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1. Post-Maternity Leave (alternative clause)  

1.1 The opportunities for flexible working will depend on the needs of the business 
but we recognise that many women will be interested in reducing their working 
hours for a while after their return from Maternity Leave. We will make every 
effort to accommodate requests for part-time working and other forms of 
flexible work arrangements, provided that the employee's duties can still be 
effectively carried out on such a basis. 

1.2 [Where the demands of the post require full-time cover, for example because 
of its managerial content or because of a heavy workload, then it may still be 
possible for two suitably matched and qualified people to carry out the duties 
on a job-share basis. We will review all requests for flexible working in 
accordance with statutory guidance and requirements and consider whether 
arrangements can be made to accommodate them. Employees who change to 
working on a part-time or job-share basis will be offered appropriately adjusted 
contracts of employment containing their new terms and conditions. Their 
continuity of employment and all related rights will be preserved. 

1.3 Where a job-share arrangement which is acceptable to the job-sharers' line 
manager cannot immediately be identified, the employee will nevertheless be 
encouraged to return to work full-time and will be offered a job-share in a 
suitable post as soon as one becomes available.] 

1.4 If an employee wishes to be considered for part time or other flexible working 
arrangement, she should write to her line manager setting out her proposals 
as soon as possible before her return date so that her request can be fully 
considered.  Please see the Company’s flexible working policy for details of 
how to apply for flexible working.  

 

2. [Delayed return from Maternity Leave (optional clause) 

2.1 Employees who decide that they would prefer to postpone a return from 
Maternity Leave for a long-term period may qualify for Parental Leave or 
request a career break of up to <<Specify number of Months or Years>> 
duration. 

2.2 To assist the Company to make appropriate arrangements to cover the 
employee's workload, employees are requested to give as much notice as 
possible if they wish to take Parental Leave or request a career break. 

2.3 Details of these schemes will be provided upon request.] 

 

3. [Breast feeding (optional clause) 

3.1 Employees who are breastfeeding or who have recently given birth have the 
right to be supported and protected against any risks to their health or safety. 

3.2 The Company is dedicated to providing all possible support and facilities to 
employees who have returned to work after a period of maternity leave. In 
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order to assist with this, the Company provides a dedicated rest room for new 
mothers. Employees can use this rest room to: 

3.2.1 rest when they feel tired; 

3.2.2 breastfeed or bottle-feed their babies - sterilising equipment, heating 
facilities for bottled milk and a refrigerator are provided; and 

3.2.3 express milk 

3.3 The rest room is located <<state location>> and is a private room to be used 
only for these purposes. The room is normally locked and employees who 
wish to use it will be provided with a key on request from <<name or state 
position e.g. HR Manager>>.]  

 

4. Meetings with the Company (alternative clause)  

4.1 Preliminary Meeting 

4.1.1 As soon as practicable after notifying the Company of her pregnancy, 
we will arrange for a meeting between the employee and <<e.g. her 
Line Manager>>. This will be an informal interview, the purpose of 
which will be to ensure that: 

4.1.2 She has been informed and understands her rights regarding OML and 
AML, and particularly the need to give appropriate notice. 

4.1.3 She is aware of her entitlements to pay for OML and AML. 

4.1.4 She is given an opportunity to discuss any health and safety concerns. 

4.1.5  [She will be provided with The Company’s “New and Expectant Mother 
Workplace Risk Assessment” Form]. 

4.2  [Subsequent Meetings 

4.2.1 The Company recognises that up to one year away from work is a 
significant period of time and therefore aims to ensure that an 
employee’s return to work after maternity leave is as easy as possible. 

4.2.2 At least <<Insert period of not less than 2 weeks>> before the 
employee is due to return to work, she will be invited for an informal 
meeting with <<her line manager>> in order to provide an opportunity 
for discussion of any material points concerning her return to work. 
These include: 

4.2.3 Updating her on developments at work. 

4.2.4 Considering whether any re-training needs have arisen either because 
of staleness or new technical or other developments. It is our aim to 
ensure that an employee's Maternity Leave does not put her at a 
disadvantage in relation to skills or other training needs. 

4.2.5 Providing her with the opportunity of indicating whether she wishes to 
be considered for flexible working. 

4.2.6 [Considering whether she would like to avail herself of the opportunity 
for taking a career break.] 

4.2.7 The interview will also provide an opportunity to discuss and explain 
any necessary and unavoidable changes to the employee's work.] 
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5. Returning to Work (alternative clause) 

5.1 Before going on maternity leave, the Company will have advised the 
 employee of the date on which she is expected to return to work if she 
 takes her full entitlement to OML and AML. The employee is expected to 
 return on that date unless she advises the Company otherwise.   

5.2  If the employee wishes to return to work earlier than the expected return 
 date, she must give the Company at least eight weeks’ notice of her date  of 
early return. 

5.3 If the employee decides not to return to work after maternity leave, she  
 must give notice of resignation in accordance with the terms of her  
 contract.  

5.4 [On the employee's first day back at work, she should arrive at her normal 
 start time and report immediately to <<state position e.g. line manager>>, 
 who will be responsible for dealing with any housekeeping matters.  The 
 <<state position e.g. line manager>> will also: 

5.4.1 arrange a catch-up meeting to update the employee on developments 
which have taken place in her absence; 

5.4.2 discuss the arrangements for handover of work back to the employee; 

5.4.3 discuss any training needs and how they will be addressed. 

5.4.4  Over the employee’s first <<state period e.g. one month>>, the 
employee’s workload will be passed over to her on a gradual basis.] 

5.5  [The Company will make every reasonable effort to accommodate an 
employee's request for a phased return to work following maternity leave in 
order to enable the employee to settle back into work on a gradual basis. 
However, the employee must have fully returned to work within <<state 
period>> of her return date. Each such request will be dealt with on an 
individual basis, taking into account the Company’s  business needs.] 
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