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Maternity Leave Request Form
In order to process your request to take Maternity Leave, the following information is required. Please complete and return this form enclosing any relevant documents or by emailing all relevant documents to human-resources-administration@open.ac.uk
	 Name:
	     
	Staff No:
	     

	Faculty/Unit:
	     
	Are you employed Full Time?

	If you are employed Part Time please give details?
	Yes
	No

	Hours per week
	     
	Days per week
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are you also an Associate Lecturer?
	Yes
	No


In order to receive maternity benefit you are required to provide us with your MATBI (Certificate of Expected Confinement). This is provided by your Midwife or Doctor from 20 weeks before the expected week of childbirth. (Please note until we receive your MATB1 the Staff Payments Office is unable to confirm any Statutory Maternity Pay entitlement)

	I confirm my MATB1 is (please check as appropriate) 
	Already submitted
	Attached
	To follow shortly

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If MATB1 has not been provided please give expected date of birth?
	     


	Please answer the following questions:

	What date do you intend to start your maternity leave?
(Please note: no more than 11 weeks before the expected due date.)
	Date:
	     

	What is the expected due date of your baby?
	Date:
	     

	Is it your intention at this stage to return to work for at least 3 months following your maternity leave? (You are able to change your mind).
	Yes
	No

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	*What is your likely return to work date?
	Date:
	     


*Note that you do not have to provide this information but it would assist with workload planning.

Please note if you plan to take annual leave at the end of your maternity leave please discuss and agree this with your line manager.

	Name
	Date

	     
	     

	Signature
	


If you have any questions you would like to ask in relation to your maternity leave please contact the HR Support Team on Human-Resources-administration@open.ac.uk 
Human Resources HRF023
April 2016
Page 1 of 1


2



[image: image1.jpg]