Letter to employee postponing early return (Adoption leave)
[date]

[Employee’s name]

[Employee’s address]

Dear [NAME]

Thank you for your letter dated [DATE] advising us that you wish to return to work before the end of your adoption leave on [DATE]. 

Unfortunately as you have given us insufficient notice, we are unable to accommodate your early return to work.  However we can suggest [DATE] as an alternative early return to work date if this is convenient to you.  

[Also as it is our usual practice for employees returning from adoption leave, I would like to meet with you ahead of your return simply to discuss any special arrangements and fill you in on anything it would be helpful for you to know before your return to work.  If the above date is convenient for you to return to work, then I would propose we meet on [DATE] and [TIME] either here or if you prefer, somewhere more convenient to your home.]
Please would you confirm the suitability of both the above dates.

I look forward to hearing from you and seeing you soon.

Yours sincerely

[name]

[job title]

