
Fill in Maternity Leave Notification 
Form, confirming maternity leave dates. 
Once completed your Manager should 
retain a copy & forward original to HR/

Payroll. 

Maternity Process Flowchart (Employees) 

Once MAT B1 certificate is received (normally 
around 24 weeks) please forward original to HR, 

ensuring you retain a copy. 

Advise your manager of your pregnancy 
no later than the 15th week before your 

Expected Week of childbirth (EWC) using 
Notification of Pregnancy Form. If 

decided, inform manager of provisional 
maternity leave dates.  

Your Manager should conduct a risk 

assessment to assess your safety at 

work. If a risk is highlighted, you 

may be advised to temporarily 

move in to a different position until 

you commence maternity leave or 

you may be temporarily suspended 

from duties  

Before taking maternity leave you should 
provide your manager with 28 days notice of 

the start date. This cannot be before the 
beginning of the 11th week of EWC. 

Discuss with your Manager if 
you wish to work Keeping In 
Touch (KIT) days during your 

Maternity Leave. This is a 
maximum of 10 working days 

Manager or HR will advise 
you of your entitlement 

once notification form has 
been received. 

Agree with your Manager before 
going on Maternity Leave how much 

contact you would like from your 
Manager whilst on leave 

Are you returning to 

work after Maternity 

Leave? 

You must provide at least 8 weeks 

notice in writing to your Manager. 

Failure to do this may result in the 

return date being postponed until 

the full notice is provided. 

You must indicate in writing to your 

Manager that you do not wish to return, 

providing your contractual notice. 


