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Sample letter from Employee

Name

Job Title

Unit/Department

Directorate/School

Work tel:

Home Tel:

Date

Dear (Line Manager/ Headteacher/Principal)

Request to take Maternity Support Leave / Paternity Leave

I am writing to request maternity support leave or paternity leave or maternity support leave and one week of paternity leave. My relationship to the expectant mother / adoptive parent and the child is (describe).

The child is due to arrive on (date). I therefore would like my leave to commence on (date), and return to work on (date). However, in the event that the date of arrival changes, I may wish to change these dates accordingly and will notify you as soon as possible.

I enclose a copy of the MATB1 form / Adoption Matching Certificate.

Yours sincerely,
(Employee)
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