Flexible working request approved confirmation letter template (includes 6 month review)
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Dear 

Flexible Working Arrangement

As a result of our recent discussions on (date) I am pleased to confirm the details of the flexible working arrangement we have agreed:

 (Outline of working arrangements) with effect from (date).

As you know, this flexible working arrangement will be for a trial period of 6 months. The arrangement will be reviewed with you and your line manager 5 months after the start date (DATE), with a view to reaching a formal agreement for the foreseeable future. At any time during the trial period you or I may request a review of the arrangement, particularly if either of us feel that there are any problems. It is recognised that the needs of the service or the needs of the employee may change from time-to-time.

This flexible working arrangement represents a temporary amendment to your terms and conditions of employment. All other terms and conditions remain the same.

I should be pleased if you would confirm your acceptance of this temporary variation to contract by signing the enclosed copy letter in the space shown below and return.

If you have any questions regarding the flexible working scheme please contact me.

Yours sincerely

(NAME)

(TITLE)

I hereby accept the temporary variation of my contract as expressed above.

Signed: ……………………………………………..

Date…………………………
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