	
Flexible Working Arrangements Acceptance Form


	Note to the Line Manager

This form should be used when you are able to accommodate the employee’s request to flexible working, or have agreed alternative arrangements, which are suitable to the employee and yourself.



	
Dear 

Following receipt of your application and our meeting on the date below:       


I have considered your request for a new flexible working pattern.
            I am pleased to confirm that I am able to accommodate your  

            application.

            I am unable to accommodate your original request.  However, I am   

            able to offer the alternative pattern, which we have discussed and    

            you agreed would be suitable to you.

Your new working pattern will be as follows:


Your new working arrangements will begin from the following date:



and will be subject to review on 
I confirm that the new working pattern is a


                  Temporary change                       Permanent change     
If you have any questions on the information provided on this form please contact me to discuss them as soon as possible.



	
Manager’s                                                                     
Signature:                                                                                   


Manager’s

Name:                                                          Date:



	PLEASE RETURN A COPY OF THIS FORM TO THE EMPLOYEE,

RETAIN A COPY FOR YOUR RECORDS AND ON THE EMPLOYEES PERSONAL FILE.

	


Appendix C
	Flexible Working Application Rejection Form

	Note to the Line Manager

Having given full consideration to the application for Flexible Working this form may be used where the request cannot be accommodated. You must state the service ground(s) as to why you are unable to agree to the new working pattern and the reasons why the ground(s) applies in the circumstances. The list of the permissible business grounds under which a request might be refused is detailed in Flexible Working Policy.



























































Dear





Following receipt of your application and our meeting on the date below:  











I have considered your request for a new flexible working pattern.





I am sorry but I am unable to accommodate your request on the following service ground(s).  These must relate to at least one of the grounds set out in Appendix B ‘impact of the new working pattern’.

















The grounds apply in the circumstances because:


























Manager’s 


Signature                                     








Manager’s 


Name:                                                                  Date: 








PLEASE RETURN A COPY OF THIS FORM TO THE EMPLOYEE,


RETAIN A COPY FOR YOUR RECORDS AND ON THE EMPLOYEES PERSONAL FILE.






















































































Appendix B




































































































































































