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Sample letter requesting flexible working hours

Sample letter for flexible working hours.

Samye Letter

lar
DA TE
lahin Dae
PO Baox 1
Mosguite Helghts, MN
Dear John;
lam L||-¢'J'-||r|.| e condiem e gy s empsoyment of by 1o you fog the perrion al Public Works
Maintenance Worker with the City of Mosguiio Heights, This poition is clesified a5 full-time, nons=
exempl (rvenime eligibde) Cvertime compemsation will be prosided at a rase ol 1.5 hmes your Bourly
wage [og hours wirked Inexces of 4 In |y woark week, A& capy af he position descripoicn |s
el el
Youwihl be expected i work eeghe boass'day aml 40 borsweek Y our staning salary will be
£20,93 per howr and your lirst day of work will be on April 15, 2004, Per our staindard procedure,
thio ofer letter is nol intended nod should it be comidensd as an employment conract lor a deliniie
o inddelimite peericad al 1 me
A% & Bud |-Lhmse smployes, Yl will scerue vad acion andl &1k leave on a monthly hasis. Yemie vacation

leave aermual will b gen Al XXX B per mon th, ¥ oer eonthly shek beave aoonsl will be X .0 birigs
por morgh, Per our earlier dsoussion, vous are sithan gl 1o dake theee divs of leave withaal pEy im

May foribe @ 1P Vol &E Fvipid | TR this hire

In arcomlance with the Immigmition and Relorm and Controd Act of 1986, you mist provide
appropriate dorumentation to establish identity and eligibhility for empl ovmend on your first day of
work, "ve incloded a copy of the Depariment of Homel and®s lise of acoepiabl e documenis for your
review, Flease complete the highlighsed secibon of the 1<% form andd bring this completed document
witth you on your firg day of emplovment

Please sepant b0 ibe City's Maintenance G mage on thel5™ af B:00 am and sk for Soe Smith,

Public Works Superintendent. Do not hesitate o call if vou have any questiors prics (0 thal lime
We are pleased that vou w ikl be jmiag our 34l and look lorwiasl 1o working with yoi in this
position 1F you have any questions prior 1o your start dete, pleas contact (supervisor™s name and

member) or me ai {phone number

Simcerely,

Mait (Hson
Loty Avbmiinistraior

cc: Personmel File

Letter for flexible working hours. How to write a letter for flexible working hours.

Did you get the information you need from this page? Yes No This is a Precedent “Statutory Flexible Working Request” Letter for you to personalise. All the words highlighted in BOLD are legal requirements for the request to be valid. You must include these. The remainder of the letter is optional however our view is that including this information,
where relevant, will help strengthen your argument and hopefully result in the request being granted.Download the flexible working request template in WordFor the attention of [Line manager name][Date] STATUTORY REQUEST FOR FLEXIBLE WORKThis is a statutory request under section 80F Employment Rights Act 1996. I confirm I have at
least 26 weeks of service (note — there is no requirement to confirm your length of service but there’s no harm in doing so)[I have not previously made a request under section 80F Employment Rights Act 1996.]OR[I have previously made a request under section 80F Employment Rights Act 1996 on [Date]] (note —in accordance with this legislation
only one flexible working request can be made in any 12 month period so if you've previously made a request you need to ensure you wait 12 months before making your next request.)My current working pattern is... (note — there is no requirement to explain your current working pattern but it is sensible to do so)I would like my new working pattern
to be (note - set out here what arrangements you are looking to put in place.)I think this new work pattern would have the following effects on the business .... (note - set out here what you think the impact on the business could be)I think these effects could be dealt with by the following: (note - try to address(1) the concerns that you think your
employer, external clients/customers or colleagues may have here;(2) how you think your new arrangement could work on daily basis. If you can draw on examples of other people who do a similar job to you and how they have been able to do it flexibly you may want to refer to that too but you should be aware that the fact that an employer has
previously accommodated a request may be the reason why they are unable to accommodate yours. Below are some examples you may want to consider depending on the nature of your request.) [A job share partner... (note — consider whether it might be possible for you to agree allocation of work with another colleague so that you are the point of
contact for each other when the other person is not there. This may not be appropriate in every case but might work if for instance you were to work 8am — 4pm and your colleague worked 9am - 5pm); you might want to offer to help train a job share partner and agree that a job share partner could contact you at home if required to clarify any
issues.] [working from home... (note — this will depend on your role and if it is something you want to do. Consider if you have the necessary home environment and work equipment to enable you to work effectively from home e.g. a laptop);] [longer hours on a particular day...(note — you may want to offer working longer hours on one day if you are
looking to work shorter hours on another); and](3) how your new arrangements would work in a crisis situation: (note — consider if offering to make yourself available by telephone to deal with emergencies or urgent customer/client requests might assist with addressing business concerns.)(4) why it could be beneficial to be business too - two heads
are better than one (if asking for a job share), allowing flexible work helps keep employees happy and retention rates are higher, it wouldn’t cost the business anything more)[I am asking for this request in order to...] (note — while there is no requirement to do so, the ACAS guidance suggests that employees should state if their request is made in
relation to the Equality Act. It may help an employer decide your application if they understand the reasons behind it e.g. to accommodate childcare arrangements, to help care of someone disabled.) I would like the new working pattern to come into force on [date] [for [6] months] (note - if your request is agreed, the change will be a permanent

change to your terms and conditions unless you make a different agreement with your employer)[Ideally, I would like my new working pattern to be as stated above.
fnsert Togay's Dane

Dhear gt e
Re: Flexible Working Reguest

| am writing to you o request a flexible working pattern that is different to the one | currently
have, | make thes réquest under my stabutory nght 10 dg.50

| confierm that | have been in continuows employrment for 8t least twenty-So0 weeks up to the
date of this better and that | have not made'a statutony request for flexible working within the
larst twelve months

