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Dear Ms Tea,Name
I hope you have enjoyed your time away from the University and have found it to be a rewarding experience. 

We note that your current leave booking is due to expire on date. To assist in staff planning, it would be appreciated if you could notify the University of your intention to return to work effective date or take additional leave.

For further information about the range of options available to support you in returning to work, please refer to www.unisa.edu.au/hrm/equity/parental-leave/returning.asp 

Please find enclosed the Return to Work from Long Term Leave (HRIS010) form and a Leave of Absence (HRIS008) form. It would be appreciated if you could please complete the relevant form, and return to me at your earliest convenience and no later than four weeks before the end of your leave booking.

Please feel free to contact your supervisor, supervisor name, or your local Human Resources professional, should you have any questions relating to your return to work options so that we are able to assist you in a smooth transition back to work.

We look forward to welcoming you back to Division/School/Portfolio/Unit.
Yours sincerely

Ms Vashti Wallace
Co ordinator: Human Resources
Division of Business and Enterprise
per: N LombardName
Position title
Unit
Enc

Return to work from long term leave (HRIS010)

Leave of absence form (HRIS008)
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t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au
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