
Instructions for the employee[bookmark: _Toc223979327]Appendix 3: Written notice of pregnancy to HR

1. Use this form to tell the HR Operations team that you are pregnant and want to take maternity leave.
2. You should give the same information to your manager so that they can protect the health and safety of you and your baby during your pregnancy. A box for them to sign is at the foot of the form.
3. Ask your doctor or midwife for the “MatB1” form. This is normally issued on or after the 20-week scan. 
4. Make sure that HR gets this form and the MatB1form by the start of the 14th week you expect the baby. If there are practical reasons why you cannot do this, tell your HR Operations team.
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1. Your name:



2. Your Employee Number (see pay slip or MyHR):


3. I am expecting a baby. The date the baby is due is:



4. A certificate (normally a “MatB1” form) to confirm that I am pregnant is: 
[please tick the appropriate box]
☐ already in your possession
☐ enclosed with this form
☐ to be given to you shortly

6. The date I plan to start maternity leave is:









7. Please: [tick any appropriate boxes]
☐ arrange a meeting with me to discuss my entitlements
☐	inform my manager so that they can carry out a health and safety risk assessment for the period of my pregnancy
 ☐let me (and my manager) know the date on which I am expected to return to work.
 ☐confirm my entitlement to maternity pay.
8. Your signature



9. Date
	

10. Your Manager’s Signature
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