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Appendix C
[DATE]
[EMPLOYEE NAME]

[DEPARTMENT]

Dear XXX

First of all, may I congratulate you on your news and thank you for informing me about your pregnancy and the date your baby is due.

Below is information relating to your maternity leave and pay based on the Maternity Leave Application form that you have completed and provided me along with your MAT B1 form. I will ensure that Payroll receive all the necessary documentation to enable you to be paid appropriately.

You have advised that you wish to start your maternity/adoption leave on …………………and that you expect to take ………….. weeks of maternity leave. Your leave will therefore end on ……………………..Should you wish to change your start date for maternity leave, you must notify me 28 days prior to the original start date of your maternity leave, or if this is not possible, as soon as is reasonably practicable beforehand.
Similarly, if at any point during your Maternity/Adoption leave you decide that you want to return to work at an earlier date, you must write to me giving at least 28 days’ notice of your intentions. 

We have discussed your annual leave arrangements and you have informed me that you wish to [take XX days annual leave prior to commencing your maternity leave OR wish to take XX days annual leave at the end of your maternity leave]. This is taking account of any public holidays which accrue over this period.  
Payroll will provide you with a summary of your maternity entitlement with details of the pay you will receive whilst on maternity leave. If you have any queries about this, please contact the payroll department directly. 

If you wish to, you can work for up to 10 days as Keeping in Touch (KIT) days during your new parent leave without bringing your new parent leave to an end. Should you wish to work any KIT days, please contact me to arrange these. 
[INSERT BELOW FOR MATERNITY APPLICATIONS]

I will also carry out a risk assessment in conjunction with Occupational Health to understand if there is any risk in your current working environment. If you have any concerns about any aspect of your work during your pregnancy, please contact me.

Kind regards

MANAGERS NAME
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