Maternity letter

You need to send a letter or email to my attention with the following information:

1)date you wish to commence your maternity leave (you can start your maternity leave up to 17 weeks prior to your due date and the latest date would be your actual due date).  The  summer months count for calculation of pregnancy/parental leave.

2) length of maternity leave -do you wish to take the full year entitlement?

3) do you wish to access your sick leave after the birth?  Based on working days only.  The board offers the option where you would be paid your 100% salary for six weeks after the birth of the baby and a deduction would be taken from your accumulated sick leave bank.  This is meant for recovery after the birth.  You would serve your two week waiting period during this time and start collecting Employment Insurance benefits right after the six weeks.  

We will also require a doctors note with you due date on it.

You will have to contact your local area Human Resources Development Canada Office regarding Employment Insurance while on

pregnancy/parental leave.  Our website has a direct link regarding pregnancy/parental leaves under Employment Standards. 

Information regarding your pay, record of employment and pension while on leave should be directed to Terry Smydo 821-4640 X 206.  The record of employment is produced after you stop work and commence your maternity leave.

Information regarding your benefits should be directed to Connie Ippolito X 208. Please contact Monika Harendarz X 220 with the name and date of birth of your baby if you wish to add them to your benefit plan.

Feel free to call me if you have any further questions.
