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First of all, congratulations! This is an exciting 
time as you prepare for all the transitions that 
come with parenthood. 

Whether you’re pregnant, on 
maternity leave, or coming back 
to work, you’ll need to discuss 
certain things with your line 
manager. This guide aims to  
help support you to have these 
conversations and includes 
practical guidance and advice, 
as well as important things 
to consider, to ensure the 
most positive and productive 
experience for you both.

A corresponding guide has also 
been created to support line 
managers during this period to 
ensure they know about their 
obligations and responsibilities.

We’ve included a conversation 
checklist for each section to 
ensure that key areas are 
covered at the right stage.  
This is not intended to be a 
prescriptive list though:  

the points are there to help 
facilitate two-way discussions 
and there might be other things 
you wish to talk about too.

This guide is intended to 
complement your employer’s 
policies, so it’s always best to 
familiarise yourself with these 
first. Also, make yourself aware  
of any employee schemes, 
benefits and support networks 
that you can make use of. 

We know there’s already a lot for 
you to think about, so we’ve kept 
things short and to the point. 

You can find more advice on 
the law and your rights on the 
Equality and Human Rights 
Commission website: www.
equalityhumanrights.com/
workingforward

An introduction
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Once you find out you’re pregnant, you’ll need to tell your 
employer at some point. 

This would usually be your line manager, or your HR department. It’s best to do 
this as early as possible, even if you’re still on your probation period, as you may 
need time off for antenatal care. Your employer may need to address any health 
and safety risks too. Plus, the sooner you tell your employer, the sooner you are 
protected by law. 

Before you talk with your line manager, it’s a good idea to do some research. 
Read your company’s pregnancy and maternity policies, be aware of your 
statutory entitlements and think about anything else you may need to consider 
at this point.

This may sound obvious, and you might have already given it some thought, but 
it’s good to have an idea of how pregnancy will affect your work. Will it change 
how you do your job? Are there health and safety implications? When would 
you like to tell your other colleagues? When might you want to go on maternity 
leave? How long will you want to take off? 

This can be a lot to think about and you don’t need to come up with answers to 
everything immediately, but it would be useful to at least consider them.

It’s also worth considering how your line manager might respond. Is this their 
first time handling pregnancy and maternity at work? They might worry about 
replacing you or how they are going to organise cover while you’re away. It 
helps to think about these sorts of things before you sit down with your line 
manager as they can help you prepare for upcoming conversations.

Telling your line manager  
that you are pregnant

1.0
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Talk to your line manager in whatever way is most natural to the both of you. It doesn’t have to be a formal meeting;  
it could be over a coffee, if that’s what works for you.

Be open and honest with your line manager to get the support you need, and let them know they can be the same with you. 

You don’t have to have concrete plans for maternity leave now. Still, it will help your line manager to know your baby’s due 
date and any rough plans you might have, such as your maternity leave start date, or any upcoming antenatal appointments.

It’s a good idea to put any discussion points and agreements in writing to help avoid any confusion down the line.

Preparing for pregnancy and maternity at work

1.1 Telling your line manager that you are pregnant
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Top tips for a productive conversation
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1.2

Preparing for pregnancy and maternity at work

Conversation checklist 
You may want to refer to these discussion points when speaking with  
your line manager to ensure that key issues are covered at the right time.  
It’s advisable to include the following in your initial conversation:

   Time off for antenatal care – you have the right to take reasonable paid time off for appointments.

  Health and safety considerations – including discussing your company’s existing health and   
 safety assessment and any risks that may have been identified for pregnant women. You may  
 also want to flag any specific risks identified by you or your doctor that are not captured on  
 the assessment.

  Annual leave – when you plan to take it leading up to and after maternity leave.

   When to give notice – you must tell your employer when you want to start your maternity leave  
by the 15th week before the baby is due (that is when you are about six months pregnant).

Telling your line manager that you are pregnant 
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Throughout your pregnancy, you can take reasonable paid time off 
for antenatal care. This includes not only medical examinations but 
also, for example, antenatal classes, relaxation or parenting classes, 
as recommended by a doctor, midwife or health visitor. Your employer 
can only refuse a request for time off if it’s reasonable for them to  
do so.

