Pro Forma 6: Employee Request for Extension of Parental Leave

(21 days prior to the scheduled 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 lengthen the period of my maternity leave by [insert number] weeks.  I will be returning to work on [insert date – note must be at the commencement of a school year even if this extends beyond the 156 minimum entitlement period].

Yours sincerely

[insert name]
