Pro Forma 7: Employee Notification of Return to Work
(7 weeks notice to RTW date, wholly in school term)

Note: if you intend to return to work part time please use pro forma 8.

[Insert Principal’s Name]

[Insert Principal’s Title]

[Insert school]

[Insert school address]

Date

Dear [insert Principal’s name]
I commenced my parental leave on [insert date].  I now wish to confirm my intention of returning to work at the expiration of my period of parental leave on [insert date] (this should be at the beginning of a term if you been on leave for less than 104 weeks and your first period of parental leave. In all other cases at the beginning of school year unless by agreement with your employer).

Yours sincerely

[insert name]
