Letter from Employer to Employee requiring Employee to take leave within 6 weeks of birth
	(Delete heading and guidance notes before printing)

Guidance Notes for Employer:

· Read clause 12 (especially 12(2)) of Appendix 1.

· This letter follows on from the template ‘Letter from Employer to Employee requesting medical certificate within 6 weeks of birth’ and is used only if one of the conditions in clause 12(2) of Appendix 1 is met (in general, where no medical certificate is provided or the medical certificate says the Employee is not fit for work or it is inadvisable for the Employee to continue in that position). 

· If the Employee is eligible for paid parental leave, this paid leave will commence when the Employee commences the required leave. 




SCHOOL LETTERHEAD
[Insert date]

Private and Confidential

[Insert employee’s name]

[Insert employee’s address] 

Dear [Insert employee’s name]

Notice requiring employee to take leave within 6 weeks of birth
I refer to my letter dated [Insert date] in which I asked you to provide a medical certificate.  

[Include relevant paragraph A, B or C only.]

[A] You have not provided me with the requested medical certificate within 7 days.  

[B] You have provided me with a medical certificate stating that you are not fit for work. 

[C] You have provided me with a medical certificate stating that you are fit for work, but that it is inadvisable for you to continue in your position as [Insert position, eg a teacher] for the period [specify period, eg 2 weeks, up to the birth of the child] because of illness, or risks, arising out of your pregnancy or hazards connected with the position [amend to reflect wording of medical certificate].  

You previously intended to commence parental leave on [Insert date].  However, as a result of the above, I now require you to commence parental leave (required leave) as soon as practicable.  This is in accordance with clause 12(2) of Appendix 1 ‘Parental Leave and Related Entitlements’ of the Victorian Catholic Education Multi Enterprise Agreement 2013.  

[Include if relevant] Your period of paid parental leave will begin as soon as you commence parental leave.  

Please contact me as soon as possible so that we may make suitable arrangements.  

Yours sincerely

[Insert name of employer/principal]

[Insert position]
