





























































































































































Dear ……….

Shared Parental Leave: Refusal of a discontinuous leave booking 
Thank you for submitting your notice to take a period of shared parental leave (SPL) that was given on dd/mm/yy. You have indicated that you would like to take leave on the following dates:

[Insert dates submitted on the period of leave notice]

Having given the proposal thorough consideration, I regret I am unable to agree to the pattern of discontinuous leave that you requested.

I discussed alternative options with you, but agreement to an alternative pattern of leave has not been reached because [insert reasons why the pattern of leave requested cannot be accommodated].

Given that we have not reached agreement, you have the following options:

· To take the discontinuous periods of leave requested in one continuous block, beginning on the original start date.

· To take the continuous block of leave starting on a new date. The new start date cannot be sooner than eight weeks from the date you submitted your original SPL notification.

· To withdraw your leave request at any time within the next 15 days. If the request is withdrawn in these circumstances it will not count as one of your three requests to book SPL.  You can then take some more time to consider your leave options and resubmit your request at a later date.
Please confirm your decision to me in writing within the next 15 days.

If you have any questions about any aspect of your Shared Parental Leave and/or pay entitlement, please speak to me or the Shared Services Centre.
Yours sincerely

Manager
cc: SSC
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