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Template letter · Private sector
Request for a meeting regarding a flexible working arrangement
First name Surname: [First name Surname]
Address: [Street, house number · Postcode Town/City]
Email / Phone: [Contact details]
For the attention of [company / responsible person]
[Address]

[Place], [date]

Subject: Request for a meeting regarding a flexible working arrangement pursuant to Art. L. 236-1 of the Luxembourg Labour Code

Dear Ms / Mr [Surname],
Under the flexible working arrangements provided for in Article L. 236-1 of the Luxembourg Labour Code, I would like to discuss with you a temporary adjustment to my working arrangements.
I regularly provide personal care or support to [my child / a family member / a person living in my household], who requires substantial care or support for serious medical reasons.
In order to better combine this caregiving responsibility with my work, I would like to discuss the following arrangement with you: [e.g. fixed working hours / flexible working hours / telework / adjustment of the shift schedule / temporary reduction in working hours / another requested arrangement].
If appropriate, this arrangement could apply for the period [from … to … / for … months].
I would like to find a solution that takes account of both the operational requirements of the company and my caregiving situation. I would appreciate the opportunity to discuss this with you in person and to consider the requested arrangement and its practical implementation.
Thank you in advance for taking the time to consider my request. I look forward to hearing from you.
Yours sincerely,
[First name Surname]




	Note: personalise the passages in orange italics. Guidance is provided on page 2.
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How to adapt the template letter
Replace the passages in orange italics with your personal information. The rest of the text can generally remain unchanged.

	1
	Sender and recipient
Enter your contact details, the company or responsible person, the address, place and date.

	2
	Caregiving situation
Choose the wording that fits your situation (e.g. “my child”). Include only the information needed for the request.

	3
	Requested arrangement
State clearly what you would like to discuss: e.g. fixed start/end times, flexible hours, telework, a different shift pattern or a temporary reduction in working hours.

	4
	Period
If you know how long the arrangement will be needed, enter a period. Otherwise, delete this sentence.

	5
	Supporting documents
If the request is based on care or support required for serious medical reasons, keep the required medical certificate available. Attach sensitive documents only if necessary.

	6
	Sending and keeping a copy
Keep a copy of your letter and the reply. Before sending it, check which form or method applies to your situation.



Legal framework
This template concerns flexible working arrangements (formules souples de travail) under Art. L. 236-1 of the Luxembourg Labour Code. It is intended primarily for employees covered by the Labour Code. Different rules may apply in the public sector depending on employment status.

	Good to know · Updated: September 2026
This template is for guidance only and does not replace individual legal advice. If in doubt, seek professional advice.
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