Maternity Leave Policy
This policy sets out the statutory rights for employees who are either pregnant or who have recently given birth in relation to arrangements for ante-natal care, pregnancy related sickness, health and safety and maternity leave. This policy does not form part of the contract of employment.

In this policy the following definitions apply:

EWC – Expected Week of childbirth.  This is the week, starting on a Sunday, in which the baby is due.  For clarity, if the baby is due on a Thursday, then the EWC commences on the Sunday before.

QW – Qualifying Week.  This is the fifteenth week before the EWC.

SMP – Statutory Maternity Pay

OML – Ordinary Maternity Leave

AML – Additional Maternity Leave
Notification
You are expected to inform [INSERT NAME OR DEPARTMENT] that you are pregnant as soon as possible.  This is important so that we can carry out a health and safety risk assessment (see health and safety below).
In order to qualify for maternity leave you must tell us the following in writing before the end of the Qualifying Week:

· that you are pregnant

· the EWC

· the date on which you would like to start maternity leave (“Maternity leave start date”).
[A notification of maternity leave and expected week of confinement form can be obtained from [NAME/DEPARTMENT] ]

You must also provide us with a MAT B1 certificate from your doctor or mid-wife as we need this to administer SMP. 

Health and Safety
We are required to carry out a risk assessment in relation to work place risks for women who are pregnant, have given birth within the previous 6 months or are still breastfeeding.  We will provide you with information on any risks identified and any adjustments that may be necessary.  Where we believe that there are health hazards which may affect you in carrying out your normal work we will consider steps, for as long as is necessary, to avoid those risks. These steps may include changing your work conditions or hours of work, offering you suitable alternative employment on no less favourable terms and conditions or suspending you from work which will be on full pay unless you unreasonably refuse suitable alternative employment.

Ante-natal care
Whilst pregnant you may take reasonable time off work for ante-natal appointments prescribed by a doctor or mid-wife.  Other than for the first appointment we may require you to provide evidence of your appointments and that you are pregnant. You should try and arrange the appointments outside of working hours or, if this is not possible, towards the beginning or the end of the working day and give [NAME] as much notice as possible of the appointment. 
Entitlement to maternity leave and SMP
All pregnant employees are entitled to 52 weeks of maternity leave. This is made up of 26 weeks OML and 26 weeks AML.
To qualify for SMP an employee must:

· have 26 weeks continuous employment by the end of the QW

· have average earnings during the eight weeks ending with the QW which are not less than the lower earnings limit for payment of National Insurance. 

· have complied with the notification requirement and provided us with the MAT B1 certificate

· still be pregnant 11 weeks before the EWC.
SMP is paid at the following rates:

· For the first six weeks at 90% of your normal weekly earnings

· For the remaining 33 weeks at the flat rate set by the Government each year or 90% of your normal weekly earnings, whichever is the lower.   Details are available from http://www.hmrc.gov.uk/payerti/bau-redirect.htm  SMP will be paid on your normal pay date, less deductions for tax and national insurance.

Commencing maternity leave
It is for you to choose when you wish to commence your maternity leave although the earliest you can start your leave is from the 11th week before the EWC.  If you wish to postpone your Maternity Leave start date, then you need to notify us in writing 28 days before the original Maternity Leave start date or as soon as practical where this is not possible. If you wish to bring forward your Maternity Leave start date, then you need to notify us in writing 28 days before the new maternity leave start date or as soon as practical where this is not possible.
Maternity leave will start on the date that you have chosen unless before then the following apply:

· In the four weeks before the EWC you are absent for a pregnancy related reason.  In this case your maternity leave and SMP will start on the day after the day on which you are absent.  You must let us know as soon as possible if you are absent for a pregnancy related reason. 
· You give birth.  In which case your maternity leave will start on the day after the birth of your child and you must let us know of the date of birth, in writing and  as soon as possible.
Whilst on maternity leave
· Maintaining contact

Unless you request otherwise, we will keep you updated whilst you are on maternity leave of any training opportunities, vacancies and business developments. In addition to this, you may come into work or attend training, with our agreement, for up to 10 days, without forfeiting your maternity leave or SMP. These are known as Keeping in Touch (KIT) days.  If it is agreed for you to come in as a KIT day, we will discuss the arrangements for payment etc ahead of the KIT day.
You must not however work in the two weeks following childbirth or for four weeks if you work in the factory.
· Terms and conditions

All your benefits will be maintained during your OML and AML except for pay.  
In particular you will continue to accrue holiday in accordance with the contract. If the holiday year is due to end during or shortly after your maternity leave you may wish to consider taking holiday before starting your maternity leave.   You may also consider ending your maternity leave period early and taking paid holiday immediately at the end of your maternity leave.

· Pensions

[FOR MONEY PURCHASE SCHEMES. Whilst you continue to receive SMP, we will continue to make contributions into the pension scheme based on the earnings you would have had, had you not been on maternity leave.  This is provided you continue to make contributions into the scheme for the same period based on the maternity pay that you receive.  You are able to make additional contributions if you wish.  No contributions will be made once you no longer receive SMP but you can choose to make your own contributions if you wish] 
OR

[FOR FINAL SALARY SCHEMES. Whilst you continue to receive SMP this period of time will count towards your final salary scheme as pensionable service.   This is provided that you continue to make the minimum contributions for the same period based on the maternity pay that you receive. ]*  

Returning from maternity leave
After you have advised us of your Maternity Leave Start date, we will write to you within 28 days to inform you of your expected date of return from maternity leave.  If your Maternity Leave Start date changes, we will write to you within 28 days of the new Maternity Leave Start date to advise you of the revised expected date of return.   

We will assume that you will be taking the full 52 weeks maternity leave and we will expect you to return on the expected date of return unless you advise us otherwise.  If you wish to return to work earlier than this you must given us 8 weeks’ notice in writing. [IF YOU HAVE EMPLOYEE SHAREHOLDERS IN YOUR ORGANISATION INCLUDE THE FOLLOWING:  If you are an employee shareholder, you will be required to give 16 weeks’ notice of your intention to return to work early.]  We may postpone your return by 8 weeks’ from the date of your notice of early return, if you have given insufficient notice. 

You are normally entitled to return from your maternity leave to the same job as you had prior to taking your maternity leave and on the same terms and conditions.  If you have taken AML or more than 4 weeks’ parental leave after OML it may not be reasonably practicable for you to return to the same job, in which case you will be offered an alternative position on no less favourable terms and conditions.

If you are unable to return to work on the expected date of return, unless this is due to other authorised leave (e.g. agreed holiday, sickness, unpaid parental leave and the appropriate procedures have been followed) the absence will be treated as unauthorised absence and dealt with in accordance with our disciplinary procedures.

Should you decide that you do not want to return to work at the end of your maternity leave, you should give us notice of resignation in accordance with your contact.  This will not affect your entitlement to SMP unless you start working for another employer. 

*delete as appropriate

