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This is a statutory request for flexible working. 

Please confirm receipt of my request using the attached confirmation slip.

Personal details

Name: …………………………………………………………………………………………………..

Position: ………………………………………………………………………………………………..

Line Manager: ………………………………………………………………………………………….

NI No: …………………………………………………………………………………………………...

Staff or payroll no: ……………………………………………………………………………………..

I would like to apply to work a flexible working pattern that is different to my current working pattern. 

(Optional: I am requesting a change to my working pattern to help me manage my work and caring responsibilities.)

Eligibility

· I have worked continuously as an employee of the company for the last 26 weeks.
· I have not made a request to work flexibly during the past 12 months.


Current work pattern

	My current working pattern (days, hours, times and/or location) is: 










Requested work pattern

	I would like to work (days, hours, times and/or location):










	I would like this new pattern of work to start on: 




Impact on my employer and colleagues

	I think that this change in my working pattern will affect my job and colleagues as follows: 










	I think that this effect can be dealt with as follows: 










I would like to suggest that we have a trial period of any changes we make. However, I understand that this change would mean a permanent change to my contract, unless
agreed otherwise.


Signed................................................…………..Date................................................................

-------------------------------------------------------------

Employers confirmation of receipt

Cut this slip off and return it to your employee in order to confirm your receipt of their request.

Dear ……………………………………………………………………………………………………………

I confirm that I received your request to change your work pattern on: …………………………

I shall be arranging a meeting to discuss your request as soon as possible. In the meantime, you might want to consider whether you would like a colleague to accompany you to the  meeting.

Signed……………………………………………..Date………………………………………………
