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APPENDIX A


MATERNITY CHECKLIST 
	What to do
	Date completed

	Contact HR to arrange a meeting to discuss entitlements.  Download the Maternity Leave Guide beforehand, review and ask questions at meeting.
	

	Inform your Manager as soon as your pregnancy is confirmed.  They must then conduct a risk assessment to take any protective measures. 
	

	Also discuss with your Line Manager: 

(i)    provisional leave dates (and intentions, if known); 

(ii)   antenatal appointments;

(iii)  annual leave entitlement and arrangements; and
(iv)  any concerns.
	

	Consider entitlements and review options (eg. return to work; flexible working).  Speak to HR if needed. 
	

	At around 20 weeks, you will receive your Maternity Certificate (MATB1 form) from your Midwife/GP.  Send to HR.
	

	Complete Maternity Leave and Pay Application form (download from intranet) and send to HR.
	

	After receiving your MATB1 and Maternity Leave and Pay Application form, HR will formally write to you clarifying your entitlement to pay and leave and will confirm your expected return to work date.
	

	Consider childcare options and make preliminary enquiries re: Nursery provision.  Speak to HR about the Colleges childcare voucher scheme. 
	

	Discuss with your Manager how you would like to keep in touch during your maternity leave (consider Keeping in Touch Days option).
	

	Confirm provisional plans with your Line Manager for your return to work.  ie. date of return, possible flexible working pattern, etc.
	

	START MATERNITY LEAVE 
	

	Inform your Manager and HR if your baby is born early as this will affect your maternity payments.  HR will resend you an updated letter with your new entitlements.
	

	If your provisional plan changes (i.e. change in return to work date, Keeping in Touch Days) discuss this with your line manager as soon as possible so he/she may plan ahead. 
	

	If you decide you would like to put in a request to change your working pattern when returning to work, follow the procedure for flexible working. (Please see Flexible Working Guide for further information). 
	

	Inform HR if you plan to return earlier than your 52 weeks leave or the original date planned on the Maternity Leave and Pay Application form.  Remember if you do this you need to give 8 weeks’ notice.
	

	Confirm arrangements re: childcare
	

	Not coming back? Inform HR and sort out any arrangements to repay any OMP or monies owing if applicable.  Remember you will need to give the appropriate notice as detailed in your employment contract. 
	

	RETURN TO WORK
	

	If breastfeeding, your line manager must conduct another Risk Assessment.
	

	Any concerns?  Discuss with your Manager or HR
	