(I make this request in respect of my child who is under seventeen | confierm that | have
responsibility for their upbringing, that | ami the maother /! father | adopier [ guardian [ special
guardian | foster parent or foster carer of the child and that | make this request in order 1o
help me care for them

OR
(I make thes respectm respect oF my disabled child who s under eighteen. | confirm that |
hawe responsibdity for their upbringing, that [ am the mother | father | adopler | guandsan

special guardean [ foster parent or foster carer of the chdd and that | make ths request in
order 10 hely me cars for them )

Current working Fattern

AS you are aware, my curent working patiem s [nger currend paiem &g gays £ hours

Proposed Pattern

However, I would be happy to try a combination of the following: (note — add in here any other options you may be willing to consider, it is good negotiation tactic to offer alternatives) so that my new working pattern causes as little disruption to the business as possible.][If you are unable to commit to a permanent contractual change, I would be
happy to agree to a trial period of [ 3/ 6 ] months so that the business can properly assess if it is a viable option.] (note - your request will have better chances of success if you show some flexibility)I would be happy to attend a meeting to discuss my request in more detail and to be given a chance to address any concerns that you may have regarding
my suggested new working pattern.I look forward to hearing from you.Signed ............ccceovviiiiiiinnnnnnnn, Name, DepartmentEXAMPLEFor the attention of Jane Smith23 April 2019STATUTORY REQUEST FOR FLEXIBLE WORKThis is a request under section 80F Employment Rights Act 1996.1 previously made a request under section 80F Employment
Rights Act 1996 on 5th May 2016.My current working pattern is Monday to Thursday, 9am to 5 pm, with one hour’s lunch per day (28h).I would like my new working pattern to be Monday to Friday, 9am to 3pm, with half an hour’s lunch each day (27.5h)I think the effects the new pattern would have on the business would be that I would no longer be
available between 3pm and 5pm to deal with client queries.I think these effects could be dealt with by the following: my colleagues dealing with queries from my clients at these times. 3-5pm is not a busy time and I have spoken to colleagues who have said they are happy to deal with my clients should they call.

FLEXIBLE WORKING REQUEST LETTER

ol Trmieere

E B

I have spoken with Joe Bloggs who has confirmed that he is happy to be a specific contact for my clients between the hours of 3-5pm so I can include his contact details on my out of office so that clients know who to contact in my absence. Similarly, in the hours that Joe Bloggs is not working I have volunteered to pick up any urgent requests which
are sent to him. This will ensure continuity of service in the business; in addition, I will be able to provide cover at lunchtime, which is busy, by taking a shorter lunch; I will be available on Fridays when the office is currently understaffed; further, I am happy to make myself available outside of this new working pattern to deal with emergencies.l am
asking for this request in order to care for my daughter. She starts primary school in September and this working pattern would allow me to drop her off and pick her up. I have already requested parental leave to cover the first month when she is on half days, so I would like the new working pattern to come into force on 1st October 2019.Ideally, I
would like my new working pattern to be as stated above. However, if this is not agreeable, then I would be happy for my working pattern to be 9am to S5pm on Monday and 9am to 3pm Tuesday to Friday so that this request causes as little disruption to the business as possible. If I am given reasonable notice in certain circumstances, I may be able to
arrange for my daughter to be picked up from school by a family member to allow me to work an extra hour.If you are unable to commit to a permanent contractual change, I would be happy to agree to a trial period of 3 months effective from the date of 1 October 2019 so that the business can properly assess if it is a viable option.I would be happy to
attend a meeting to discuss my request in more detail and to be given a chance to address any concerns that you may have regarding my new working pattern.I look forward to hearing from you.Signed]Jim MooreJim Moore, Small Business AccountsThis advice applies in England, Wales and Scotland. If you live in another part of the UK, the law may
differ. If you have further questions and would like to contact our advice team please use our advice contact form below or call us.Advice contact formWatch our film to find out more about your right to request flexible working. A template letter to make a flexible working request. Free to use. You can copy and paste the template text into an email or
document.
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Find advice on making a flexible working request Template [Today's date] Dear [name of your employer / HR manager / line manager], I am writing to make a statutory flexible working request. [Either:] I have not made any previous flexible working requests.

Employee request for flexible working arrangements temgplate

I wou wiesh to roquest Thexdhie Woiong STanNgEmSErs Tien you may wishto e thes
betteras & Domplate T SUlNTE WO NEqUEST B0 WO SETRORT T .

Thnis, Dempiae has Deen oodour 0oded o BSSET you To Compete it soourately. You
samgiy need to nepilace the red < = winteng with what apples Do yowr empboper and
Sihutean. Explanatory o emation &= shosmn in b fakcs to smses you and sihould be
deteted ance you s fineshed the letter.

Before filling out The Bitor, you ot advised To resd the precsding guedancs.
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[Or:] I have previously made [a flexible working request / flexible working requests] on [give dates]. My current working pattern is [give details]. [Give details of the change you would like to make to your working pattern. bomber jacket pattern pdf free For example: reducing hours from 35 to 30 per week working from home 2 days per week starting

at 7:30am and finishing at 3:30pm, instead of working from 9am to 5pm] The reason I want this change is [give details]. I would like this change to start from [date]. To deal with any effects the change could have on my work or the organisation, I suggest [give details of how you and your employer could deal with any effects.
For example: job sharing being available to answer calls in emergencies]. [Optional: Give details of any benefits the change could have to your work, organisation or people you work with. For example: saving costs covering shifts that others do not want to dol. I look forward to your reply. Yours sincerely, [Your name] Download this template If you
need the template in a different format, email digital@acas.org.uk.
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