to establish these effects. In the meantime, we cannot guarantee that the organisation will agree to continue the new arrangements beyond the end of the trial period.

*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 temporary arrangements, 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 sign the duplicate of this letter and return it to me to indicate that you have read, understood and accepted its contents and you agree to your flexible working request being put on hold until the completion of your trial period.

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