Pro Forma 5: Employee Notice, Shortening of Parental leave
(7 weeks notice required prior to proposed return to work date)

[Insert Principal’s Name]

[Insert Principal’s Title]

[Insert school]

[Insert school address]

Date

Dear [insert Principal’s name]

I left work on [insert date] to commence [insert number] weeks parental leave.  I now wish to shorten my leave by [insert number] weeks and return to work on [insert date].  I seek your consent to do so.

Yours sincerely

[insert name]
