Employee’s Name

Address

Address

Address

[DATE]

Dear [NAME]

	RE: Maternity Leave


Congratulations and thank you for confirming the intended date for your maternity leave. This letter is to confirm details of your forthcoming maternity leave.

As we discussed, you are entitled to 52 weeks maternity leave, consisting of 26 weeks Ordinary Maternity Leave and 26 weeks Additional Maternity Leave.

Commencing Maternity Leave

Your MATB1 form indicates that your expected week of childbirth is the week commencing [DATE].

You have indicated that you would like [DATE] to be your last working day. Therefore your maternity leave will commence on [DATE]. If you wish to change your maternity leave start date, please provide as much notice as is reasonably practicable, ideally with at least 28 days notice if possible.

Please note that if you are off sick for reasons related to pregnancy during the four week period prior to your expected week of childbirth, your maternity leave will be automatically triggered from the first date of sickness.

Maternity Pay
[EITHER]
You are entitled to 39 weeks’ Statutory Maternity Pay (SMP) which is made up as follows:

· 90% of your normal pay for the first 6 weeks or SMP, whichever is higher

· The standard SMP rate for the next 33 weeks

· The remainder of your maternity leave will be unpaid 

[OR]

You are not entitled to Statutory Maternity Pay. You should contact your local Job Centre Plus to claim Maternity Allowance (MA).
You may also want to give details here about any Company Maternity Pay that may be offered.

Keeping In Touch (KIT) Days

You have 10 KIT days during your pregnancy which can be taken without affecting your SMP.

Please not that neither you nor the Company is obliged to agree to KIT days.
 Annual Leave

When you start you maternity leave you will have used all your annual leave entitlement for year ended [END OF HOLIDAY YEAR] except for [  ] days which you will carry forward. 

Your contractual annual leave and bank holidays will continue to accrue during your maternity leave. 
Returning to Work
Should you wish to return to work before the end of your full period of maternity leave, you must give at least 8 weeks’ notice in writing of the new date of your return. If you decide not to return to work you are required to give written notice as detailed in your contract of employment.

For further details on maternity leave please see the Maternity Policy in the Staff Handbook. 
I trust the above information is of help to you; however, should you have any questions about your maternity leave or your maternity pay, please do not hesitate to contact me. 

Kind regards

