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Employee Guide 

How to apply for maternity and 
adoption leave 



All pregnant women, irrespective of length of service and hours worked, are entitled to 52 weeks 

maternity leave.  You don't have to take all 52 weeks leave, but you do have to take a minimum 

of 2 weeks after the baby is born. 

You must advise us in writing by completing the online application as detailed below by the first 

working day of the 15th week prior to the Expected Week of Childbirth (EWC) or as soon as 

reasonably practicable. 

You will also need to attach a MatB1 form which is available from your registered medical 

practitioner or certified midwife. The MatB1 form confirms the Expected Week of Childbirth 

(EWC). 

On the Home page click on the “Me” tab and then “Time and Absences”.  

 

On the time and absence screen click on “Add Absence”.  

 

Select “Maternity” or “Adoption” from the drop-down menu.  



 
Enter the “Expected Date of Childbirth” from the MAT B1 form and the “Actual Start and End 

Date” of your leave.  

 

Please note: If you do not intend to return to work you must check the box (Green box) 

 

 

Scroll down to “Attachments” click the drop-down arrow and select “Add File”. 



Attach your MAT B1 form or Matching Certificate for Adoption leave. Leave cannot be 

authorised without this evidence.  

Once your attachment has been uploaded, please click “Submit”. 



If you need this information in another language or format, please contact us to discuss 

how we can best meet your needs. Phone 0303 123 1015 or 

email equalities@southlanarkshire.gov.uk
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