	Employees With less than 26 Weeks Continuous Service By 15th Week Before Expected Week of Childbirth (EWC)

	EMPLOYEE MATERNITY LEAVE CHECKLIST

	ACTION
	TIMESCALE
	GUIDANCE
	NOTES

	Inform my line manager of my pregnancy
	As soon as possible
	As soon as your manager is aware they can update you about your entitlements and take steps to protect your health & safety
	Date I notified my line manager:

	Complete my Maternity Leave/Pay (Mat2 Form) and give to my line manager (with a copy to HR) 
	As soon as possible
	The Maternity Leave/Pay (Mat2 Form), is the formal notification of your pregnancy
	Date form sent:

	Have I received my maternity entitlements confirmation letter?
	Within 28 days after receipt of your Application for Maternity Leave/Pay (Mat2 Form)
	The maternity entitlements confirmation letter confirms your entitlements to maternity leave and pay and the conditions you must meet to claim them 
	My EWC date:



	Sign and return my Declaration Form in stamped addressed envelope.
	As quickly as possible
	This form is attached to your maternity entitlements confirmation letter.  It is important that you read and sign this form to confirm your acceptance of your maternity entitlements
	Maternity leave start date:

	Have I received confirmation of the last date of return to duty?
	Within 28 days of receiving your signed Declaration Form
	If you have indicated that you intend to return to work, you will receive a letter confirming the date that you are expected to return to work following your maternity leave
	Return to work date:

	Forward my MATB1 form to my line manager
	On receipt from your Midwife/ GP
	At approximately 26 weeks you will receive this certificate, which confirms your EWC
	MATB1 forwarded to line manager


	Have I received MatB1 certificate and an SMP1 form from Council? 
	Within 28 days of receiving your signed Declaration Form
	SMP1 form explains the reason that Statutory Maternity Pay cannot be paid.  
	Date SMP1 form received:

	Send my SMP1 form to local Jobcentre Plus office with a Maternity Allowance (MA) claim form.  
	On receipt of SMP1 form
	If you meet qualifying conditions based on recent employment and earnings you may received up to 39 weeks Maternity Allowance.
	Date SMP1 and MA form sent:

	ACTION
	TIMESCALE
	GUIDANCE
	NOTES

	Inform my line manager if I change my mind about maternity leave start date
	At least 28 days before the new start date
	If you want to change your maternity leave start date you must notify your manager at least 28 days before the new date you would like to start your maternity leave
	New maternity leave start date:

	Inform my line manager in writing if I decide to return to work earlier than my expected return to work date
	At least 8 weeks before your expected return date
	If you want to return to work earlier than your expected return date, you must give your line manager at least 8 weeks notice before your return date
	New expected return to work date:


