Model letter for Schools to acknowledge notification of maternity leave.  
This letter is drafted for Teaching and Support staff please adjust as appropriate
 








Date:
Dear [name of employee],
Congratulations and thank you for telling me about your pregnancy and the date that your baby is due.  I am writing to confirm your maternity leave and pay entitlements.
As we have discussed, you are eligible for 52 weeks’ maternity leave (39 weeks’ ordinary maternity leave plus 13 weeks’ additional maternity leave) [delete as appropriate].
Given your chosen start date of [insert date], your maternity leave will end on [insert date]. 
If you want to change the date your maternity  leave starts you must, if at all possible, tell me at least 28 days before your proposed new start date or 28 days before [insert date leave starts] (your original start date), whichever is sooner. 
If you decide to return to work before [insert date leave ends], you must give me at least 28 days notice.
As we discussed, your length of service entitles you to [delete as appropriate]: 
· 20 days paid leave in total – comprising of 10 days parental leave and 10 days special paid leave
· X Weeks full pay (offset against any SMP or maternity allowance received)
· X Weeks half pay (But the sum of half pay plus SMP/MA cannot exceed the employees full pay)
· X weeks at the standard rate of SMP/MA or 9/10ths of normal pay if this is less
· X weeks additional (unpaid) maternity leave
This is subject to you returning to local authority employment for at least 3 months. If you leave before the expiry of this 3-month period, then the X weeks maternity pay at half pay will be repayable.
Any period of unpaid maternity leave for which you receive pay or statutory maternity leave (SMP) will be classed as pensionable employment.  Any other absences, you are advised to check with teachers / LG pensions, as to whether the period will be treated as pensionable.  
As your employer I want to make sure that your health and safety as a pregnant mother are protected while you are working, and that you are not exposed to risk.  I have already carried out an assessment to identify hazards in our workplace that could be a risk to any new or expectant mothers. and I will arrange for a specific risk assessment of your job and we will discuss what actions to take if any problems are identified.  If you have any further concerns, following this assessment and specifically in relation to your pregnancy, please let me know immediately.
You cannot work at any time during the first two weeks following the birth of the child. Following this however, you and your line manager may agree 10 Keeping in Touch days that may include work, training or any activity undertaken for the purpose of keeping in touch with the workplace without bringing your maternity leave to an end. 
This 10 day only entitlement can both be broken up and taken as individual days or as a period of days depending on the activity undertaken and local arrangements. You should note though your maternity leave is not extended beyond 52 weeks despite the fact you may have agreed to work up to 10 days during this period.
When planning your return from maternity leave, you should try to keep in contact with your manager, as during any lengthy period of absence, changes are inevitable. You can therefore contact your manager as early as you wish about your return to work. Nonetheless, it will be assumed that you are returning to work at the end of your Ordinary Maternity leave or, if you are entitled to the Additional Maternity Leave, at the end of that period. If you wish to return earlier than this you must however give your manager:21 days notice in writing of your intention to return to work.
You must also provide a copy of your baby’s birth certificate as soon as this is reasonably practical, but no later than the notice to return or return to work date.
If you have any questions about any aspect of your maternity entitlement, please do not hesitate to get in touch with me.
Yours sincerely, 
