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	PARENTAL LEAVE

SAMPLE LETTER FOR NUT MEMBERS 

MAY 2013

	


This sample letter may be used to request parental leave.  Notice should be provided at least 21 days before the leave is to start.  See also the NUT’s fact sheet: Parental Leave: Guidance for all NUT Members.

	Dear
Local Authority Personnel Officer 
         
[community, voluntary controlled, maintained nursery, special school]. 

        
Chair of Governors 
         
[foundation, foundation trust, voluntary aided, independent school, academy, sixth        form college].

Request for Parental Leave

This is my formal request to take parental leave.

Although I am applying to [X local authority or X governing body] as my employer, I understand that my head teacher/principal and governing body will consider my request. I will of course be happy to discuss this further with my head teacher/principal. 
I confirm that I am eligible to apply for parental leave.  I have been continuously employed by my current employer for a period of not less than one year.

I am making this request to take parental leave no later than my [youngest child's 5th birthday; my disabled child's 18th birthday; the fifth anniversary of the placement of my adopted child.]  I confirm that I [have or expect to have] parental responsibility for my child and enclose evidence of my relationship to my child (e.g., MAT B1; birth certificate; adoption certificate, etc.)
I would like my parental leave to start on [date] [the expected week of childbirth] [the expected week of placement] and to last for [x weeks; or x days if the child is disabled].

My personal details are as follows:

Name: 
School:

Position:

DfE number:

I would be grateful if you could confirm receipt of my application and look forward to receiving your response.

Yours sincerely

[Member's Signature]

c.c.
Head teacher or Principal
Chair of governors 
[community, voluntary controlled, maintained nursery or special school]
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