ON YOUR COMPANY LETTER HEADED PAPER

Strictly Private & Confidential
NAME
ADDRESS

DATE

Dear NAME,
Acknowledgement of Pregnancy

Congratulations on your pregnancy and thank you for confirming that your baby is due
in MONTH.

Please refer to the enclosed Maternity Employee Factsheet which gives you all the
relevant information regarding your maternity entitlements, plus your rights and
obligations during the remainder of your pregnancy, and for your maternity leave.

The pack contains a Notification of Maternity Leave form, which should be completed
once you have had the opportunity to consider when you wish your leave to start. You
can start your leave at any time, but no earlier than 11 weeks before your Expected
Week of Childbirth (EWC). Please note you are required to give 28 days’ notice of your
intention to start your maternity leave. Please complete and return this form to me at
your earliest convenience so that arrangements can be made to organise your maternity
cover.

As soon as you receive your Maternity Certificate (MATB1 Form) from your doctor or
midwife, please forward this directly to me. This is normally issued to you at around 24
weeks.

Upon receipt of the above documents, | will then write to you to confirm the
arrangements for the start of your maternity leave and to let you know your entitlement
to both maternity leave and pay.

Risk Assessment
As soon as is practicable, your Manager will carry out a risk assessment at your place of

work to ensure that there are no specific risks to your health or your baby’s health
during your pregnancy.
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Annual Holiday Accrual

During your maternity leave, you will continue to accrue annual holiday. Due to the
Working Time Directive a minimum of 20 days holiday (including bank holidays) must
be taken in the calendar year, prior to starting the period of maternity leave. You will
need to take the required number of days as they cannot be paid or accrued. This is not
applicable if your due date is between January and March inclusive.

If you have any queries relating to your maternity leave, please do not hesitate to speak
to your Line Manager.

Yours sincerely

NAME
JOB TITLE

Enc.  Maternity Notification Form
Employee Factsheet - Matemity



