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Manager’s Checklist

Please see below checklist for managers, advising of actions required at each stage of the maternity leave process.
	ACTION
	TIMESCALE

	Pregnancy Risk Assessment

It is a legal requirement that you now carry out a pregnancy risk assessment.  
You should complete the Pregnancy Health and Safety Checklist   A copy should be retained for your reference which should be securely destroyed once employee has gone on maternity leave.
It is your responsibility to make any necessary adjustments to the employee’s working environment and/or duties. 

	As soon as possible.

	MATB1 Form and Application for Maternity Leave

The employee should give you a MAT B1 form (document from registered doctor or midwife stating expected date of childbirth) and their Application for Maternity Leave form.  These documents should be scanned and emailed to the email address above along with a copy of the completed pro forma below.  The original documents should be returned to the employee.
**includes Music Instructors/Education Support Officers/Quality Improvement Officers/Educational Psychologists


	NON TEACHING
By the end of the 15th week before the expected week of childbirth (or as soon as possible).
TEACHING**
21 days before maternity leave begins (or as soon as possible)


	Sickness absence (pregnancy related)

If the employee goes off work for any reason connected with her pregnancy (e.g. pregnancy related illness) and the absence continues into the fourth week before the baby is due, the maternity leave will start automatically from the 2nd day of the 4th week before the baby is due.  This applies even if the employee is subsequently fit for work.

Likewise if the employee goes off work for any reason connected with her pregnancy (e.g. pregnancy related illness) within the four weeks before the baby is due, the maternity leave will start automatically on the day after the beginning of the sickness absence.  This applies even if the employee is subsequently fit for work
It is important that notification is sent to the HR Service Centre where either of the above circumstances occur, in order for the maternity leave start date (and pay where applicable) to be amended accordingly. The HR Service Centre should also be notified of any circumstances where the reason for absence has changed from non pregnancy related absence to pregnancy related absence  or vice versa. 


	As soon as practicable

	Reasonable Contact

Agree with the employee how you will stay in touch with them during their maternity leave and how often.  This may be by phone, email, visits etc.  Confirm with the employee whether they are happy to have correspondence from the HR Service Centre emailed to them in which case a personal email address should be provided in the pro forma below

	Before maternity leave starts.

	Reasonable Contact & Keeping in Touch Days

Stay in touch with the employee to let them know of any developments or changes at work and any relevant promotion opportunities.  If the employee wants to work any Keeping in Touch days while they are on maternity leave, agree the dates and times of Keeping in Touch days with the employee.  Notify the HR Service Centre of the dates and times of Keeping in Touch days, so that any payment due to the employee for these days can be made.
NOTE: – where the employee has returned to the payroll (eg to clear leave prior to their physical return to work) – they will effectively have ended their maternity leave, therefore Keeping in Touch days cannot be undertaken after this time.

	Throughout maternity leave.

	Annual Leave & Public Holiday Entitlement
Liaise with HR Service Centre to establish accrued annual leave/public holiday entitlement and to ensure that CoreHR is updated (where applicable).

Discuss with the employee when they will take the *annual leave and public holiday entitlement they have accrued during their maternity leave period, subject to the requirements of the Service. 

	Towards the end of the maternity leave period.

	Birth Prior to Commencement of Maternity Leave

If the baby is born early, before the maternity leave has started, the maternity leave will start automatically the day after the birth.

Under these circumstances the employee should contact you in writing (by letter or email) advising of the date of birth of the baby.  This information should be forwarded to the HR Service Centre in order for the maternity leave start date (and pay where applicable) to be amended accordingly 

	As soon as practicable

	Returning to Work Early

If the employee wants to return to work early from maternity leave (i.e. before the end of their 52 week maternity leave period), they should complete and submit a  Notification of Early Return to Work form.  The form should be forwarded to the HR Service Centre. 
**includes Music Instructors/Education Support Officers/Quality Improvement Officers/Educational Psychologists


	NON TEACHING
At least 8 weeks prior to proposed date of early return

TEACHING**
At least 28 days prior to proposed date of early return 



	Returning to Work

If the employee is taking the full 52 weeks of maternity leave, they do not have to tell you when they will be returning to work, as the date of return will be assumed to be the day following the end of the 52 week period.  However, the return date should be discussed as part of the reasonable contact during the maternity leave period / while discussing details of the accrued annual leave.  Please contact the HR Service Centre, confirming that the employee will be returning to work as it will be necessary for the HR Service Centre to reinstate the employee back to payroll. 
*The employee/Line Manager should also contact the HR Service Centre to establish the leave entitlement accrued during the maternity leave period.

	When the employee has decided when they wish to return to work.


The Guide for New & Expectant Mothers who Work provides further information relating to the pregnancy risk assessment and the Maternity Guidance provides further information on the Council’s maternity provisions.  Both of these documents are available on People Anytime via the following link https://peopleanytime.aberdeencity.gov.uk/leave/family-leave/maternity/employee-maternity-checklist/
Please contact the HR Service Centre (askhr@aberdeencity.gov.uk) if you have any queries in relation to this.

MANAGERS’ CONFIRMATION OF RECEIPT OF ORIGINAL MAT B 1 FORM
	Employee Name
	:

	Payroll Number
	:

	Line Manager Name
	:

	Date Original MATB1 Form seen
	:

	Line Manager Signature
	:

	Employee Personal Email Address
	:


Once complete scan and email to AskHR@aberdeencity.gov.uk along with Application for Maternity Leave Form and MATB1 Form

ANDY MACDONALD
DIRECTOR CUSTOMER

