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	Subject:  MATERNITY LEAVE




Dear

Thank you for advising me that you intend to take maternity leave and the date that your baby is due, as detailed on your MatB1.  The provisions for maternity pay and leave as they affect you are as follows:-

As outlined in the Maternity Guide that I have previously sent to you, you are eligible for 26 weeks ordinary maternity leave (OML) and 26 weeks additional maternity leave (AML).
I note that you intend commencing your maternity leave on ******** and, therefore, you must return to work by **********.  

If you wish to change the date of commencement of your maternity leave, you must, if at all possible, tell me at least 21 days before your proposed new start date or 21 days before ********** (your original start date), whichever is the sooner.

You are not obliged to inform us if you are returning to work after your period of AML, as we will assume that you intend to take the full period of leave. However, if you decide to return to work before ************ again, you must give at least 21 days notice.

You may not return to work within two weeks of the birth of your child at the earliest.
If you decide not to return to work you must still give me appropriate notice, according to your employment contract.  Your decision may affect your maternity pay entitlement.

The Payroll Team will write to you to inform you of your maternity pay entitlement. If you have any queries about your pay, please contact the Payroll Team (Tel: 0161 793 2689).
During your period of OML, you are entitled to the same terms and conditions of employment that you would have received if you were at work, with the exception of pay. Your continuity of employment will remain unaffected during both OML and AML.
As your employer I want to ensure that your health and safety as a pregnant mother are protected whilst you are working, and that you are not exposed to risk.  I have already carried out an assessment to identify hazards in our work place that could be a risk to any new, expectant, or breastfeeding mothers.  Now that you have confirmed that you are pregnant your  manager should arrange for a specific risk assessment of your job to take place and discuss what actions to take if any problems are identified.   Please advise me if this does not occur, and if you have any further concerns following this assessment and specifically in relation to your pregnancy, let me know immediately.
You are entitled to reasonable paid time off during working hours to attend antenatal appointments.

You can work during your maternity leave on a "keeping in touch" (KIT) day without bringing your maternity leave to an end or losing your SMP. You can work for up to ten KIT days during your maternity leave but you cannot work on a such a day until at least two weeks after the birth of your child. Both yourself and your manager must agree that you will work on a KIT day. You do not have to work on such a day if you do not wish to do so.  The total duration of your maternity leave period will remain at 52 weeks regardless of whether or not you work on a KIT day. 
Your manager  is entitled to make reasonable contact with you during your maternity leave. They may contact you to discuss, for example, whether or not your planned date of return has changed or is likely to do so or to discuss  flexible working arrangements. You are also entitled to make reasonable contact  with your manager or HR Advisor during your maternity leave.

I hope that this information is useful and will help you to make plans during your pregnancy. If you have any questions about any aspect of your maternity entitlement please do not hesitate to contact me, or any member of the Human Resource Team on the telephone number above.  Please accept my best wishes for your confinement.

Yours sincerely

Name

Job Title

 For the xxxxxxxx
