Model letter for departments to acknowledge notification of a period of paternity/partner leave
Dear [name of employee],

Thank you for meeting with me to discuss your plans to take paternity leave.  I am writing to confirm the details that we have agreed of your:

· Statutory Paternity Leave (SPL) and/or
· Oxford University Additional Paternity/Partner Leave (OUAPPL). 
Amount and pattern of leave

As we have discussed you are entitled to up to two weeks SPL (to be taken in a single block or two separate blocks) and up to a further 10 weeks of OUAPPL (to be taken in a single block or up to three separate blocks).

[include one the three options below]:
You have requested to take X number of weeks of SPL and X weeks of OUAPPL split as follows:

Statutory Paternity Leave

[Choose one of the following paragraphs:]

You have chosen to take a continuous block of [one week/two weeks] SPL leave, and your chosen start date is [insert date], your SPL will end on [insert date].
OR

You have chosen to take your SPL leave in two separate blocks. 
Block 1 [please state dates]
Block 2 [please state dates]
Oxford University Additional Paternity/Partner Leave 

[Choose one of the following paragraphs:]

You have chosen to take a continuous block of OUAPPL leave, and your chosen start date is [insert date], your OUAPPL will end on [insert date].
OR

You have chosen to take your OUAPPL leave in X separate blocks. 
Block 1 [please state dates]
Block 2 [please state dates]

Block 3 [please state dates]
If you wish to change the dates of your leave, please contact me to discuss your request further in the first instance. 
To change the dates of a booked period of SPL you need to give at least 28 days notice.

To change the dates of a booked period of OUAPPL you need to give at least 8 weeks notice.

Full details on the notification process can be found on the HR Support website at: https://hr.web.ox.ac.uk/paternity-leave 
Please note that should you wish to book any periods of Shared Parental Leave in addition to SPL and OUAPPL, the maximum amount of leave at the rate of full pay that is available through any combination of these schemes will be 26 weeks.

If you have any questions about any aspect of your family leave entitlement please do not hesitate to get in touch with me. 
Yours sincerely,

