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MATERNITY LEAVE NOTIFICATION FORM
Please use this form to let us know that you are pregnant.  It will help if you read the Draft Maternity Policy and Procedure before completing and submitting this to us.  We will then write to you to confirm your entitlement to maternity pay and leave arrangements.  If you have received your MATB1 Form from your GP, this should be attached and sent to Human Resources with this form (please do not delay in returning this form as the MATB1 can be sent later if not yet received).  Please contact Human Resources if you require any advice or further information.

It is helpful to be informed of your pregnancy at an early stage but to qualify for leave, you must inform us no later than the end of the 15th week before the Expected Week of Childbirth.

	Name:        
Faculty/Department:        
Line Manager/Head of Department:           

	I wish to inform you that I am pregnant and I intend to take maternity leave as follows:
I wish to commence maternity leave on:        
(If you change your mind on your maternity start date then you are required to give 28 days’ notice in writing)

Expected Week of Childbirth:        

	I do / do not intend to return to work after my maternity leave.  (delete as appropriate)

Expected return to work date:        
(If you choose to return to before the end of your Maternity Leave Period (i.e. 52 weeks) then you are required to give 8 weeks’ notice in writing)

I am undecided about whether I wish to return to work after my maternity leave - YES/NO (delete as appropriate)

	I understand that if I am eligible to receive Occupational Maternity Pay and do not return to work for three complete months the School has the right to reclaim the non-statutory element of the maternity pay (i.e. the difference between the Occupational Maternity Pay and the Statutory Maternity Pay). 

I am undecided and would like to receive an estimate of the likely amount of repayment – YES/NO (delete as appropriate)

I confirm that my Line Manager/Head of Department has been notified of the above.  For grant funded appointments please ensure the Principal Investigator and Research Directorate are also notified.  

	Signed: ………………………………………
	Date: ……………………………………..........


In order to assess workplace risks, you should also complete the Risk Assessment Form for New and Expectant Mothers in discussion with your line manager, to ensure the health and safety of you and your baby. If any concerns are identified regarding workplace risks, the you or your line manager should contact the Health and Safety Officer at healthandsafety@soas.ac.uk for advice on possible solutions.

Completed forms should be returned to: Human Resources Directorate, Room FB12, Faber Building, Russell Square Campus. 
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