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ENTER DATE


Dear 
I write further to your application for flexible working, made on [DATE] and our meeting of [DATE].
[Following A temporary trial, while I accommodated your request, I have to advise…] I am unable to [continue to] accommodate your request [on a permanent basis] for the following business ground(s) [DELETE THE GROUNDS WHICH DO NOT APPLY]:
· burden of additional costs;
· detrimental effect of the ability to meet customer demand;
· inability to reorganise work among existing staff;
· inability to recruit additional staff;
· detrimental impact on quality; 
· detrimental impact on performance;
· insufficiency of work during periods that the employee proposes to work;
· planned structural changes;
The grounds apply in this circumstances because [INSERT DETAILS]
During the meeting, we discussed alternative flexible working patterns.  However, these too are inappropriate due to [INSERT DETAILS]
If you are unhappy with the decision taken, you have the right to appeal against it.  Should you wish to appeal, please do so, in writing, to [THE MANAGER OF THE STAFF MEMBER WHO HAS REJECTED THE REQUEST/SOMEONE OF EQUIVILANT LEVEL], clearly setting out the grounds of your appeal.  This appeal will need to be submitted within 14 days of receipt of this letter.
Yours sincerely
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