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Dear

Flexible Working Arrangement Declined 
I write with reference to your flexible working request dated (date) and the meeting that took place on (date) where we discussed your request.

I have given full consideration to your request however I confirm that I am unable to agree to it on the following grounds:

(INCLUDE AN EXPLANATION FOR THE REFUSAL, RELATING IT TO YOUR PARTICULAR SERVICE/ISSUES, QUOTING ONE OF THE GROUNDS FOR REFUSAL DESCRIBED IN THE FLEXIBLE WORKING POLICY & PROCEDURE IS NOT SUFFICIENT ON ITS OWN)
You have the right to appeal against this decision by giving me notice within 10 working days of the date of receiving this letter. If you do wish to appeal, you will need to outline the reasons for your appeal and any alternative solution that you consider suitable.  You may be accompanied at an Appeal Hearing by a trade union representative or work colleague.
I appreciate that this decision not to agree to your flexible working request will be a disappointment to you however I hope you can understand and accept the reasons for the refusal.

Yours sincerely
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