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Introduction

The Company is committed to retaining women in employment following Maternity Leave. The Company recognises that it has a responsibility to ensure that all pregnant employees are treated fairly, consistently and appropriately within the current legal framework. 

Detailed below is an outline of entitlement to Maternity Leave, Maternity payments and health and safety. The procedures surrounding Maternity can be complex. If you require further information regarding any of the matters detailed below, please speak to your Manager.

Notification of Pregnancy

You should notify the Company of your pregnancy and your intention to take Maternity Leave as soon as possible and by no later than the 15th week before the expected week of childbirth (EWC), unless this is not reasonably practicable. You will need to tell the Company: 

· That you are pregnant
· The week your baby is expected to be born
· When you want to start your Maternity Leave

Your Maternity Leave can start at any time after the 11th week before your baby is expected. You can change your mind about when you want your Maternity Leave to start, but you must give the Company at least 28 days (four weeks) notice in advance (unless this is not reasonably practicable). 

Once you have informed the Company of the above, the Company will write to you within 28 days (four weeks) and let you know the date you will need to return to work from Maternity Leave if you take your full entitlement and we will also detail the payments that will be made to you during Maternity Leave.

Please note that Maternity Leave will start automatically if you are absent from work for a pregnancy related illness during the four weeks before the expected week of childbirth, regardless of when you said you actually wanted your Maternity Leave to start. 

Maternity Leave

Regardless of how long you have been employed by the Company or the hours you work; you are entitled to 52 weeks Maternity Leave. This is made up of Ordinary Maternity Leave and Additional Maternity Leave. You must take a minimum of two weeks (four weeks if you work in a factory) ‘Compulsory Maternity Leave’ immediately after your baby is born.

During the period of both Ordinary Maternity Leave and Additional Maternity Leave you will continue to receive your normal terms and conditions of employment and any contractual benefits you would normally receive if you were at work, (e.g. holiday entitlement, and in a redundancy situation you will be considered for any suitable alternative vacancies as required by law), except for remuneration for the whole 52 weeks. If the Company contributes to an occupational pension, they will continue to make their usual contributions for the whole period that you are receiving SMP or contractual Maternity pay. 

You must make sure that you give the correct notification so that you can take this Leave.

Ordinary Maternity Leave is a period of 26 weeks and is normally with pay (Statutory Maternity Pay or Maternity Allowance – see below).

Additional Maternity Leave is a further 26 weeks (and is normally paid for the first 13 weeks and is then unpaid – see below) and starts immediately after ordinary Maternity Leave.

Holiday 

You will continue accruing statutory and contractual holiday entitlements throughout your Ordinary Maternity Leave and Additional Maternity Leave. You can add holiday to the beginning or end of your Leave (and should book this via the holiday booking procedure). 

If your Maternity Leave goes over two holiday years, you will be allowed to carry over any statutory holiday you have been unable to take because of your Maternity Leave, so it may be advisable to plan this at the beginning of your leave.

Returning to Work After Maternity Leave

After your Ordinary Maternity Leave, you have the right to return to the same job. If you return after Additional Maternity Leave you have the right to return to the same job or to another suitable job if that is not reasonably practicable.

The Company will assume that you will be returning to work at the end of your full Maternity Leave on the date that we would have notified to you, unless the Company hears otherwise from you. You may contact the Company prior to this and confirm your intention to return at the end of your Maternity Leave, but you are under no obligation to do so. However, if you want to return early before the end of your Maternity Leave, you will need to give the Company at least 8 weeks’ notice.

If you decide not to return to work, you should write to the Company giving notice as detailed in your contract of employment. If you do decide not to return, this would not affect any entitlement you may have to Statutory Maternity Pay.

Keeping in Touch Days (KIT)

Except during the first two weeks after childbirth (except factory workers = 4 weeks) it may be possible for you to come into work or attend training for up to 10 days during either Ordinary or Additional Maternity Leave (without this bringing the period of your Maternity Leave to an end and without loss of a week’s SMP). These are known as 'keeping-in-touch' (KIT) days and any work carried out on a day shall constitute a day's work for these purposes.

