	
	
	



	Maternity Pre-Leave Checklist




	Member of staff
	[bookmark: Text1]     

	Line Manager
	[bookmark: Text2]     

	Department/Section/Division
	[bookmark: Text4]     

	Date and time of meeting
	[bookmark: Text5]     



General Guidance
· The aim of the discussion is to provide support and encouragement for staff and to ensure a smooth transition to maternity leave. It is recommended that any discussion take place at least 2 months before the member of staff commences maternity leave.

· The purpose of this meeting is to resolve any queries that the individual may have regarding their leave and return and to identify any actions which need to be undertaken prior to the leave starting for example a Check-in.

· This checklist is designed to assist all parties in managing the communication process.

· The checklist applies to both police officers and police staff. It should be completed by all parties before maternity leave commences. The parties should sign this document to confirm agreement.

· All matters should be addressed and actioned before returning this form to the HR Service Centre.

· This form is completed as a record of the necessary checks undertaken prior to an individual commencing maternity leave.


· Key areas for discussion are identified but are not exhaustive.
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	RESTRICTED (when complete)
	


	

	Entitlements
Does the individual have any concerns regarding her maternity leave entitlements?
(for example pay, occupational maternity pay .leave)
[bookmark: Text6]      





Any pay queries should be addressed via the HRSC for your area.

	Communication
How would the individual like to be kept informed of organisational and departmental issues and forwarded information and any updates where appropriate?
[bookmark: Text7]      





Have Keeping In Touch days been explained to the individual? Are there any key days which might be used as a Keeping in Touch day?
     






What contact does the member of staff want during maternity leave (visit, email, telephone) and how often will this be undertaken?
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	Development
Has a Check-in been completed for this year? Are there any key training concerns? Any aims that the individual has on return to work?
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	Working  arrangements
Has a risk assessment been completed?
     



Does a review need to be undertaken re current working arrangements/restrictions etc?
[bookmark: Text12]     




At this stage does the individual have any queries regarding flexible working arrangements upon her return to work?
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	Other points for discussion

From 20 September 2021, Information Services will routinely check the period since all standard desktop and laptop devices have connected to the force network. Connection can be either in a force building or via remote access.    Any device that has not been connected to the force network within 30 days will have the device account disabled.

Upon return from Maternity leave or prior to keeping in touch days -  Contact the IS Service Desk via phone or another computer if you have access.

What other needs and/or concerns have been raised, what action/s will be taken to address them and by whom? Determine date to feedback any actions.
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Identify any relevant e mail addresses or telephone numbers for contact etc
[bookmark: Text15]     




	
Manager: Signed /Dand dates
	
		Date

	
Individual: Signed and
	
	Date



Privacy Notice – Derbyshire Constabulary processes personal data in accordance with the Data Protection Act 1998 and other associated legislation. Information provided will be retained securely on the individual’s HR file and will only be used for the purpose of managing the relevant maternity processes. Information must be transferred only by using approved secure methods.
