ROYAL HOLLOWAY

University London

NOTIFICATION TO VARY THE DATES OF
 ORDINARY PATERNITY LEAVE

Name of employee:

Payroll Number:

Date of commencement of employment:

I previously notified you that I wished to take a period of [one week's/two weeks']* paid ordinary paternity leave from [date] to [date].  I now wish to vary these arrangements. Instead of the above, I would like to take [one week's/two weeks'] ordinary paternity leave from [date] to [date].  The leave requested relates to the [date child is expected].

Employee's signature:

Date:

Please return to the Human Resources Department at least 28 days prior to the date on which you now wish to start your ordinary paternity leave.

*Delete as appropriate
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