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Click or tap to enter a date.

[Employee]
[Address 1]

Tēnā koe [Name],

Re:  Parental leave confirmation 

I trust all is going well with your parental leave. [school can add further acknowledgements/best wishes/congratulations here as appropriate]

I am just writing to confirm some matters related to your parental leave as required by section 38 of the Parental Leave and Employment Protection Act 1987 (“the Act”). None of these require action on your part at this time. 

· Your parental leave is scheduled to end on Click or tap to enter a date.
· You are expected to return to work on Click or tap to enter a date.
· You have the right to end your parental leave early and return to work if you give at least one month’s notice of your intention to do so, as set out in clause Choose an item.. 
· You have the right to end your parental leave early and return to work immediately if: 
(a) if you, or your spouse or partner, suffers a miscarriage; 
(b) if the child is stillborn or dies; or
(c) if you, or your spouse or partner fails to become or ceases to be the primary carer in respect of the child.
Notice

[bookmark: _Int_txscX8we]As your employment is being kept open until the end of your parental leave, if you do not exercise your right to end your parental leave early and return to work, you are required to give the board notice no less than two months before the date on which your parental leave ends, written notice stating whether or not you will be returning to work at the end of your parental leave. 

Additional extended parental leave entitlement [remove if not a teacher with 12 months or more service]

You have the option, in accordance with clause Choose an item., to take a further 12 months extended parental leave, in additional to the 12 months entitlement you have under the Act. If you wish to take this extra leave, please advise the board in writing within 9 months of the date on which you started your parental leave. 

Payments 

You may be entitled to a preterm baby parental leave payments. These are made available if a baby is born before the end of 36 weeks’ gestation. These are in addition to parental leave payments – see ird.govt.nz/paid-parental-leave/qualifying/preterm-babies for more information. 

Additionally, if you have not already done so, you can apply for paid parental leave payments from IRD at ird.govt.nz/paid-parental-leave/applications/apply. 
Applications should be made as soon as possible but are accepted any time before you return to work at the end of your parental leave (or it otherwise ends). 
The payment will be made fortnightly in arrears, and if necessary, will be backdated to the date when you started your parental leave.
Keeping-in-touch days

In limited circumstances, there is an option for someone on parental leave to attend work for up to 64 hours, provided these hours are worked at least 28 days after their baby is born. We can discuss this further if this is something you would like to do. 


Nāku noa, nā,



[name]
Principal
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