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Letter	confirming	arrangements	for	returning	to	work	from	maternity	leave

you	have	to	write	to	your	employer	to	say	that	you	are	pregnant	if	you	want	your	employer	to	act	to	remove	any	health	and	safety	risk.	you	can	oate	this	letter	at	any	time	in	your	pregnancy.	It	may	be	useful	to	have	a	letter	from	your	midwife	or	gp	if	there	are	particular	risks	related	to	your	pregnancy.	think	about	who	to	send	your	letter	/	email	and	if
you	should	send	a	copy	to	anyone	else.	your	line	manager,	senior	managers,	hr	department	or	union	representative.	â	copy	and	paste	the	following	text	into	an	email	or	letter	and	complete	the	sections	in	[book	staffe.]	is	a	good	idea	to	include	the	â€	œnote	to	employers	"in	your	email	or	letter.	I'm	writing	to	inform	you	that	I'm	pregnant.	Please,	you
may	assess	any	health	and	safety	risk	that	arises	during	my	pregnancy	or	which	may	affect	my	child	and	take	reasonable	actions	to	remove	any	risk.	I	would	like	to	meet	you	to	discuss	the	health	and	safety	risks	associated	with	my	work	and	my	pregnancy.	I	am	particularly	concerned	about	[inserting	the	main	problems	you	are	experiencing	e.g.	long
standing	periods,	heavy	lifting,	lack	of	toilet	breaks,	risks	from	patients	etc.]	face	sincerely,	[your	name]	note	to	the	employer:	you	must	consider	any	risks	to	the	new	and	expectations	of	mothers	and	their	children	who	have	been	identified	in	the	risk	of	job	assessment.	is	a	good	practice	meeting	your	employee	to	discuss	any	health	and	safety	risk
associated	with	its	role	or	regarding	its	pregnancy.	once	you	have	been	notified	in	writing	that	your	employee	is	pregnant	you	have	to	take	a	reasonable	action	to	remove	any	risks,	such	as	changing	his	working	conditions	or	working	hours.	this	may	include	providing	extra	breaks	or	somewhere	to	sit	down.	You	have	to	provide	somewhere	to	rest	a
pregnant	woman.	if	you	cannot	avoid	the	risks	you	must	offer	your	proper	alternative	work	on	terms	and	conditions	similar.	If	there	is	no	suitable	alternative	work,	you	must	suspend	it	to	full	pay	for	as	long	as	necessary	to	avoid	risks.	you	can	ask	your	employee	to	provide	a	letter	of	his	doctor	confirming	his	pregnancy	(not	his	matb1	maternity
certificate	as	it	is	not	issued	until	at	least	week	20.)	see:	www.gov.uk/working-when-pregnant-your-s	and	www.hse.gov.uk/Mothers/	email	/	letter	to	notify	the	employer	of	a	reasonable	appointments	that	you	have	right	to	a	time	renatale	you	should	try	to	minimize	interruptions	as	much	as	possible	by	organizing	appointments	at	the	beginning	or	at	the
end	of	the	day	or	on	non-work	days,	but	your	employer	must	not	refuse	thepaid.	Think	about	who	to	notice	your	prenatal	appointments	and	if	you	need	to	copy	into	someone	else	e.g.	Your	line	manager,	HR	department	or	payroll.	Ã©	Copy	and	paste	the	following	text	into	an	e-mail	or	letter	and	complete	the	sections	in	[square	boxes].	It	is	a	good	idea
to	include	the	â	̈	̈	̈	known	to	employers	“in	your	or	letter.	Dear	[name	of	employer],	I	would	take	the	time	off	[inert	date]	for	an	antenatal	appointment.	My	appointment	and	'inert	hour.	I'll	have	to	leave	work	to	[inert	time]	and	I	hope	to	return	to	work	at	[time	inert].	[Or	you	could	let	the	your	employer	that	you	have	an	early	appointment,	and	will	be	at
work	later	or	you	will	leave	work	early	due	to	an	antenatal	appointment.]	Your	sincerely,	[your	name]	Note	to	employer	work:	employees	are	entitled	to	a	reasonable	time	to	rest	during	working	hours	for	their	antenatal	care.	Antenatal	care	includes	scans,	appointments	and	any	other	class	recommended	by	a	doctor	registered	as	part	of	the	antenatal
care	of	women.	The	leisure	include	reasonable	travel	time	and	waiting.	You	have	the	right	to	request	proof	of	pregnancy	by	a	registered	medical	practitioner	and	the	proof	of	the	appointment,	such	as	an	appointment	card	or	letter,	for	all	but	the	first	appointment.	An	employee	is	entitled	to	be	paid	his	normal	hourly	rate	for	time	off	during	normal
working	hours.	You	have	the	right	to	ask	your	employer	to	minimize	the	disruption	as	much	as	possible,	for	example	by	organizing	events	at	the	beginning	or	end	of	the	day,	but	you	do	not	refuse	reasonable	time	payment	if	it	is	not	able	to	do	so	since	there	may	be	little	flexibility	in	appointment	times	and	clinics	they	may	be	committed.	Every
