MATERNITY POLICY
The Employer complies with the statutory scheme of maternity rights from time to time in force.   
1.	Ante-natal care
The Employer will not unreasonably refuse pregnant employees time off work in order to attend an appointment for ante-natal care.  Such an appointment must have been made on the advice of the employee’s doctor, midwife or health visitor.
Requests for paid time off work for ante-natal care should, wherever possible, be made at least one week in advance of the proposed ante-natal appointment.  Any such requests should be in writing and should be made to the employee’s line manager.
The Employer may require the employee to produce a certificate from her doctor, midwife or health visitor, confirming her pregnancy.  The employee may also be required to produce her ante-natal appointment card.
The Employer would prefer that ante-natal care should take place outside working hours and, if this is possible, employees are encouraged to arrange it.   Part-time employees, particularly, may be able to arrange to attend for ante-natal care outside their working hours.
If it is not possible to arrange ante-natal care outside working hours, in order to minimise inconvenience at work, wherever possible ante-natal appointments should be arranged to coincide with the start or end of the employee’s working day. Where time off is permitted during working hours, it will be paid at the employee’s normal rate of pay.
2.	Maternity leave

Employees are entitled to 52 weeks’ maternity leave.
 

3.	Notification arrangements
In order to qualify for maternity leave, a pregnant employee must, in or before the 15th week before the expected week of childbirth (“EWC”) (or as soon as is reasonably practicable), notify her line manager in writing of the following:
· her pregnancy;
· the EWC; and 
· the date on which she intends her leave to start.
The pregnant employee must enclose with this written notification a certificate (Form MAT B1) from her doctor, midwife or health visitor confirming the EWC.  Having received this notification, the Employer will, within 28 days, set out in writing the expected date of return from maternity leave, assuming that the employee takes her full entitlement.  The employee must give the Employer 28 days’ notice (or as much as is reasonably practicable) if she wishes to change the start date for her maternity leave.
Maternity leave may not start earlier than 11 weeks before the EWC nor later than the actual date of the baby’s birth.
If an employee is absent from work wholly or partly because of pregnancy or childbirth following the beginning of the fourth week before the EWC, then the period of maternity leave will automatically start on the first day of such absence.
In a redundancy situation the employee has a right of first refusal for suitable alternative roles appropriate to the employee’s skills. That right arises from first notification of the pregnancy and lasts until 18 months after the EWC. 
4.	Right to return to work after maternity leave

The Employer will assume that employees will return to work after their full period of 52 weeks’ maternity leave.  However, if an employee wants to return to work before the end of the maternity leave period, she must give the Employer at least 8 weeks’ notice in writing of her intended return date.  If she attempts to return to work early without giving the Employer due notice of her intention to do so, then the Employer may postpone the return until the full 8 weeks’ notice has been given or until the end of the maternity leave, whichever is the earlier.  During such a period of postponement the Employer is under no obligation to pay contractual remuneration to the employee.

5.	Returning to work after any period of maternity leave

No employee may return to work within two weeks of childbirth (four weeks if the employee works in a factory).
An employee returning to work after maternity leave has the right to return to the same job on terms and conditions not less favourable than those that applied before the maternity leave subject to the following exception.

If a redundancy situation has occurred during the period of maternity leave and for that reason it is not reasonably practical for the employee to return to their old job, the employee is entitled to be offered any alternative vacancy as is available, on terms and conditions which are not substantially less favourable than those that applied prior to the maternity leave. The alternative job must be both suitable and appropriate for the employee to do in the circumstances. This right of first refusal for suitable alternative roles extends for 18 months after the EWC. 

In the case of an employee returning to work after more than six months maternity leave an additional exception applies, as follows: 

If it is not reasonably practical for the company to allow the employee to return to the same job, for a reason other than redundancy, the company must offer the employee a suitable alternative job, which is appropriate for the employee to do in the circumstances, on terms and conditions that are no less favourable than would have applied if she had not been absent. 

