






























































































































































Dear Manager
Maternity/Adoption Leave Curtailment Notice Letter
I am writing to let you know that I want to bring my Maternity/Adoption Leave to an end early. 
I am currently on Maternity/Adoption leave which commenced on dd/mm/yy and wish to give notice to end my leave on dd/mm/yy to enable me to start Shared Parental Leave.  My child was born/placed on dd/mm/yy.

Or

I will be taking a period of Maternity/Adoption leave from dd/mm/yy and intend to return to work on dd/mm/yy to enable me to start Shared Parental Leave.  The expected week of birth/date of placement is dd/mm/yy.

I understand that my leave will end on that date and that normally it will not be possible for me to revoke this notice once it has been given.

I have given this letter to my manager providing at least 8 weeks notice of when I want my leave to commence.

I enclose with this letter either (delete as appropriate)

1) A Maternity/Adoption Leave Curtailment Notice

2) Notice of Entitlement and Intention to take Shared Parental Leave

Yours sincerely
Employee
	








To the Manager
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