Notification of maternity leave and expected week of confinement
To qualify for maternity leave you must complete all sections of this form and return it to [NAME/DEPARTMENT] before the end of the 15th week before your Expected Week of Confinement (“EWC”).

I am writing to advise you of the following:

1. that I am pregnant and that I am expecting a baby on ……………………………… (my EWC)

2. that I would like my maternity leave and statutory maternity pay to start on ……………………………………………….[INSERT DATE]. I understand that I cannot start my maternity leave before the 11th week before my EWC.

3. I enclose my MAT B1 Certificate/I am awaiting my MAT B1 Certificate and will forward this to you as soon as possible (delete as appropriate)

Please treat this information as confidential.

Employee name


…………………………………………………

Department 


…………………………………………………

Date



…………………………………………………

NOTE

If you change you mind about when you wish to start maternity leave, you must notify [NAME/DEPARTMENT] as soon as is practical and giving at least 28 days notice where possible.

In order to administer your SMP we will need a MAT B1 Certificate and ask that you forward this to us as soon as you are able.
