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Communication

1. All staff must be aware of this policy and adhere to it.

2. First line managers must read and understand the policy as a minimum, and should follow this policy.

3. Senior Managers, Directors and Executive Directors must have a good working knowledge of this policy, and should follow this policy.

4. All staff and external stakeholders involved in the consultation on and approval of policies, procedures, protocols and guidelines should be sent a copy of this policy and asked to read it.

5. Awareness of this policy should be included in departmental specific induction programmes and departmental meetings.
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1
Scope and Purpose of the Policy

1.1 The Trust recognises the benefits to be gained by the organisation, staff and patients in helping our workforce to achieve a healthy work/life balance.  Family-friendly initiatives are an important aspect of this and the Maternity Policy is one of a range of policies aimed at assisting staff who care for children, in support of the Trust’s commitment to Improving Working Lives, best employment practice and changes in employment legislation.

1.2 The policy sets out the rights, entitlements and obligations of staff on Agenda For Change contracts who wish to avail themselves of the maternity leave benefits provided by the Trust, as well as the responsibilities of line managers.

1.3 The policy refers to the mother of a newborn child in the singular but is equally applicable to the mother of more than one newborn child.  
1.4 The policy should be read in conjunction with the Trust’s Paternity Leave Policy and Parental Leave Policy.

1.5  The benefits and procedures detailed in this booklet are applicable to those employees with an expected date of confinement (EDC) on or after 1st April 2007, and are in accordance with the Employment Rights Act 1993 & 1996 and its amendments, Social Security Contributions and Benefits Act 1992, Trade Union Reform and Employment Rights Act 1993, The Working Time Directive 1995, The Employment Relations Act 1999, The Maternity and Parental Leave Regulations 1999 and the Agenda for Change: NHS Terms and Conditions Handbook and the subsequent amendments. A useful site to access for extra information including a personal pregnancy calendar is www.tiger.gov.uk
2
During your Pregnancy

2.1
You are entitled to time off with pay to attend a clinic or other such place to receive your antenatal care, and the Trust realises that this may unavoidably take place during working hours. Antenatal care is not restricted to medical examinations. For example, it could also include relaxation classes and parent craft classes.

2.2  We do expect that you will attempt to organise times around work hours or, when this is not possible, at a time most convenient, arranged with your line manager; and that you show an appointment card when requesting the time off where practical. This also means you are not rushing back to work after an appointment, avoiding unnecessary stress. 

2.3  It is anticipated that your antenatal care will consist of attending a clinic on a monthly basis for the first 28 weeks, increasing to fortnightly and then weekly visits for the last 4 weeks. If you find that you will need to attend a clinic more frequently than this, your manager may refer you to Occupational Health. The information OH provide, will enable us to discuss your health with you and make reasonable adjustments to ensure you are able to continue the particular work you perform without risk to you or your baby.

2.4 To ensure your own safety and that of the baby it is important that your manager or designated risk assessor perform a risk assessment in consultation with Occupational Health. If this has not yet been done, speak to your manager about arranging an assessment as soon as possible. Raise any related concerns you may have with your manager or contact Occupational Health if you would like advice on Ext. no. 6048. A risk assessment must also be performed if you are still breastfeeding on your return to work. For more information go online to http://www.hse.gov.uk/pubns/indg373.pdf
2.5  If your Doctor issues a written statement that in their opinion either you or the baby would be at risk should you continue performing your present duties, the Trust will make every effort to find suitable alternative employment (at your present rate of pay), or suspend you on full pay for the remainder of your pregnancy up to a maximum of 39 weeks.

3
Maternity Leave

3.1
Irrespective of your length of service and hours worked, you are entitled to 52 weeks maternity leave if the baby is born on or after 1st April 2007 of which 26 weeks are called ordinary maternity leave and 26 weeks are called additional maternity leave). During this period, all contractual terms and conditions, with the exception of pay, are preserved.

3.2 Maternity leave may start whenever you wish after the 11th week before your EDC. The latest your maternity leave may begin is the date of the birth. If you wish to work in the last 4 weeks before your EDC you will be required to produce a fitness to work certificate, available by visiting your GP or from OH.

