
Top 10 Tips For: 
Managing Maternity
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Have a maternity policy 

Make sure you have a detailed policy for maternity leave and pay. Both managers and 
staff can lean on this to get their information rather having to go to multiple sources.

Accommodate ante-natal appointments
Pregnant employees are entitled to time off with full pay for pregnancy related 
appointments. Make it easy for your staff, after all they are working for you and growing 
a new life.
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3 Clearly confirm arrangements in good time
There will be plenty of stresses on an expectant parent, at the earliest convenience try 
and take a stress off them by informing them of all the details around pay, KIT (keeping 
in touch) days, return dates etc.

4 Ensure managers are trained
Ensure that managers are trained in how to deal with maternity from pregnancy to 
return.

5 Watch out for discrimination
Linked to the training, managers should be on the lookout for discrimination. Whether 
that’s during pregnancy or on leave, they can’t be discriminated against. This includes 
such things as changing pay (or not as the case may be) and not offering them a job. 
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Consider the health and safety obligations
Aside from the usual duty of care that you have for all employees, an individual risk 
assessment must be carried out if you are informed in writing that someone is pregnant, 
given birth in the last 6 months or breastfeeding. Remove risks, keep discussions 
regular and be aware of adjustments you can make.

Handovers and workload
Try and have a handover period between the individual going on leave and the person 
covering. Not only is this good practice for ensuring the business maintains its usual 
standard but also removes stress on the expectant parent by knowing their job is in 
safe hands.

6

8 Offer Keeping In Touch (KIT) days
These may not be taken but should definitely be offered. KIT days are great for, well, 
keeping in touch with work. Employees on maternity leave can take up to 10 days and 
can be great to shake off some of the rustiness that happens when we take any time 
off work.

9 Keep lines of communication open
During maternity leave you can make reasonable contact with the person. Plan with 
them before any leave starts with what regularity you will be in contact and what will 
be discussed.

10 Be flexible when they return to work
There are a few rules around the return to work however consider any flexible working 
requests and have open and honest discussions around any adjustments that can be 
made. Also be aware that you legally have to provide somewhere suitable and private 
for breastfeeding mothers. It would also be wise to support them so they can express 
milk at work should they need to.
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Contact us
This information is intended as a general overview and 
discussion of the subjects dealt with. 
For up-to-date and specific advice please contact us.


