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Supporting staff during pregnancy and maternity form
	Action
	Confirmed with date

	Ensure appropriate risk assessments are carried out and reviewed at regular agreed intervals 
	

	Check member of staff’s maternity leave entitlement.  Discuss any queries with HR Advisory Team before offering advice to member of staff
	

	Member of staff must give at least four weeks’ notice before commencing maternity leave 

Notice to contain details of confinement on form MATB1  
	

	Confirm to member of staff in writing: 

· Paid and unpaid leave entitlements 
· Expected return date  
· Agreed accrued annual leave and public holidays to be taken at the beginning or end of the maternity leave period 
· Member of staff to give eight weeks’ notice if they wish to return before expected date 
	

	Ensure maternity application completed and forwarded with MATB1 to the Payroll Department in line with Payroll deadlines.  Ensure the HR2a/ESR2 form is completed electronically and forwarded to the Payroll Department to attach to these documents. Keep copies of paperwork on member of staff’s personal file.
	

	Ensure an IT ticket is raised via the Service Portal, confirming that the member of staff will be commencing maternity leave and confirm the date. This will ensure access is not removed whilst the member of staff is on maternity leave.
	

	Maintain contact throughout maternity leave and inform of any relevant developments (mutually agreed prior to maternity leave commencement date)
	

	Communicate the option to do up to ten ‘Keeping in Touch days’ which would need to be mutually agreed by both parties and confirm the appropriate payment for these days 
	

	Agree return to work arrangements, taking into consideration requests for flexible working  
	

	Complete HR2a/ESR2 form to notify Payroll of member of staff’s return to work 
	

	If member of staff does not wish to return to work after maternity leave, ensure HR3/ESR3 completed and forwarded to Payroll and resignation letter retained on personnel file 
	

	Complete an IT ticket via the Service Portal, confirming the members of staff return date to ensure IT access is established in readiness of return.

	

	On return to work carry out post birth risk assessment as required 
	