3.3 You must inform your manager that you are pregnant by the 15th week before your expected date of childbirth and state your intended date for commencing maternity leave. You should also state your expected date of childbirth (EDC) and provide your HR Advisor with your MAT B1 certificate from a registered practitioner or registered midwife.

3.4 If you are sick from work, wholly or partly because of pregnancy related illness or childbirth (apart from the usual clinic attendance) during the 4 weeks prior to the EDC your maternity leave will automatically commence on the day after the first complete day of absence for this reason. Odd days of sickness during this period may be disregarded if you wish to continue working until the maternity leave start date previously notified to your manager and HR.

3.5 However, if you are absent from work with any sickness that is not related to your pregnancy, and is certified as such by your doctor, it will be treated as sick leave until the date you commence your maternity leave.

3.6 If your baby is born 11 weeks before the EDC you must, within 28 days, if reasonably practical, give Human Resources notice of the date you gave birth.

3.7 If you give birth before the 11th week before your EDC and you have been absent from work on certified sickness, your maternity leave will begin on the date you gave birth. If you worked during the week you gave birth, your maternity leave will commence the day after you gave birth. If you child is born before the 11th week before your EDC and your child is in hospital, you may split your maternity leave entitlement taking a minimum of two weeks immediately after the birth and the remainder on your child's discharge from hospital. You must notify your Head of Department as soon as possible of your intention to do this and the dates concerned.
3.8 In all cases, there is a compulsory period of maternity leave of two weeks after the date of birth.  If the baby arrives later than expected and you have exhausted your maternity leave, entitlement will be extended accordingly to cover the compulsory two weeks leave. Whilst on maternity leave, you will continue to be employed and be bound by obligations of trust and confidence; good faith; and the prohibition of disclosure of confidential information and the participation in any competing business.

4
Statutory Maternity Pay
4.1
Statutory Maternity Pay (SMP) is a weekly benefit paid to women who are on maternity leave. 

4.2 To qualify for SMP you must have:

i. Been continuously employed by Brent tPCT for 26 weeks prior to the 15th week (Qualifying week) before your Expected date of Childbirth, and intend to return to work after your maternity leave for a period of 3 months or more

OR  

ii. Have more than 12 month’s continuous service at the 11th week before your EDC but are not returning to work after your maternity leave for a period of 3 months or more

AND 

iii. Had normal weekly earnings of at least the lower earnings limit (i.e. paying national insurance contributions) at the Qualifying Date (QD).

4.3 If you are only entitled to SMP, you will receive:

Weeks 1-6:  the higher rate SMP which is 9/10ths of your normal weekly earnings (90%)

Weeks 7-39: the lower rate of SMP or 9/10ths (90%) of your normal weekly earnings per week, whichever is less.

4.4 Your normal weekly earnings are based on the gross average NI-able weekly earnings (including overtime i.e. all income subject to tax and NI) received during the 8 weeks prior to the qualifying date. It is therefore important that you are aware that if for any reason your earnings during that period are down, this will affect your average earnings.

4.5 Due to this calculation, it is recommended that careful consideration should be given to the decision to work shorter hours or take unpaid leave. 

4.6 In the case of an employee on unpaid sick absence or on sick absence attracting half pay during the whole or part of the period used for calculating average weekly earnings in accordance with the earnings rules for Statutory Maternity Pay purposes, average weekly earnings for the period of sick absence shall be calculated on the basis of notional full sick pay.

4.7 If you do not qualify for SMP, you may be entitled to Maternity Allowance from the Benefits Agency.  For further details on this entitlement, contact your local Benefits Agency.  However, you must still submit a copy of your MATB1 to Human Resources as you are still eligible for Maternity Leave.
5
Occupational Maternity Pay

5.1
If you have 12 months continuous NHS service at the 11th week before EDC, and intend returning to work after the birth for a period of at least 3 months, you are entitled to monies under the NHS’s terms and conditions of employment (Occupational Maternity Pay) as outlined in the AfC Handbook. If you are also entitled to SMP, your remuneration during Ordinary Maternity Leave will be: …
5.2 Maternity Pay (inclusive of Occupational and Statutory) paid at:

Weeks 1-8 at full pay 

Weeks 9-26 at half pay plus the lower rate of SMP (the total not exceeding full pay)

Weeks 27-39 at the lower rate of SMP only

5.3 If you do intend to return to work after your maternity leave, but then later change your mind, you may be asked to repay the Occupational Maternity Pay but not the SMP.