pregnancy	is	different	and	some	employees	may	need	more	appointments	than	others.	See:	www.gov.uk/working-quando-pregnant-your-rights	Email	/	letter	to	the	employer	to	give	notice	for	maternity	leave	and	pay	You	must	give	this	notice	to	your	employer	before	the	end	of	the	15th	week	before	your	baby	is	due	at	the	latest.	You	will	not	be	able	to
give	this	notice	until	they	receive	maternity	MATB1	certificate	will	be	issued	by	your	midwife	or	GP	once	you're	at	least	20	weeks	pregnant.	For	a	maternity	leave	and	pay	for	a	computer	see:	Copy	and	paste	the	following	text	into	an	e-mail	or	letter	and	complete	sections	in	[square	brackets].	It's	a	good	idea	to	include	â	Note	employers	to	lavoroâ	in
your	e-mail	or	letter.	Dear	[name	of	employer],	I	am	writing	to	inform	you	of	my	pregnancy.	My	week	of	scheduled	delivery	is	[arrival].	I	will	start	my	maternity	leave	to	[the	aggregate	output	you	want	to	start	your	maternity]	leave.	I	close	my	certificate	maternity	MATB1.	Please	be	able	to	confirm	that	the	compensation	will	I	receive	statutory
maternity.	Your	sincerely,	[your	name]	Note	to	the	employer:	The	first	maternity	leave	can	start	is	11	weeks	before	the	expected	week	of	childbirth.	Yours	can	choose	when	to	start	his	maternity	leave,	except:	if	his	child	was	born	early,	his	maternity	leave	will	begin	the	day	after	the	day	when	his	child	was	born,	or	if	he	is	absent	from	work	entirely	or
partly	because	of	pregnancy	in	the	four	weeks	prior	to	the	week	of	childbirth,	his	maternity	leave	will	begin	the	day	after	the	first	day	whenHe’s	absent.	You	must	write	to	your	employee	within	28	days	of	receiving	the	letter/e-mail	confirming	the	expiry	date	of	the	maternity	leave.	Your	employee	is	entitled	to	maternity	leave	for	up	to	52	weeks.	You
need	to	calculate	the	employeeâ​​s	entitlement	to	statutory	maternity	allowance.	If	you	are	not	entitled	to	SMP,	you	must	give	your	SMP1	form	within	28	days	explaining	why	you	are	not	entitled	to	SMP.	For	an	employers'	guide,	please	consult	the	following	Web	address:	.	For	maternity	leave	and	salary	calculation	see:	Email/letter	to	inform	the
employer	that	you	are	absent	due	to	pregnancy-related	illness	If	you	are	sick,	you	must	follow	the	employer’s	normal	illness	procedures	and	provide	fitness	notes	as	required	by	the	employer.	If	your	absence	is	related	to	pregnancy,	make	sure	your	family	doctor	puts	it	on	your	card.It’s	Copy	and	paste	the	following	text	into	an	email	or	letter	and
complete	the	sections	in	square	brackets.	It	is	a	good	idea	to	include	the	“Note	to	Employers”	in	your	email	or	letter.	Dear	[employer’s	name],	I	am	writing	to	let	you	know	that	I	am	sick	due	to	pregnancy.	[You	can	provide	further	details	of	your	sick	leave,	if	you	wish.]	My	sick	leave	started	on	[insert	date].	I	hope	to	return	to	work	on	[insert	date,	if
noted].	Kind	regards	[your	name]	Note	to	the	employer:	Absences	due	to	pregnancy-related	illness	should	be	recorded	separately	from	other	absences,	so	as	not	to	cause	any	harm	to	your	employee.	Absence	due	to	pregnancy-related	illness	should	not	be	used	for	dismissal	or	disciplinary	purposes.	Female	workers	are	protected	against	discrimination
during	pregnancy.	Your	normal	health	policy	will	be	applied.	In	the	event	of	total	or	partial	absence	from	work	due	to	pregnancy	during	the	four	weeks	preceding	the	week	due	to	confinement,	maternity	leave	may	start	on	the	day	following	the	first	day	of	absence.	E-mail/letter	to	the	employer	requesting	an	informal	meeting	to	discuss	issues	during
pregnancy	Note	to	the	employee:	If	you	have	problems	at	work	during	pregnancy,	it	is	best	to	talk	to	the	person	involved	to	try	to	resolve	the	problem	amicably.	If	this	doesn’t	work	you	can	write	a	letter/email	and	ask	to	meet	them	to	discuss	it	informally.	Think	about	who	to	send	the	letter/email	and	whether	to	copy	it	to	someone	else,	e.g.	your	line
manager,	senior	manager,	HR	department,	payroll,	union	representative.It’s	Copy	and	paste	the	following	text	into	an	email	or	letter	and	complete	the	sections	between	[square	brackets].	Ã	̈	It	is	a	good	idea	to	include	the	Â”Note	to	Dear	[the	employer's	name],	I	write	to	you	to	ask	you	the	opportunity	to	informally	talk	to	her	about	a	job	problem	that