6.	Employee deciding not to return to work

If an employee decides not to return to work after all, she must give at least the notice of termination required by her Contract of Employment.
7.	Maternity pay

The Employer will pay statutory maternity pay (“SMP”) in accordance with its legal obligations from time to time.  Currently, in order to qualify for SMP, a pregnant employee must satisfy the following criteria:
•	she must have completed 26 weeks’ continuous employment with the Employer into the 15th week before her EWC (“the qualifying week”);
•	she must still be employed by her Employer into the qualifying week;
•	her average earnings must have been at or above the lower earnings limit for national insurance payment purposes;
•	she must have started her period of maternity leave; and
•	she must have given the Employer written notification in accordance with clause 3 above (including evidence of the EWC).
SMP is payable for a maximum period of 39 weeks.  The Employer will pay SMP at the appropriate rate from time to time.  SMP is subject to deductions for tax, national insurance and any other deductions which the Employer may legally make.
If a pregnant employee does not qualify for SMP, she may be able to claim state maternity allowance (“SMA”).  She should claim SMA direct from her local office of the Department for Social Security.
8.	Contractual benefits and maternity leave
An employee on maternity leave will continue to receive her contractual benefits other than remuneration.  An employee will receive a statement setting out which of her benefits will continue (and confirming the terms on which any such benefit is available) when she starts her maternity leave.
Employer pension contributions will continue to be made at the usual rate during a period of paid maternity leave (including when SMP is paid).
9.	Holidays

Employees will continue to accrue holiday throughout their maternity leave.
10.	Health and safety

The Employer will carry out a risk assessment to assess which posts may present particular risks to new or expectant mothers and their babies.  If any pregnant employee is employed in a position which has been identified as posing a risk to her health or to that of her unborn child, she will be notified immediately and arrangements will be made to eliminate that risk.
For this reason, all employees are required to notify their line manager as soon as they are aware that they may be pregnant.  If appropriate, arrangements will then be made to alter their working conditions, or if that is not possible and such a job is available, they will be offered a suitable alternative job.
If there is no suitable alternative job, the Employer has and reserves the right to suspend the employee on full pay until there is no longer a risk. These alternative arrangements may continue after the birth of the child if the employee returns to work and is still considered to be at risk.
If an employee has any concerns about her own health and safety, at any time, she should consult her line manager immediately.
11.	Contact Days

The Employer may make reasonable contact with an employee on maternity leave for a number of reasons such as to discuss arrangements for her return to work, to keep her informed of important developments at the workplace, relevant promotion opportunities and other information relating to her job of which she would normally be made aware if she were working.

12.	Keeping in Touch Days

The employee may undertake up to 10 “keeping in touch” days during her maternity leave which means working under her contract of employment by agreement with her Employer.  The employee will be entitled to receive her contractual pay, which will depend on the agreement reached with her Employer as to the amount and nature of work.
13.	Shared Parental Leave
The Shared Parental Leave Regulations provide an opportunity for qualifying parents to enjoy greater flexibility in how they care for their child. Parents can either share caring responsibilities between them or have one parent taking the main caring role depending on their preferences and circumstances. The rules relating to shared parental leave are complex and so, rather than set them out in full here, any staff interested in taking up their entitlement to shared parental leave should contact HR, who will be able to provide further details of the right and qualifying requirements.
14. 	Neonatal Care Leave
Parents of babies who are admitted into neonatal care up to 28 days old and who have a continuous stay in hospital of 7 full days or longer are eligible to take neonatal care leave. Eligible parents can take up to 12 weeks of leave on top of any other leave they may be entitled to, including maternity and paternity leave. The leave must be taken within 68 weeks of the baby’s birth. 
Alongside the leave, Statutory Neonatal Care Pay (NCP) will be available to those who qualify for it. In order to qualify for NCP, an employee must have been employed for a minimum of 26 weeks prior to the leave being requested and earnings must have been at or above the lower earnings limit for national insurance payment purposes.



