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1 An adopter is a person who has been matched with a child for adoption or, if a couple have been matched jointly, the member 
of that couple who has chosen to take Adoption Leave and/or Statutory Adoption Pay (SAP). 
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EDC:     Mat Leave Start Date:  
 

Name…………………………………………………….Post…………………….................. 
 

Permanent / Temporary Post until………………………………………................... 
 

Entitlement to maternity pay:    Contractual & SMP 
(Please circle)     SMP only  
      Contractual only 
      neither – apply for MA 
  

11 weeks before EDC (Expected Date of Childbirth)………………………………………………. 
 

 Action Date to  
confirm  

1 
 

Written notification of pregnancy received from employee 
 

 

2 Headteacher to undertake employees risk assessment  
 

 

3 
 

Correct maternity letter issued – please refer to maternity pay guide regarding choice of letter 
needed 
 

If the employee is in the child Care Voucher scheme  please contact the HR Schools Team 
for appropriate letter. 

 

4 2 letters to be sent to the employee with the relevant notes of guidance (one copy of the letter is 
for the employee to retain) 
 

A copy of the letter to be placed on personal file with Notes of Guidance 

 

5 Signed letter received back from employee giving start date (and contractual pay choice if 
eligible) 

 

6 2nd letter to employee issued giving date that maternity leave will end and date employee should 
return to work 
 

If the employee changes her start date, a further l etter will need to be issued with 
employees’ new start and return date  

 

7 Copy of the above 2nd letter placed on personal file 
 

 

8 MAT B1 form received from employee 
 

 

9 Complete PM1 form & part A of the ML1 form  
 

 

10 For those schools that buy into Essex Payroll  – send Payroll form (PM1), Genus ML1 form, 
last page of 1st letter and original MAT B1 form to Payroll  
 

Teachers only  – copy of PM1 form should be sent to Teachers Records 

 

11 For those that do not buy into Essex Payroll  – notify your payroll provider accordingly of 
employees maternity leave & entitlement 

 

12 
 

For schools that don’t buy into Essex Payroll but d o buy into the Insurance Scheme –  an 
insurance claim form needs to be completed and sent to Darren Cooper for insurance purposes. 
 

For Schools that do buy into Essex Payroll  – any claims will be automatically downloaded 
from the current payroll system. 

 

13 Case completed – all paperwork placed on personal file  
14 For schools that buy into Essex Payroll  – on employee’s return complete part B of the Genus 

ML1 form and either an AA2 (only if there are any amendments to contract) or an LF form if they 
resign.  If the employee is resigning you will not  need to complete the ML1 form.  
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1 1 Continuous Service for SMP purposes means continuous service at any Essex Maintained School.  
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1 A partner is someone who lives with the child and the person listed in point 1) above,  “in an enduring family relationship” but is 
not the parent, grandparent, sister, brother, aunt or uncle of that person 
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