FORM ML2


Liverpool Hope University
NOTIFICATION OF EARLY RETURN FROM 
MATERNITY LEAVE

Please read the University’s Maternity Policy and Maternity Guidelines, available from the Human Resources Department, before you complete this form.  Further advice can be obtained from the Human Resources Department.  

If you wish to return to work before the end of your entitlement to 52 weeks’ maternity leave, you should complete this form and return it to the Human Resources Department giving at least eight weeks (i.e. 56 days) notice.

Please complete this form in BLOCK CAPITALS

Section 1: Personal Details

FULL NAME:  ………………………………………………….

Ms/Miss/Mrs/Dr/Prof  ……………

JOB TITLE:  ……………………..…………………………………………………………………………..

DEANERY/DEPARTMENT:  ……………………………..…………………………………………………

HOME ADDRESS:  ………………………..……………………………………………………………….

Please inform the Human Resources Department if your home address changes during your maternity leave

…………………………………………………………………………………………………………………

POST CODE:  …………..……  TEL No (Work)  …………..…  (Home)  ……….…………...………...

Section 2: Early Return Notification

You will be expected back to work at the end of your full maternity leave entitlement; i.e. at the end your 52 weeks maternity leave entitlement.  If you wish to return earlier you must give the University at least eight weeks (i.e. 56 days) written notice.  

Date Maternity Leave Commenced: ..………………………………..……………………………………

I give formal notification that I wish my maternity leave to end on  …………………………….……...

Section 3: (Optional) Changing your Return to Work Date

If you have already notified the University that you wish to return to work before the end of your maternity leave, you are entitled to change your mind.  However, in these circumstances you must give the Human Resources Department written notice of this new, later, date of return at least eight weeks before the original return date. 
Original date notified as end of maternity leave: ……………….………………………………………..

I give formal notification that I now wish my maternity leave to end on: …...…………………………
Signed: ......................................................................
Date: .................................................
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