5.4 SMP and Occupational Maternity Pay (OMP) are paid in the normal way, through the payroll on a monthly or weekly basis, and are subject to tax and NI deductions. You can request that your pay-slip be sent to your home or another address. If a change of address occurs please ensure you contact the Human Resources Department. By prior agreement OMP may be paid for example by a combination of full and half pay or a fixed amount spread equally across the maternity leave period.
6
Return to Work

6.1
Unless we are notified otherwise, we will expect you to return to work at the end of your additional maternity leave.

6.2 If you wish to return earlier than this you will need to provide us with 28 days written notice of your intention, otherwise, we may postpone your return until the 28 days have elapsed, or your ordinary maternity leave has expired.

6.3 It is compulsory that you do not return to work within 2 weeks of the day of childbirth.

6.4 You have the right to return to work with no detriment to the terms and conditions you enjoyed before you started your maternity leave and on no less favourable conditions unless:

i. There is some reason which makes it impractical for us to take you back in your old position, in which case you will be offered alternative work on terms and conditions which are not less favourable than those contained in your original contract of employment.

ii. A redundancy situation has arisen during your leave, in which case, if there is a suitable alternative vacancy, you will be offered alternative employment in that new job.  The terms of any alternative employment offered will not be less favourable than those contained in your original contract of employment and you will be given priority in finding a new role.

6.5 Should there be no suitable alternative position, you will be treated in accordance with your contractual and statutory rights.

6.6 You may request to return on reduced hours, on a job share basis or any other flexible working pattern. Your request may be granted so long as the request is feasible within the service provision and has been agreed with your manager. Please refer to the flexible working policy for further information.

6.7 If you decide to return to a different Trust at the end of your maternity leave, you are required to provide us with a copy of your offer letter or contract within 3 months of the end of your maternity leave. If you do not provide this information, we will be entitled to reclaim your occupational maternity pay minus any SMP you received. Equally, if you are receiving OMP and decide not to return to work after all, or return for less than 3 months, you may be asked to repay your OMP less the SMP received.

6.8 In cases where the Trust considers that to enforce this provision would cause undue hardship or distress, the Trust shall have discretion to waive the right to recovery.

6.9 Returning to work after having a baby can be very difficult. You may feel very tired if you are having sleepless nights and it can be an emotional strain to leave your baby with someone else all day long. Once again the Occupational Health staff are here to offer support on ext 6048. 

6.10 Many mothers continue to breast feed after they return to work, and returning to work need not be a reason to stop breast-feeding. Your Health Visitor is the person to advise you on this subject, but the Occupational Health nurses are also available if you wish to talk things over. We will endeavour to provide you a private room for expressing milk and fridge facilities to store it. You must undertake a new risk assessment on your return to work if you are continuing to breastfeed.
7
Calendar of Events

	              When
	                What
	               Why

	As soon as you know you are pregnant
	· Ask your Doctor/Midwife for form FW8

· Tell your Dentist

· Tell your line manager/HR
	· To apply for free prescriptions

· To apply for free dental treatment

· To arrange time off for ante-natal care

	15 weeks before EDC
	Tell your manager you are pregnant if you have not already done so and let them know when you wish to start your maternity leave
	

	11 weeks before EDC
	This is the earliest you can start your maternity leave (provided you have given 28 days notice)
	

	4 weeks before EDC (You should produce a fitness to work cert from your GP or occupational health report if you wish to work past this date)
	If you are absent from work wholly or partly due to a pregnancy related illness or due to childbirth, your maternity leave will commence the day after the first full day of absence
	Odd days of pregnancy related illness during this period may be disregarded if you wish to continue working until the leave date previously arranged with your manager.