You are not however obliged or required to carry out any work during this period and the Company is not obliged to offer you such work. However, KIT days may be agreed between the Company and you. In addition, the type and amount of work carried out on any KIT days would be agreed between you and the Company. You would be paid at your normal hourly rate (this payment is inclusive of SMP) for any days or part-days worked.

Any keeping-in-touch days worked would not extend your period of Maternity Leave. Once the keeping-in-touch days have been used up (i.e. 10 days), you would lose a week's SMP for any week in which you agreed to work for the Company.

Keeping in touch - general

The Company may make (reasonable) contact with you during your Maternity Leave.  This might be to discuss such things as arrangements for your return to work, or to update you on changes in the workplace while you have been away.

Statutory Maternity Pay (SMP) And Maternity Allowance

Statutory Maternity Pay (SMP) is payable by the Company for 39 weeks, provided certain conditions are fulfilled. To be eligible for SMP you must:

· Be employed by the Company in the 15th week before the week your baby is due.
· Have been continuously employed by the Company for at least 26 weeks at the 15th week before your baby is due. 
· Have average earnings of the lower earnings limit or more (calculated over eight weeks up to and including the last payday before the beginning of the 15th week before the expected due date). 
If you are not entitled to SMP you may be entitled to Maternity Allowance. Maternity Allowance is paid by your local JobCentre Plus or the Department for Work and Pensions.

Rates of Maternity Pay

Statutory Maternity Pay (SMP) rates are reviewed every April. For details of the current rates you should speak to your Manager. SMP is paid as follows:

Statutory Maternity Pay - 90% of average earnings for 6 weeks, followed by 33 weeks at the current SMP rate (or 90% of earnings for the full 39 weeks if this is less than the current SMP rate). 

Maternity Allowance - The Company will notify you if you do not qualify for SMP and will give you form SMP1. This will help you claim Maternity allowance from the Jobcentre Plus instead.  Maternity Allowance is paid for 39 weeks at a flat rate or a weekly rate equal to 90% of your average earnings, if that is less.

Health and Safety during Pregnancy 

The Company is required to protect the health and safety at work of all employees and others, including new and expectant mothers. 

Health and Safety - Risk Assessment 

A risk assessment will be undertaken once you have notified the Company that you are pregnant, and it will take account of the work you carry out and any risk of harm or danger to you or your baby (for example if the job involves lifting,  is a very physical job or the job involves using chemicals).

Where a risk is identified, the Company will take steps to remove or reduce the effect of the risk. If, despite taking all reasonably practicable measures there is still a risk that could jeopardize the health or safety of you or your baby, then the Company will take the following steps: 

· Temporarily adjust your working conditions and/or hours of work. 
· If it is not reasonable to do so or would not avoid the risk, offer you suitable alternative work if any is available. 
· If that is not feasible - suspend you from work with pay for as long as necessary to protect your safety or that of your child. 

Where you are offered suitable alternative work, the work will be both suitable and appropriate for you to do in the circumstances and on terms and conditions no less favourable than your normal terms and conditions. If you refuse suitable alternative work, this could jeopardize your right to payment during any period of suspension. 

Antenatal
 
For information on antenatal appointments, please refer to the Antenatal and Adoption Appointment Policy.

Shared Parental Leave

You will also be entitled to end your Maternity leave and any associated Statutory Maternity Pay and put the balance of your entitlement into a shared pot which can then be distributed between both parents as Shared Parental Leave.  Please refer to the Shared Parental Leave Policy for full details.



Neonatal Care Leave and Pay  

If your baby needs neonatal care, you may be eligible for neonatal care leave and pay in addition to your Maternity Leave.  

Neonatal care leave and pay may be available for up to 12 weeks depending on how long your baby needs neonatal care, and any neonatal care leave will be added onto the end of your Maternity Leave.  Please refer to the Neonatal Care Leave Policy for full details.
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