After the first antenatal appointment, you will need to provide proof 
of subsequent appointments if your employer asks you to do so. 
You are not entitled to time off for antenatal care appointments until 
you provide your employer with a certificate confirming that you are 
pregnant, such as a MAT B1 (which confirms your pregnancy and 
gives the expected week of childbirth) and an appointment card or 
equivalent.

Agency workers are entitled to time off for antenatal care after they 
have worked for 12 weeks in the same job – you can take paid 
time off to go to antenatal appointments or classes if you cannot 
reasonably arrange them outside working hours.

Some women can become very tired, especially during the later 
stages of maternity, so it may be appropriate to talk to your line 
manager about whether there are any options to help manage this 
such as working from home more frequently or flexing your hours  
so you are not travelling during the rush hour. 

06

2.0
Managing your pregnancy
at work 

Preparing for pregnancy and maternity at work
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2.1 Managing your pregnancy at work
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You should catch up regularly with your line manager throughout your pregnancy to discuss your role, your workload and  
to keep your line manager updated on developments. This could be a series of meetings, calls or emails – whatever works  
for you.

It might also be a good idea to add your appointment dates into the diaries or schedules of your line manager and colleagues 
so they are aware of when you’ll be out.

Start to think how the work you’re doing at the moment might be handled while you’re on maternity leave. Are there projects  
it would make more sense to hand over ahead of the start of your maternity leave to ensure they run smoothly?

Preparing for pregnancy and maternity at work
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Top tips for productive conversations
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Conversation checklist  
You may want to refer to these discussion points when speaking with 
your line manager during this period to ensure that key issues are 
covered at the right time. Conversations could include:

   Any changes to your work patterns due to your pregnancy.

  Additional support you may need to fulfil your role.

  Any new health and safety risks identified by you or your doctor.

  Ideas you may have on how best to cover your role while you are away on maternity leave.

  Plans for a handover as you prepare to go on maternity leave.

   How long you think you’ll be on maternity leave. You can take up to 52 weeks and will be 
able to change your mind while on maternity leave.

Managing your pregnancy at work
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2.2

Preparing for pregnancy and maternity at work



In the time leading up to your maternity leave, things will have progressed 
and you’ll need to make decisions such as your potential leave date as 
well as making plans with your line manager and your team. You’ll also 
likely need to do a handover with your line manager and colleagues and 
keep them updated with any changes or developments before you leave. 
Whether it’s over email or via regular meetings, you can choose to do this 
in whichever way is most suitable for you.

While you’re on maternity leave, the level of contact you want from your 
line manager will largely depend on you. You can request as much or as 
little interaction as you’d like during your maternity leave, unless there is 
an obligation to inform or consult you. For example, if there is a promotion 
you need to apply for.

Check your company’s policy on Keeping In Touch (KIT) days. These are 
up to 10 working days during maternity leave that you can use without 
affecting your entitlement to Statutory Maternity Pay. Your line manager 
will usually remind you that you are not obliged to work during maternity 
leave and will tell you the amount you will be paid for any KIT days 
worked.

KIT days can be useful in helping to maintain relationships with  
colleagues and understanding any changes taking place within the 
business while you are off. It may be useful to discuss what your line 
manager has planned for a KIT day ahead of time to ensure that  
they are useful for both you and your company.

As always, regular and open communication should make  
things easier. 

3.0 Preparing for maternity leave 
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3.1 Preparing for maternity leave 
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Start preparing for your handover as early as possible. Let your line manager and colleagues know your plans, identifying  
any additional support you or your line manager may need and organising a handover period if possible.

Have a think around what things you’ll need before or after your maternity leave and flag anything relevant with your line 
manager e.g. mandatory training. 

Proactively suggest to your line manager how and when you’d like to stay in touch while you are on maternity leave.  
For example, over the phone, email, text or in person.

Preparing for pregnancy and maternity at work
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Conversation checklist 
You may want to refer to these discussion points when 
speaking with your line manager during this period to 
ensure that key issues are covered at the right time.  
There are key things that should ideally be agreed  
before you leave.

It is advisable to discuss the following:

   Confirmation of payment of Statutory Maternity Pay and/or contractual 
maternity pay.

   How and when you want to keep in touch with your line manager.

   Keeping In Touch days and Shared Parental Leave In Touch days.

   Plans for returning to work e.g. if requesting flexible working.

