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[Print on or insert Employee’s Letterhead/Address] 

 

Private and Confidential 

 

<<Employee's Name>> 

<<Address>> 

<<Address>> 

<<Post Code>> 

 

<<Date>> 

 

Working Time Regulations 1998 

 

Dear <<Name of Employee>>, 

 

Under the Working Time Regulations, the Company is required, as your employer, to ensure 

that you do not work more than 48 hours per week over the relevant reference period unless 

you have signed an opt-out agreement waiving your statutory rights in this regard.  

The limit on your weekly working hours includes time spent working for other employers. As 

you have not signed an opt-out agreement, please inform [me] OR [<<State Position E.g. 

the HR Manager>>] if you carry out work for another employer. Your written notification 

should include details of the number of hours that you work each week for that employer.  

Please speak to me if you have any questions or concerns. 

 

Yours sincerely 

 

 

<<Name & Title>>  

For and on behalf of <<Company Name>> 
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