
 

Maternity Checklist 
 

Employee: ________________________ 

 Employee advises pregnancy 

 Complete risk assessment 

 Liaise with payroll regarding the amount the employee will be paid and instigate SMP1 if 

necessary  

 Write to employee to congratulate on the pregnancy and set out requirements/ obligations/ 

duties 

 Follow up any  outstanding notifications: 

 Confirmation of EWC 

 Mat B1 certificate  

 Maternity leave start date 

 Managing annual leave 

 

 Diarise to write out 2 weeks before employee leaves (either on annual leave prior to; or 

maternity leave itself) 

 Agree method for communications during absence 

 Issue Letter wishing the employee well and notifying pay, communication and return to 

work arrangements 

 Send congratulations on birth of baby 

 Issue relevant communications throughout leave period 

 Arrange KIT days as required 

 Arrangements for taking accrued annual leave/public holidays 

 Arrangements for returning to work – graduated, training, support, resources, flexible 

working? 
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