CONFIDENTIAL 

[insert employee’s name]
[insert employee’s address]
[insert employee’s address]
[insert employee’s address]
[insert employee’s address]

[Date]


Dear [insert employee’s name]

Re: Automatic Commencement of Maternity Leave 

Thank you for letting us know that you had your baby on [insert date of birth] and congratulations on your new arrival. 
OR
Thank you for providing your GP’s fit note regarding your absence which started on [insert date - the first day of wholly or partly pregnancy-related absence from the beginning of the 4th week before the expected week of childbirth (EWC)]. 

Under the rules on maternity leave, the birth triggered the start of your maternity leave on [insert date – the day after the birth].
OR
Under the rules on maternity leave, your absence triggered the start of your maternity leave on [insert date - the first day of pregnancy-related absence].
		 
As you intend to return to work after your leave and you are entitled to ordinary maternity leave of 26 weeks plus a further 26 weeks’ additional maternity leave, your return date will be [insert date], if you take your full leave. If you would like to come back earlier than this, you should give at least eight weeks’ notice of your new return date.
		 
You may be eligible for shared parental leave, meaning that you can choose to curtail your maternity leave (i.e. take less maternity leave) and convert the balance into SPL. For further information see our Shared Parental Leave Policy.

Other than as stated above, the details set out in my previous letter will continue to apply. [OR set out maternity pay entitlements if not already provided. See template letter acknowledging notification of pregnancy].
	 
[As previously advised,] while you are on maternity leave, you are permitted to work for up to ten days, or part days, without losing entitlement to statutory maternity pay (“keeping in touch” or “KIT” days). If you wish to make use of this opportunity to keep in touch, please contact me. You are not obliged to work KIT days, but we recommend it as a way of staying in touch. While you are on leave, we will keep you informed with any developments in the Company.
		 
We hope that you will return to work after your maternity leave, but if you decide that you do not want to return to work, you must give [insert as per contract e.g. 1 months’] notice of termination of your employment. You will still be entitled to statutory maternity pay if you do decide to leave.

Yours sincerely



[Insert Name]
[Insert Position]
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