Letter Requesting Employee to attend meeting to discuss Discontinuous Leave Request
[Insert name]

[Insert address]

[Insert date]

Dear [insert name],
Thank you for submitting your notice to take a period of shared parental leave (SPL).
[OR]

Thank you for your notice to vary a previously submitted period of shared parental leave (SPL) request.

You have indicated that you would like to take leave on the following dates:[insert dates submitted on the period of leave notice]

[Optional]You have also confirmed that you wish to claim shared parental pay for the following dates:[insert dates submitted on the period of leave notice] 

As the dates you have requested are discontinuous, before we can confirm whether or not The Company is able to agree to those dates we would like to meet with you to discuss your request in more detail. A meeting has been arranged with [insert names and job titles] on [insert date] at [insert time] in [insert location]. Please confirm you attendance at the meeting as soon as possible. 
Further details of The Company’s Shared Parental Leave policy are available in the Staff Handbook. 
Yours sincerely,
[Insert name]

[Insert job title]

This document is provided as guidance only and is not intended to be a substitute for specific legal advice. 


