To
[The Recipient]
[Designation]
Re. Maternity Leave from [DATE] to [DATE]
Reverend Sir, 
I am [NAME], working as a [DESIGNATION] since 20XX in this school. I have been teaching [SUBJECT] since 20XX and it yielded in the form of a magnificent performance by the students every year in their final examination. As being worked here for [X] years, I understand that I should not be on leave for a long time as it may disturb the momentum of the studies and impact immensely on the final grading.
Referring to our discussion about my pregnancy and the maternity leave policies held in your office, I am writing this to request you my maternity leave as my third trimester starts. With the advent of this difficult time, I do not deem myself fit for the services I have to perform being a teacher. I want to stay on three months’ leave from the school as I would not be able to come to the school regularly and would not be able to work.
Compromising on the teaching standards would not be a choice, therefore, I understand that I should stay on leave and refer my substitution during this period. I need three months’ leave owing to some complications related to my blood pressure levels and other related to the child. I have enclosed my medical reports as evidence and for record-keeping.
I shall remain on leave till my delivery. According to my gynecologist, my delivery is expected to be natural with natural induction. Thus, I would stay on leave from [DATE] to [DATE]. In case of any change in the schedule of the leave, I will inform the manager. I shall be grateful to you for the approval of my maternity leave. Thanks.
Regards.
[Your Name]
[Designation]
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