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Your employee informs you they are
pregnant.

[ 1

Protections for your employee
commence as soon as she has notified
you that she is pregnant.

The University is required to respond
within 28 days’ of being notified

Forward the information to HR
Operational Services Team. Your
employee is required to notify HR no
later than 15 weeks before her EWC*
to qualify for maternity pay

You are required to carry out a risk
assessment to identify any potential risk
to your employee’s health or that of
their child. Forms & guidance are
available from HR & Occupational
Health

Ensure your employee is aware they
are entitled to paid time off for ante-
natal appointments.

Discuss their maternity plans with
them, including any annual leave they
wishto use, how long they are
considering taking off &
communication / keeping in touch

Does your employee wish to continue — No —
working beyond the 4™ week before their
EWC?

|
Yes
\/

Complete a further risk assessment

Do you need to advertise the role whilst :
your employee is on maternity leave?

I
Yes No
I i/
\ )\

Advertise the role as
is, as a temporary
contract to cover

maternity leave.
Please liaise with
your Resourcing
Adviser to arrange
this

Reallocate duties /
re-organise the role
so that you
advertiseh a lower
grade role for a fixed
term period. Please
liaise with your
Resourcing Advisor.

Consider reallocating
work to other staff as
a development
opportunity with
possible acting up
allowance (via
DB501) Please liaise
with your HR Advisor
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Agree any KIT days as appropriate, so
your employee can attendany key
meetings / training. Complete KIT form
and send to HR for processing

Does your employee still intend to return
to work on the date originally stated

[
No
\V4

Inform your employee they will need to
give at least 8 weeks’ notice of the new
return to work date

As your employee is nearing their
return to work, discuss with them their
return to work arrangements (i.e. would
they like to come back to reduced
hours)

Do they wish to change their working
hours / parts of their role?

Yes

’

Inform your employee to submit a
Flexible Working request, which you will
consider as per the Flexible Working

Discuss any breastfeeding / milk
storing arrangements your employee
may need upon their return. Liaise with
Occupational Health / HR to find a
suitable room and the loan of a small
fridge for these purposes.

Welcome your employee
back to work and fill
them in on any important
information / changes
whilst they have been
away. Complete new
mother’s risk
assessment

* EWC Expected week of childbirth
KIT Keeping in touch days

— Yes —

No —
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