Manager’s Checklist – Planning for Maternity Leave

	Area
	Activities
	Done

	Policy and Rights
	Provide information on key policies, e.g. Maternity Policy, Flexible Working Hours and Location Policies
	

	
	Discuss basic maternity rights and what the employee is entitled to, e.g. length of leave, pay, etc.
	

	
	Reassure that the employee is entitled to paid time off for antenatal appointments
	

	Health & Safety
	Schedule a time to conduct a Pregnancy Risk Assessment
	

	
	Adjust duties as necessary based on employee need and risk assessment
	

	Notice Periods
	Discuss how long the employee will be on leave
	

	
	Leave dates must be arranged by the 15th week before the baby is due
	

	
	Log leave information on eESS
	

	
	Discuss notice periods required for early return to work or extension of leave
	

	Annual Leave
	Discuss how the employee expects to arrange annual leave
	

	
	Discuss the possibility of a phased return using accrued annual leave
	

	Keeping in touch
	Discuss how and when the employee wants to keep in touch, and what about (in addition to legally required 
communication, e.g. reorganisations or promotion opportunities)
	

	
	Discuss scheduling Keep in Touch (KIT) days either before or during leave
	

	Pay
	Confirmation of payment of Statutory Maternity Pay and/or Occupational Maternity Pay
	



