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Pro Forma 8: Employee Notification of Return to Work on a Part-Time Basis

(7 weeks notice of return to work date wholly within a school term but we recommend that you advise your employer earlier to allow time for school to prepare and for negotiations to take place if they are necessary)

 [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 school year or term. Must commence at the beginning of a school year if a subsequent pregnancy and if you have accessed more than 104 weeks parental leave in the period of parental leave, if no agreement with your employer).

In addition to this, for family reasons I am requesting that I return on a part-time basis in accordance with clause 1.5 of the Victorian Catholic Education Multi Employer Agreement 2008 and in accordance with the Equal Opportunity Act of Victoria for a period of [insert time period i.e. months, years]. 

(Include your FTE fraction or hours per week preference and reason. For example. the following may guide you….)

Ideally, I would prefer to work from [0.x to 0.x FTE] over no more than [example 4 days]. I would appreciate having my load made up of as many full days as possible to ensure that my family responsibilities and care arrangements can be accommodated.

I would appreciate it greatly if we could confirm the hours I will work, the days I will be required to work and the period of part-time employment in a part-time work agreement in accordance with clause 1.5.6 of the Victorian Catholic Education Multi-Employer Agreement 2008.
 I look forward to your response and the opportunity to meet with you to discuss my request.

Yours sincerely

[insert name]
