[bookmark: _GoBack]TEMPLATE FOR PSYCHOLOGY DEPARTMENT
LINE MANAGER - MATERNITY/ADOPTION LEAVE CHECKLIST AND RETURN REVIEW FORM (Part A –C)
(To be completed by the Line Manager with Staff Member, as applicable)
	Name of Employee
	
	Department
	Psychology

	Proposed Start of Leave
	

	Proposed End of Leave
	



Part A. Before Commencing Maternity/Adoption Leave:
	Item
	· 
	Comments/Details

	· Complete risk assessment with the staff member for maternity leave.
· If any issues are raised this can be discussed with the link HR Adviser in the first instance who would then decide if Occupational Health needs to be involved
· Further risk assessments can be carried out as the pregnancy progresses
	
	

	· Inform the employee that  the University Maternity and Adoption Leave policy can be found  at https://warwick.ac.uk/services/humanresources/internal/policies/maternity 
· Maternity / Adoption Leave Plan needs to be downloaded, completed and uploaded to Success actors along with supporting paperwork.
· Enter request in Success Factors with Maternity Plan and supporting document (copy of MatB1)
· Employee records Maternity/adoption leave on Success Factors (see Employee checklist downloaded here)
· Departmental Administrator/Head of Department approves request
· The maternity plan should be completed by the end of the 15th week before the baby is due 

	
	

	· Discuss the benefits of Keeping in Touch (KIT) days whilst on maternity leave / adoption leave and what will be expected during the KIT days and that any work carried out in a day would be classed as one KIT day
· Employees are able to work a maximum of 10 keeping in touch days. 
· KIT days are entirely optional for the employee and employer. 
· For more information about KIT days please see the Maternity Leave Guidelines paragraph 12.2 http://www2.warwick.ac.uk/services/humanresources/newpolicies/maternity.
	
	

	· Discuss with your employee their preferred method of communication whilst on maternity leave / adoption leave and whether they wish to receive departmental updates whilst on maternity leave/adoption leave.
· Remind employee that if they wish to withdraw from general Departmental emails, they can request that Linda Wilson (IT Manager) removes their names from the Departmental Distribution lists for the duration of their leave.
	
	

	· Arrange Senior Manager Review Meeting, 1 month prior to the leave start date
	Meeting 1
	

	· Reminder to Cancel Car Parking Permit
	
	


Part A. Before Commencing Maternity/Adoption Leave:
	Consider and discuss how cover will be managed and discuss how best to prepare for the absence, for example, by arranging appropriate handover meetings with the person who is covering their duties, or preparing appropriate records/briefing documents:











	For academic staff, consider any potential  implications of maternity / adoption leave on their expected research assessment submission, and refer to relevant guidance: 












	
Completed By:
	
	
Date:
	




Part B. Whilst On Maternity/Adoption Leave:	
	Item
	· 
	Comments/Details

	· Arrange any Keeping in Touch (KIT) days and discuss what will be expected during the KIT days. 
· Complete the KIT payment form and send to payroll to ensure the employee is paid for the KIT day. 
· The KIT form can be found on the following website: http://www2.warwick.ac.uk/services/humanresources/newpolicies/maternity
	
	

	· Arrange meeting to discuss Return to Work (see points to cover on page 4)*

	Meeting 2
	?July 2020

	· Plan seating arrangements for Return to Work

	
	

	· Update Phone extension with IT Services if necessary

	
	

	· Active IT Account and relevant IT Packages.  Rejoin Departmental distribution mail lists if necessary (request through Linda Wilson).

	
	

	· Confirm where and whom to report to on First Day Back, as applicable

	
	

	· Internal support details: Parents Network, Departmental buddy scheme (ask if would like buddy (mentor) allocated)
https://warwick.ac.uk/services/equalops/findsupport/networks/parents  

	
	

	· Family Friendly benefits
https://warwick.ac.uk/services/humanresources/internal/rewardandbenefits/worklifebalance 

	
	




Part B. Whilst On Maternity/Adoption Leave:
	*Return to work discussion, cover the following:
1. [bookmark: _Hlk49162091]Any changes /updates in their role/work environment
2. Any requests to take annual, customary and statutory leave accrued during their maternity / adoption leave
3. Discuss if the employee wishes to agree a phased return to work (using annual leave for example) 
4. Discuss any flexible working options and consider any flexible working requests (Further guidance on how to manage flexible working requests can be found on the following website: https://warwick.ac.uk/services/humanresources/internal/wellbeing/flexibleworking 
5. Discuss availability of University Wellbeing Services https://warwick.ac.uk/services/wss 














	For academic staff, discuss any potential matters arising in relation to research assessment submissions.  Discuss whether advanced planning is needed for teaching decisions: consider which in the academic year their leave is likely to end: 










	
Completed By:
	
	
Date:
	



Part C. Return from Maternity/Adoption Leave:
	Return to Work Date:
	

	Review Date:
	



	Item
	Comments

	· Inform Payroll of Return to Work Date

	

	· Remind the employee to reactivate their car parking permit
· http://www2.warwick.ac.uk/services/campus-support/carparks/permitreg/
	

	· Arrange Handover Meeting to Outline Responsibilities

	

	· Identify any Training and/or Re-Induction Needs

	

	· Consideration of protected research time

	

	· Advise on facilities for Breast Feeding

	

	· Discuss availability of Wellbeing Services: https://warwick.ac.uk/services/wss 

	

	· Agree how often initial Review Meetings are to be held (eg weekly/monthly)

	Meeting 3 etc

	· Arrange Senior Manager Review Meeting approximately, 3 months after the employee returns to work
	Meeting 4 – January 2022

	· Discuss and ensure time for social re-Integration & rebuilding of networks 

	

	· [bookmark: _Hlk49172642]Internal support details; Parents Staff Network, Departmental Buddy scheme (allocate buddy if requested)

	

	· External support details; NCT

	

	Additional Requirements / Further Comments:

	


	Completed By:

Date:



*Please return completed form to the Departmental Administrator who will pass to PA to HoD to for filing on personal file*
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