Item 7
Sample letter from Manager/Headteacher

Name

Job Title

Unit/Department

Directorate/School

Work tel:

Date

Dear (Employee)

Request to take Additional Paternity Leave
Thank you for your completed application and relevant certificate.

I am please to confirm that your application has been granted. Therefore your Additional Paternity Leave will commence on the ………………………… and end on the……………… 

Please can I draw your attention to the accompany Paternity and Maternity Support Leave Procedure and ask that if your circumstances change you notify me of these in line with this procedure.

If you have any queries please do not hesitate to contact me.
Yours sincerely
(Line Manager/Headteacher/Principal)

Paternity and maternity support leave
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