
Parental leave extension – acknowledgement letter – not approved
Date
Employee name
Employee address 
Dear employee name
Your Request for Parental Leave Extension
Employer name has received your request to extend your time off work for parental leave for a further 12 months.  After careful consideration, Employer name is unable to accommodate your request.
The reasons your request to extend your parental leave has not been approved are as follows:
· List reasons – ensure to highlight specific business impacts etc.
· 
Although we are unable to accommodate an extension to your parental leave for a further 12 months, we are able to offer an extension for specify term e.g. 6 months.  If you wish to take up this offer for an extension, please contact contact name within seven (7) days to confirm.
If you do not wish to take up our offer for an extension, the previously agreed return to work date of date will remain in place.
Please contact contact name if you wish to discuss any detail relating to your parental leave or the contents of this letter.
Yours faithfully,


Signatory name
Signatory position
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