occurred	during	my	pregnancy.	[Indicate	what	happened,	for	example:	I	asked	for	a	break	for	my	prenatal	appointments	or	asked	for	changes	to	my	working	conditions	or	my	working	hoursof	health	and	safety	during	pregnancy	or	I	took	the	sick	leave	due	to	my	pregnancy.]	I	have	experienced	some	problems	with	this	because	[to	understand	what	the
problem	is,	for	example,	colleagues	seem	to	feel	free	time	for	mine	Antenatal	appointments	or	no	changes	have	been	made	to	my	working	conditions	and	this	is	causing	health	problems	or	I	feel	that	I	am	unjustly	treated	because	I	had	to	take	some	free	time	with	my	pregnancy.]	It	could	let	me	know	if	it	would	be	in	Can	I	meet	to	discuss	this	problem
next	week?	I	can	not	wait	to	meet	you.	Your	sincerely,	[your	name]	Note	to	the	employer:	employers	are	encouraged	to	solve	work	problems	in	a	casual	way,	where	possible.	Employees	do	not	have	the	right	to	be	accompanied	to	an	informal	meeting,	but	if	they	want	to	bring	someone	with	them,	for	example	to	take	notes	or	for	moral	support,	they
must	tell	you	before	the	meeting	and	the	state	it	is.	You	can	reject	a	request	to	be	accompanied,	but	it	is	good	practice	to	allow	it.	In	order	to	help	solve	problems	with	work	there	is	information	for	employers	from	Acas	www.acas.org.uk/index.aspx?articlesid=1753	and	the	Commission	for	Human	Rights	and	Equality	www.	human	rights
omani.com/en/managing-pregnancy-and-maternity-workplace/help-and-support-imbloyers	email	/	letter	to	inform	the	employer	you	want	to	make	a	complaint	using	their	mourning	procedure	if	it	is	not	It	was	possible	to	solve	a	problem	informally	you	should	make	a	formal	complaint	in	writing	using	the	mourning	procedure	of	the	employer.	You	should
present	the	complaint	as	soon	as	possible.	The	slowness	should	be	sent	to	someone	different	from	the	person	who	complains	for	example	your	line	manager,	a	senior	manager	or	HR	department.	Copy	and	paste	the	following	text	into	an	e-mail	or	letter	and	complete	the	sections	in	[Square	Parenthesi].	It's	a	good	idea	to	include	the	employers	â	€	™-	in
your	e-mail	or	letter.	Remember:	if	you	want	to	ask	a	court	question	there	is	a	three-month	time	limit	(minus	one	day)	from	the	act	that	complains.	You	will	need	to	contact	Acas	for	early	reconciliation	before	you	can	start	a	complaint	in	a	court.	Dear	[Name	of	the	Employer],	I	would	like	to	make	a	formal	complaint	using	your	mourning	procedure.	I
tried	to	solve	the	problem	informally.	[Go	down	with	whom	you	spoke	and	when	and	give	details	of	any	meetings	that	took	place	to	discuss	the	question.]	Unfortunately	we	were	unable	to	solve	the	problem	and	I	would	now	like	to	lift	a	slowness.	The	reason	for	the	pressuria	is	[explain	what	the	problem	is	about	for	example.	I	feel	that	I	was	unjustly
treated	for	having	taken	your	free	time	for	the	disease	linked	to	pregnancy	or	for	my	antenatal	assistance	or	has	not	been	no	action	to	address	my	health	and	safety	concerns	and	I	was	forced	to	take	sick	leave.]	[Choose	what	you	want	the	employer	to	do,	for	example,	talk	to	the	person	you’re	complaining	about	or	provide	suitable	alternative	work	or
introduce	a	maternity	policy.]	Note	to	the	employer:	If	it	is	not	possible	to	solve	the	problem	employees	informally	have	the	right	to	make	a	formal	complaint	using	the	employer’s	profit	procedure.	Employees	have	the	right	to	be	accompanied	by	a	colleague,	a	trade	union	representative	or	an	official.	Your	employer	should	let	you	know	who	will	be
accompanying	them	before	the	meeting.	Raw	materials	should	be	handled	swiftly	and	correctly.	It’s	a	good	idea	to	keep	a	record	of	grievances.	You	should	write	to	your	employee	establishing	the	outcome	of	the	grieving	meeting	and,	if	necessary,	allow	your	employee	to	appeal.	For	a	practical	guide	to	profit	procedures,	see	the	ACAS	Code	of	Practice
at:	www.acas.org.uk/?articleid=2174.	An	employer	toolkit	is	available	from	the	Commission	for	Human	Rights	and	Equality	at:	www.equalityhumanrights.com/en/managing-pregnancy-and-maternity-workplace/help-and-support-employers	www.equalityhumanrights.com/en/managing-pregnancy-and-maternity-workplace/help-and-support-employers
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