
Maternity Process Flowchart (Managers) 

Employee advises that she is pregnant 
and completes Notification of Pregnancy 

Form. Establish Expected Week of 
Childbirth (EWC) and proposed 

maternity leave start date 

Inform a member of the HR Team 
that the employee is pregnant 

Employee must provide 28 days 
notice before commencing 

maternity leave. This cannot be 
before the 11th week before the 

EWC 

Conduct a risk assessment to 
ensure employee’s health at no 

specific risk. If any concerns 
please contact HR Team 

Ask employee to complete a Notification of 
Maternity Leave Form. Once complete 

retain copy and forward original on to the 
HR Team 

Determine regularity of contact to 
be maintained with employee 

whilst on maternity leave  

Employee must provide at least 8 weeks 
notice in writing. Failure to do this may re-

sult in the return date being postponed 
until the full notice is provided 

Employee must indicate that she does not 
wish to return in writing, giving contractual 

notice  

Send letter acknowledging pregnancy, leave 
and pay, enclosing Maternity Factsheet for 

Employees 

Once MAT B1 Certificate is re-
ceived, forward original to HR 

Team and retain a copy 

If a risk is highlighted, employee 
may be advised to move into a 

temporary position until she 
goes on to maternity leave (this 

is not a permanent change to 
her contract) or a temporary 

suspension from duties in some 
cases  

When informed of the birth of baby, send 
out letter congratulating the employee and 

re-confirming maternity leave details  

Is the employee re-
turning back to work 

after maternity leave? 


