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Maternity Leave Application Form [MLAP form]
	Employees details

	Name:
	
	Payroll No.:
	

	School:
	
	Position:
	

	Start date at the Trust:
	


	Maternity details

	Have you advised your Line Manager/Headteacher in writing that you are pregnant?
	If yes, who and when?  Please provide a copy for your file.

	If known, expected week of childbirth [EWC}
	You will be required to provide HR with a MAT B1 – obtainable from your midwife or GP


	Intended start date of Maternity Leave 
	You can start your leave up to 11 weeks before EWC


	Intended Return to work date

	With sufficient notice this can be amended - 39 weeks/52 weeks


	Shared Parental Leave

	Do you intend to take Shared Parental Leave? [ShPL]
	Yes
	No
	Undecided

	If yes – Please complete a ShPL form
	Your partner will also need to advise their employers

	Keeping In Touch

	You are able to use up to 10 Keeping in Touch days [KIT]
	Please ensure that the chosen dates are agreed by your Line Manager.  Using a KIT Day claim form, you will have to claim for your KIT days via payroll. 

	What happens next

	The Maternity Policy can be found on Your Charter and in the Family Friendly Policy
Once we have received your MAT B1, we will be in a position to write to you acknowledging your maternity leave.
The letter will advise you of your eligibility for maternity pay, confirm your dates, where to find forms relating to this leave [if required] and who to send them to upon completion.
Once we have all the information required, including a MAT B1 we can ask Neo to produce a payment schedule.
Please note – We must have a copy of the birth certificate to process ShPL payments..

	
Signed :
	

	
Date:
	

	HR use only:

	MAT B1

	Date & initials
	Acknowledgement letter issued
	Date & initials

	Entered on Payroll
	Date & initials
	Shared Parental Leave uploaded 
	Date & initials

	Payment schedule requested
	Date & initials
	Other
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