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Form ML3  
Return to work after maternity leave
Please read our maternity guidance before you complete this form. You may also need to complete the risk assessment form for pregnant and breastfeeding employees [MS Word]. 
If you require any advice, please contact HR Services on ext. 4835 or email 
hr-enquiries@york.ac.uk
Your details

	Name   
	Title

	Job title 

	Department / Institute / Unit and location (eg Heslington / King’s Manor / etc)



	Home address 



	Postcode              
	Work phone
	Home phone


(Please inform your Head of Department and HR Services if your home address changes during your maternity leave.)
Which maternity scheme applies to you?
Please indicate the scheme which applies to you (eligibility is explained within our maternity guidance):
	1
	University of York Occupational Maternity Scheme



· 39 weeks paid leave (18 weeks leave on full pay and 21 weeks on Statutory Maternity Pay)

· 13 weeks’ unpaid leave
	

	2
	Ordinary Maternity Leave with Statutory Maternity Pay


· 39 weeks on Statutory Maternity Pay

· 13 weeks’ unpaid leave
	

	3
	Ordinary Maternity Leave with Maternity Allowance

· 39 weeks leave on Maternity Allowance

· 13 weeks’ unpaid leave                                                           

(Please note that Maternity Allowance is paid by Jobcentre Plus, not the University)
	


Key dates

	Date maternity leave started:

	Date your child was born:

	Date maternity leave ends:

	If you decide to take paid annual leave immediately after your maternity leave your return to work date will be later than the date on which your maternity leave ends.


Date due to return to work:


Requesting a change in working arrangements
If you are a full-time employee who wishes to return to work on a part-time basis after maternity leave, or to request other flexible working arrangements you should do so in line with the University’s flexible working policy. This involves completing the flexible working request form [docx] and discussing and agreeing any new working arrangements with your Head of Department/manager prior to your return to work.  


Your Head of Department will complete and return the flexible working request form to HR services (with a completed contract variation form if necessary) at least 8 weeks before your planned date of return. HR Services will send you a letter confirming your new working arrangements.

	Employee’s signature:                  

                        
	Date

	Head of Department’s signature:               

                        
	Date


What to do next

You should complete and return this form to your Head of Department/manager so that they may forward it to HR Services at least 8 weeks before your planned date of return.
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