Letter E: Refusal of a discontinuous leave booking 
Dear [X]
Thank you for your application for Shared Parental Leave that was given on [date]. 
Further to our meeting, and having given the proposal thorough consideration, I regret that the Institution is unable to agree to the pattern of discontinuous leave that you requested.

Unless you advise me by return of the slip below by [15 days from initial notice] that your application is withdrawn, the total amount of leave requested, amounting to [x] weeks, will automatically become a continuous block starting on the start date you originally requested [date]. The HR Division will write to you formally granting your leave and to confirm the details of your leave and, if entitled, statutory shared parental pay.
If you would like the continuous period to begin on a different date please let me know on or before [19 days from initial notice]. Please remember that the start date cannot be sooner than eight weeks from the date your original notice was given.

If you have any questions about any aspect of your Shared Parental Leave and/or pay entitlement, please do not hesitate to contact me or [name of individual/HRA].

Yours sincerely

-------------------------------------------------------------------------------------------------------------- 

I have received your letter dated outlining the decision to decline my application for a period of discontinuous shared parental leave. 

I would not like to take my shared parental leave as a continuous block and I therefore wish to withdraw my application. 

I understand that this withdrawal will not count towards one of my three permitted applications.

Signed………………………………………………………… Date……………………..
