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	Applicant’s name: 
	 

	Job title: 
	 
	Team/Dept.: 
	 

	Decision maker / line manager: 
	 

	Request granted (see section A below): 
	 

	I am unable to grant your request and propose an alternative (see section B below): 
	 

	Request declined (see section C below): 
	 

	Section A - request granted 

	The contractual change/s listed below have been granted and will take effect from 
 
 
…............................................. (date): 
Contractual change/s: 

	I accept the above changes as an amendment to my existing contract of employment: 
	Signature of employee: 
 
 
 
Date: 


 
 
 
	Section B – original request declined, alternative proposal 

	It has not been possible to agree to the exact terms of your flexible working request. The following suggestion is proposed as an alternative: 

	I do / do not accept the proposed changes to my existing contract of employment: 
	Signature of employee: 
 
 
 
Date: 

	Section C – request declined 

	Your request to work flexibly has been declined and no alternative has been proposed / agreed. The reason for the refusal is: 

	The costs associated with the proposed arrangement 
	 

	Unable to reorganise work amongst existing staff 
	 

	Unable to recruit additional staff 
	 

	Detrimental impact on quality 
	 

	Detrimental impact on performance 
	 

	Detrimental impact on ability to meet client demand 
	 

	Insufficient work for the periods the employee proposes to work 
	 

	Planned structural change to the service 
	 

	Further explanation: 
	 

	Manager’s signature: 
	 
	Date: 
	 

	You have the right to appeal this decision. If you wish to do so, please put the reasons for your appeal in writing and return to me within 7 days of receiving this notification. I will ensure that it is passed to my manager for consideration. 
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