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[bookmark: Appendix_8:_Notice_of_early_return]Instructions for the employee[bookmark: _Toc223979329]Appendix 5: Notice of early return

1. Use this form to tell the HR Operations team that you want to return to work before the date you are expected to return. You must give at least 8 weeks’ notice of the new date. If you do not, your manager can require you to delay the start of your maternity leave until the 8 weeks have elapsed. The new date must be within 1 year of the date that you began maternity leave.
2. Keep your manager (as well as HR) informed so that they can plan appropriately.



1. Your name:


[image: ]
2. Your Employee Number (see pay slip or MyHR):


[image: ]
3. You are expecting me to return from maternity leave on:
[image: ]

4. I now plan to return early on:
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5. Your signature
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6. Date
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[bookmark: Appendix_10:_Opting_for_SMP]	Please confirm with me and my manager that the new date is acceptable.
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