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Creating an inclusive workforce begins with embracing employees at
every stage of their lives, especially when they are planning for a family.
This Maternity Leave Policy Template will help you communicate eligibility requirements and
benefits available to expectant mothers requesting maternity leave.

Companies offering paid
parental leave can improve
recruitment by

55%.

A maternity leave policy helps employers manage expectations during an important time in
employees’ lives. This template will give you a jump start on crafting a policy that is right for your
organization.
Here’s just what you need to get started.

How to Use this Document:
You will first see the sample policy. Following this is a second version with fully editable text
so you can customize the policy to the needs of your organization.

Legal Disclaimer: Paycor is not a legal, tax, benefit, accounting or investment advisor. This document is intended
for informational purposes only, and does not constitute legal information or advice. All communication from
Paycor should be confirmed by your company’s legal, tax, benefit, accounting or investment advisor before
making any decisions.

MATERNITY LEAVE POLICY TEMPLATE
Company Statement
As a company, we believe in creating an inclusive environment for employees at every stage of their lives.
We understand that welcoming a new child into a family requires time for recovery from childbirth or simply
bonding with a baby, which is why we have established a Maternity Leave Policy for eligible employees.
This policy outlines the benefits provided to eligible employees of [insert company] who become
primary caregivers to a newborn child. It works in coordination with state and local laws and is effective as of
[insert date].
The policy works in coordination with federal, state and local laws to offer the benefits mandated by law.
Eligibility and Duration
Full-time employees who have been employed by [insert company] for more than [six months] are eligible to
take up to [six weeks] of paid parental leave following the birth of a child or placement of a child for adoption
or foster care. This leave must be taken within the first twelve months following birth or placement of the
child.
If the employee has paid leave available, she may use it in addition to the paid [six weeks] off or can opt to use
unpaid time off up to [twelve weeks]. Holidays that fall during unpaid leave will not be paid, except through
the use of the employee’s accrued paid time off.
Request Process
The employee should submit a request in writing to her immediate supervisor and the human resources
department at least [insert number of weeks] prior to expected childbirth. The request should include the date
the leave is to begin and the date she will return to work. When making a request for leave, the employee must
be prepared to submit proof of pregnancy or adoption if requested.
The employee will receive a notification in writing of approval of her request after eligibility has been
evaluated. The document will include the length of time granted (as designated by law), pay, and check-in
dates if applicable.
Benefits
The employee will maintain her health care benefits during the leave but is responsible for her portion of the
medical insurance premium cost, if any. Failure to pay the employee portion of the health insurance premiums
in advance may result in the termination of coverage. If eligible, the employee will receive notification of
continuation of benefits.
The Company reserves the right to seek reimbursement from the employee for the medical insurance
premiums paid by the Company on behalf of the employee while the employee was on a parental leave
of absence. Paid time off, and award consideration will not be granted during the unpaid parental leave of
absence.
If an employee fails to return to work on the scheduled date of return, the employee will be considered to
have abandoned their position and voluntarily terminated their employment.
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Paycor Builds HR Software for Leaders
Our Human Capital Management (HCM) platform modernizes every aspect of people management,
from the way you recruit, onboard and develop people, to the way you pay and retain them. But, what
really sets us apart is our focus on business leaders. For 30 years, we’ve been listening to and partnering
with leaders, so we know what you need: HR technology that saves time, powerful analytics that provide
actionable insights and a Personalized Support Model. That’s why more than 28,000 organizations
nationwide trust Paycor to help them solve problems and achieve their goals.

LEARN MORE AT PAYCOR.COM
CALL 844-981-0040

