

Date

Private & Confidential
<name>
<address>



Dear <name>

I am very sorry to hear the sad news regarding your child, [name], and would like you to know that our thoughts are with you and your family at this difficult time.

I thought it might be helpful to confirm that you are entitled to your full period of Paternity Leave and to Statutory Paternity Pay (delete as appropriate) in the same terms set out in our letter dated [date]. 

[Where leave has not yet started] You previously indicated that that you wanted to take one /two consecutive/separate weeks of Paternity Leave starting on [date] [and date]. However, if you would prefer to start your leave now, please let me know.

You may also be entitled to Compassionate or Parental Bereavement Leave, details of which can be found in the Other Leave and Family Friendly policies.

I have enclosed details of the confidential counselling service we provide for employees. This can be used for both work-related and personal matters.

Please contact me on <<insert telephone number>> if you wish to discuss anything.

Yours Sincerely



<name
<job title>

Enc:	CRISIS counselling information
Cc:	Employee file

    Date     Private & Confidential   < n ame>   < a ddress>         Dear   < n ame>     I am   very sorry to hear the sad news  regarding  your  child ,  [ n ame],  and would like you to know  that our thoughts are with you and your family at this difficult time.     I thought it might be helpful to confirm that you are entitled to your full period of  P aternity  L eave  and to  S tatutory  P aternity  P ay   (delete as appropriate)  in the same terms set out in our  letter  dated   [ d ate].      [Where leave has not yet started ]   You previously indicated that that you wanted to take  one  / two  consecutive/separate weeks of  P aternity  L eave starting on  [ d ate]   [and date] .  However,   if you would prefer to start your leave now, please let me know.     You may also be entitled to Compassionate or Parental Bereavement Leave, details of which  can be found in the Other Leave  and Family Friendly policies .     I have  enclosed details of the confidential counselling service we provide for employees. This  can be used for both work - related and personal matters.     Please contact me on  <<insert telephone number>>   if you wish to discuss anything.     Yours Sincerely         < n ame   < j ob  t itle>     Enc:   CRISIS counselling information   Cc:   Employee file  

