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APPENDIX C
Private and Confidential

DATE

NAME

ADDRESS

ADDRESS

ADDRESS

Dear NAME,

First of all may I congratulate you on your news and thank you for informing me that you wish to take new parent support leave (paternity leave).

As previously discussed, you are entitled to take either one week or two consecutive weeks’ paternity leave. You have indicated that you intend to take [one weeks’] or [two consecutive weeks’] paternity leave. You have advised that you intend to commence your paternity leave on [date], meaning your paternity leave will end on [date], with your return to work date being [date].
If you want to amend the date on which you start your paternity leave you must, where possible, you will need to provide at least 28 days’ notice.
Whilst on paternity leave, you will continue to accrue annual leave including public holidays, and there will be no changes to your terms and conditions of employment.
If you have any queries or need further advice please do not hesitate to contact me. I have enclosed a copy of the Trust’s New Parent Support Leave and Pay Policy with this letter for your information.  

Yours sincerely,
MANAGERS NAME

DEPARTMENT

cc
Personal File

