	[image: image1.png]] Universit
of Glasgowy




	From:  XXX
XXX
Tel:  0141 330 XXX
E-mail:  XXX@glasgow.ac.uk




Ref:  
<<Date>>
Private & Confidential 

<<Name>>
<<Address>>

Dear <<Name>>
Flexible Working Request
I write in relation to your Flexible Working Request, which was received on <<Date>>, and the subsequent meeting with <<Name>>, <<Title>>, and myself on <<Date>>, at which we discussed your request.
Your request was to work (Insert details of request).  Unfortunately, after careful consideration I regret to inform you that the University is unable to accommodate your request.  The reason for this is (Please refer to at least one of the following statutory reasons however it is important to offer more detailed reasoning based on circumstances of the individual case).
· The burden of additional costs.

· An inability to reorganise work among existing staff.

· An inability to recruit additional staff.

· A detrimental impact on quality.

· A detrimental impact on performance.

· A detrimental effect on ability to meet customer demands.

· Insufficient work for the periods the employee proposes to work.

· A planned structural change to the business.
(If applicable, explain why any other work patterns you may have discussed at the meeting cannot be supported).
I appreciate that this decision will be disappointing to you.  If you wish to appeal, you have 10 days to submit your grounds.  An appeal meeting will be arranged by People & OD with you and an appeal manager.  You may be accompanied by a TU representative or a colleague at this meeting if you wish.  
To Make an Appeal: 

- Log into the UofG Helpdesk at www.gla.ac.uk/help 

- Go back into your request in the MyItems section  

- Open the request, 
- Choose Edit 

- Scroll to the bottom and tick Appeal 

- Complete your Appeal details 

- Submit the form 
Within 10 days of receiving your appeal a member of People and OD will be in touch to schedule the appeal meeting.  

Should you require any further information, please do not hesitate to contact me.
Yours sincerely 

<<Signatory>>
cc:  HR 
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