Tick sheet for arranging maternity leave:

1) Inform your tutor (hopefully they will then send through the family policy and procedure and risk assessment form)

2) Inform relevant parties:
Send letter to: RCPCH Tutor at the hospital where you are working, your Training Programme Director; (Dr Ruth Gottstein or Dr Guy Makin& HR (Leanne Duckett). This is useful to be posted/given to the secretary of the consultant and scanned to be sent by email (as email gives a quicker response and acts as a record for you).

Note:
From this time “all pregnant employees, regardless of length of service or hours of work, are entitled to time off for antenatal care appointments that have been made on the advice of a registered medical practitioner.” This “can include medical examinations, relaxation classes, aqua natal classes and parent-craft classes. If the appointment falls within normal hours of work the employee will receive time off with pay.” You may be asked to provide proof of the appointment/registered practitioner recommendation. You may find appreciation from your colleagues if appointments are made outside of work as much as possible. 
3) Risk assessment:

Do risk assessment form with Tutor. This can be revised at a later date and may alter with recommendations from Occupational Health if/when you seek their input (Note appointments may be 1-2 weeks after contact due to waiting list). Scan/copy and email/post to Leanne Duckett any risk assessment forms. 

Note,

You can ask to see Occupational health at any time, but don’t need to wait for them to agree to a reduced work load if you are struggling to cope (there is often a long waiting time for an appointment). If any alterations are planned to working arrangements from Occupational health or the risk assessment, inform: Consultant, ST trainee and the secretary managing the rota.
4) Maternity leave application:

Complete maternity leave application form (in the family policy and procedure document) signed by yourself and your tutor. MATB1 certificate (from your midwife) and if possible (this can be done later) your annual leave information for the time you will be on maternity leave (signed by your tutor, the ST organising annual leave and Consultant rotor lead). Scan/copy these for yourself and both email and send the originals to Leanne Duckett.
Notes:
Duration of maternity leave:

Maternity leave can start 11 weeks before the expected week of childbirth and can last for up to a year. An expected return date is stated and this can be changed at a later date with 28 days notice to the HR department.

Annual leave during maternity leave:

The annual leave for the full year plus the 8 days of bank holiday accrue during maternity leave. Very little can be carried over into the next job therefore it is easier to arrange this as a block of leave through the department you are leavings’ annual leave procedures. This can be planned for any time during your maternity leave and will be a period of full pay. 
5) Confirmation of maternity leave:
Once you receive confirmation of maternity leave, although the family policy and procedure states that “the LEO HR department will officially inform…” in practice I recommend emailing either the details or a scanned copy of the letter to your RCPCH tutor, TPD and rota co-ordinators/leads.
Contact details:

Occupational health:

Manchester Management Centre,
Mediscreen Occupational Health Service,
North Manchester General Hospital,
Delaunay’s Road,
Crumpsall,
Manchester,
M8 5RB

Tel: 0161 720 2727 or 0161 604 5214

occupational.health@pat.nhs.uk
Human Resources - Leanne Duckett manages the maternity issues in Pennine:

Leanne Duckett (Leanne.Duckett@pat.nhs.uk)
Medical Personnel HR Officer 
Pennine Acute Hospitals NHS Trust, Lead Employer (HEE North West - North Western)
Ground floor, Room 024, Trust Headquarters, North Manchester General Hospital
Delaunays Road, Crumpsall Manchester, M8 5RB
Training programme Director:

ST 1-3 Dr Ruth Gottstein (Ruth.Gottstein@cmft.nhs.uk)

ST 4-8 Dr Guy Makin (Guy.Makin@cmft.nhs.uk) 

