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17th July 2015


Strictly Private & Confidential
Rachel Chandler 
Sent By Email 





	Dear Rachel 

Ref: Maternity Leave

	


Congratulations and thank you for advising me about your pregnancy and the date your baby is due. I am writing to confirm your maternity leave and pay entitlement. 

You are eligible to take up to 52 weeks’ maternity leave (consisting of 26 weeks’ Ordinary Maternity Leave and 26 weeks’ Additional Maternity Leave). Given your chosen start date of 25th October 2015 your Maternity Leave will end on 24th October 2016


It has been agreed that you will take annual leave prior to the start of your maternity leave; this will be between the dates of 12th October 2015 and 23rd October 2015, inclusive. It has also been agreed that you will take 24th October 2016 to 23rd October 2016 as annual leave 

If you decide to end your maternity leave prior to 24th October 2016, as per your statutory requirement, you must give me at least 8 weeks’ notice.  

The earliest that Maternity Leave can start is after the beginning of the 11th week before the expected week of childbirth, unless your baby is born early. Please refer to the maternity calculator on the direct.gov.uk website.

Providing you plan to return to work for a period of at least 6 months following maternity leave you are eligible to receive Company Maternity Pay in addition to your statutory entitlements.  This would bring the total of your maternity pay including Statutory and Company to:-


· 8 weeks at full basic salary (inclusive of SMP)
· 10 weeks at half basic salary (inclusive of SMP)
· 21 weeks at  Statutory Maternity rate  at £138.18 or 90% of your average weekly earnings (whichever is lower)
· The remaining 13 weeks will be unpaid. 

If you decide not to return or choose to leave the Company within 6 months of returning, or are dismissed other than for reasons of redundancy or ill-health, you will be required to pay back the Company Maternity Pay in full.




To qualify for Company Maternity and SMP you must: 
· earn on average at least £111 a week
· give the correct notice 
· give proof you’re pregnant 
· have worked for your employer continuously for at least 26 weeks up to the ‘qualifying week’ - the 15th week before the expected week of childbirth

While you are on maternity leave, during your Ordinary and Additional Leave, you are entitled to your normal employment rights and contractual benefits except for wages.  This might, for example, include any access to a company car. 

You will still build up all of your entitlements to paid annual leave throughout your Ordinary and Additional Maternity Leave. You can add annual leave to the beginning or end of your maternity leave.  

During your maternity leave it can be helpful to maintain contact with your place of work. As your employer we are entitled to make reasonable contact with you.  This might be to discuss such things as your return to work or any significant changes in the business, for example. 

You are entitled, if you wish, to ‘Keeping in Touch’ days during your maternity leave without losing your statutory maternity pay or bringing your leave to an end.  The Keeping in Touch days may only be worked with both agreement from you and the Company.  The Keeping in Touch days are useful for training or team events.  You will need to agree with your line manager what is to be done on your Keeping in Touch days. The amount of SMP will count towards any contractual pay received on these ‘Keeping In Touch Days’ (KIT).

You cannot work during your Compulsory Maternity Leave which is the two weeks immediately after your child is born.
  
As your employer, we would like to ensure that your health and safety, as a pregnant woman, is protected while you are working, and that you are not exposed to risk.  Your Line Manager should have already carried out an assessment to identify hazards in our workplace that could be a risk to any new, expectant, or breastfeeding mothers.  Now you have told us you are pregnant your line manager will arrange for a specific risk assessment of your job and 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. 

If you decide not to return to work you must still give your line manager/HR Service Centre due notice, as laid out in your contract of employment.  Your decision will not affect your entitlement to SMP. 

If you propose to return to work early without using your full 52-week maternity leave entitlement and/or your entitlement to SMP, you may be eligible to transfer your outstanding maternity leave, plus any outstanding SMP to your spouse, civil partner or partner, or the father of your child, to be taken by him/her as additional paternity leave on your return to work. For more details of Shared Parental Leave please contact myself.
If you do not understand the implications or contents of this letter then please contact your line manager who will be able to explain further.  


Yours sincerely

[image: ]

Hannah Cooke
HR Advisor 

For and on behalf of InHealth Ltd
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