


Draft Notice to take Neonatal Care Leave and Pay – Include If Eligible


Dear insert line manager name or HR if preferred
I am writing to give notice of my intention to take Neonatal Care Leave under the Neonatal Care Leave and Pay Act 2023. I wish to take Neonatal Care Leave for insert number of weeks you intend to take weeks, beginning on insert date you intend to start your period of leave. 
I intend to take Neonatal Care Leave in order to take care of my child who was born on insert child's date of birth, or replace with the placement date/date your child entered Great Britain in the case of an adoption/overseas adoption and who started receiving neonatal care on insert date(s) your child's neonatal care began.
[Insert if your child's neonatal care has not yet ended - My child's neonatal care is ongoing, and I will inform you as soon as is reasonably practicable when it ends.] 
[Insert if your child's neonatal care has ended - My child's neonatal care ended on X, they received a total of X full weeks of care.] 
[Insert if you are giving notice in respect of this child for the first time – I confirm that I have a qualifying family relationship with my child, entitling me to take this period of statutory Neonatal Care Leave [and receive Neonatal Care Leave Pay for the same period]].
[Include either: 
If eligible for Neonatal Care Leave Pay - As you are aware, I have been employed with insert employers name since include start date and as such, have over 26 weeks of continuous employment. I therefore intend to take the Neonatal Care Leave as paid leave.
OR
If you are not eligible for Neonatal Care Leave Pay – I understand that as I do not have over 26 weeks of continuous employment at insert employers name I will take this leave as unpaid leave.]
Please acknowledge receipt of this correspondence and confirm that my [paid/unpaid] Neonatal Care Leave will be appropriately recorded. 
Yours sincerely 
[Name – if signing the notice, please ensure your name is included too]
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