   Notice periods required for early return to work, Shared Parental Leave 
and pay, and if you decide to extend your maternity leave.

3.2 Preparing for maternity leave

Preparing for pregnancy and maternity at work



12

You’re now on maternity leave 
and away from work. Different 
people keep in touch with their 
line manager in different ways. 
This could be the occasional 
email or text message from your 
line manager or more formal 
structured contact - it’s entirely  
up to you. 

Your employer must contact you 
if there are promotions or other 
job opportunities, a redundancy 
situation or a reorganisation  
that would impact on your  
job.

Keeping in touch with your line 
manager during maternity leave4.0

12Preparing for pregnancy and maternity at work
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Keeping in touch with your line manager  
during maternity leave

It’s generally useful for your wider team to keep in touch with you to share any updates or announcements, particularly as 
you prepare to return to work. Your employer must keep you up to date with any company developments, e.g. redundancy 
situations, a reorganisation that would impact on your job, the possibility of a pay rise, job opportunity or promotions that you 
need to apply for.

You might want to start thinking about how you will return to work a few months in advance. Some women may want to start 
working more flexibly or part time. You’ll need to have a think about things such as childcare, how it fits into your plans and 
what support is available from your company.

If you’d like to request a gradual return to work, you should speak to your line manager at least a month beforehand to see if 
this is possible. You may be able to use your annual leave a few days a week to enable a phased return to work.

1
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Top tips for productive conversations
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Conversation checklist 
You may want to refer to these discussion points 
when speaking with your line manager during this 
period to ensure that key issues are covered at the 
right time. Conversations could include:

  Changes to the workplace or team since you left.

  If/how to phase your return.

  Flexible working options.

  Your immediate and long-term career plans; this will help your 
 manager assign you tasks in line with your plans.

  If/what child care support is available.

4.2 Keeping in touch with your line manager 
during maternity leave

Preparing for pregnancy and maternity at work
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It can be a big change going back to work after maternity 
leave but there are lots of options you can discuss with your 
line manager. Just be open and clear about how you’d like 
to return to work and discuss what will work for you and your 
employer. Whether you want to jump straight back into things, 
or need some time to adjust to being back to work, tell your 
line manager.

You might require some practical support too. For instance, if you’re breastfeeding 
and want to express milk then you’ll need access to a fridge to store it. Your line 
manager might not realise this, especially if it’s their first experience of pregnancy 
and maternity in the workplace, so you should let them know or speak with your HR 
team if this is easier. 

The first few weeks back can be challenging as you adjust to your return to work, so 
be sure to be open and speak to your line manager about any issues you might be 
experiencing and think together about how you might be able to address them.

Postnatal depression is not an uncommon issue for new mothers: indeed, it affects 
more than 1 in every 10 women within a year of giving birth. Your company policy 
should provide guidance on how to approach the issue with your employer. 
However, if you would like to find out more about the symptoms of postnatal 
depression and the support that may be available, please visit:  
www.nhs.uk/Conditions/Postnataldepression/Pages/Introduction.aspx

Preparing for a successful  
return to work5.0
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Preparing for a successful return to work

You’ll find it helpful to meet with your line manager on your first day back to discuss your return and any updates  
that either of you may have. 

Try to catch up with your own network too as they can provide further updates and help you settle back in. 

Once you’re all settled in, you might want to take some time to review your professional development plans and reflect on 
what you want out of the next phase of your career.

Finally, keep in contact with your line manager. Make any concerns clear to them and, if you need help, let them know. 
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Top tips for productive conversations
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Conversation checklist 
You may want to refer to these discussion points 
when speaking with your line manager during this 
period to ensure that key issues are covered at  
the right time. Conversations could include:

  Changes to the workplace or team since you left.

  If/how to phase your return.

  Flexible working options.

  Your immediate and long-term career plans; this will help your 
 manager assign you tasks in line with your plans.

  If/what child care support is available.

5.2 Preparing for a successful return to work

Preparing for pregnancy and maternity at work
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We hope this guide has been useful and 
given you the information, tips and advice 
needed to help you and your line manager 
make a success of your pregnancy and 
maternity at work.

For more information, resources and 
training, please visit: 
www.equalityhumanrights.com/
workingforward

Finally
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#WorkingForward
www.equalityhumanrights.com/workingforward


