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Example content: 

 
Contact Name 
Street Address 
Suburb State Postal Code 
 
 
Dear Contact Name, 
 
We wish to confirm approval of your application for maternity/paternity/ adoption leave.  
 
Your leave will commence on Commencement Date, and conclude when you resume your duties on Return 
Date. If at any time during your maternity/paternity/adoption leave you wish to extend or reduce the period, 
you are required to provide a minimum of 14 days' notice in writing.  
 
Your maternity/paternity/adoption leave has been authorised subject to: 
 
a) the maximum period of leave available to you (52 weeks) being reduced by any period of 

maternity/paternity/adoption leave taken by the child’s other parent.  
 
b) each parent taking any period of maternity/paternity/adoption leave separately from the other, 

except for one week’s leave which can be taken concurrently by both parents at the time of 
birth/adoption. 

 
Please note that maternity/paternity/adoption leave is unpaid, and you will therefore receive no 
remuneration during the period of leave. Your continuity of service will not be broken, however no leave 
entitlements will accrue during your period of maternity/paternity/adoption leave. 
 
You will return to your current position (or if no longer available, an equivalent position) at the conclusion of 
your maternity/paternity/adoption leave. A temporary employee may be assigned to your position during 
your period of leave. 
 
Please do not hesitate to contact me should you require further information regarding this matter. In the 
meantime, we wish you all the best as you plan for the arrival of your child. 
 
 
Yours faithfully, 
 
 
Name 
Position 
 

 