	At least 28 days before you intend to start your maternity leave
	Arrange to meet your HR Advisor for a maternity interview, then notify the Trust, in writing of the following:

1. That you are pregnant

2. Your EDC

3. The date you intend to start your ordinary maternity leave

4. Attach your MAT B1
	Your maternity leave may be postponed until the 28 days have elapsed or the date of childbirth, whichever is sooner. If you take the leave without giving notice, it will be treated as unauthorised absence and may result in disciplinary action.

	End of additional maternity leave if entitled (52 weeks)
	Return to work
	Unless we are notified otherwise, we will expect you to report to work on this date

	If you wish to return earlier than you have previously notified
	28 days notice of return date
	Failure may result in your return date being delayed for 28 days or until the end of your maternity leave.


8
Flowchart for Maternity Leave

EMPLOYEE





                   MANAGER
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Manager's Checklist

9.1 As soon as you know a member of your staff is pregnant and has received their MAT B1, an appointment should be made for her to see the Human Resources Advisor to discuss maternity leave and pay entitlements. If staff wish to work in the last 4 weeks before their EDC they will be required to produce a fitness to work certificate, available by visiting their GP.
9.2 Prior to the member of staff commencing maternity leave, the Human Resources Advisor will have written to the staff member regarding their entitlements, confirming the dates for the period of maternity leave.  You will be sent a copy of this letter, and if applicable, a date when the member of staff intends to return to work.

9.3 A risk assessment should be undertaken by you and the Risk Manager, in consultation with the Occupational Health Department.  The results of this assessment should be discussed with your member of staff.

9.4 It is important to note that annual leave continues to accrue as normal during maternity leave. It may be mutually beneficial to take annual leave by agreement with you, either before and/or after the maternity leave period, but not in between a period of paid maternity leave and unpaid maternity leave. The amount to be taken should be discussed and agreed between yourself and your staff member. Payment in lieu may also be considered if accrual exceeds normal carry over provisions.

9.5 It is good employment practice for you to keep in contact with the employee throughout their Maternity Leave.  You should discuss with staff going on maternity leave the frequency of the contact they would like, if any, whilst on maternity leave and complete the checklist in Appendix II of the Keep In Touch Good Practice Guidelines.  A copy of the completed checklist should be given to the member of staff. Staff must not undertake bank work during their maternity leave, whether it is during the paid or unpaid leave period. 

9.6 A member of staff has the right to return to work to a post that is no less favourable than the one they held.  However, she may return on any basis agreed with you.  You must not unreasonably refuse a request from a member of staff to return on reduced hours providing this fits in with the needs of the service.  You should be as flexible as possible, considering options such as job share, and changing hours of work to suit the individual and service provision.  In this way, we hope to retain high calibre, trained staff. Consult the flexible working policy or the HR team for help and guidance.

9.7 Staff on maternity leave must give 28 days notice of their intention to return to this Trust if they intend to return before the end of their maternity leave. 
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Flow chart of Entitlements – For babies due on or after 1st April 2007












Appendix 1

Glossary

	SMP
	Statutory Maternity Pay

	OMP
	Occupational Maternity Pay

	MLP
	Maternity Leave Period

	EDC
	Expected Date of Childbirth

	QD
	Qualifying Date:  15th week before EDC

	NI
	National Insurance

	MA
	Maternity Allowance

	MATB1
	The certificate you obtain from your midwife stating your expected date of childbirth. Usually issued between 24-26 weeks into the pregnancy.

	Continuous Service
	Means working with one or more NHS Trust or Health Authority (including Northern Ireland Health Services) without a break in service of 12 months or more.


APPENDIX 2
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BRENT TEACHING PRIMARY CARE TRUST
Application for Maternity Leave – Intend to return to work 

I wish to make an application for maternity leave in accordance with the provisions of Section 6 of the General Whitley Council and the Trade Union Reform and Employment Rights Act 1993.

NAME










EMPLOYEE NUMBER 







DEPARTMENT 








LOCATION 









HOME ADDRESS 








TEL NUMBER 








ADDRESS DURING MATERNITY LEAVE (IF DIFFERENT FROM ABOVE)

Sending payslip to home address




yes/no
Date commenced employment with the Trust 





Date commenced continuous NHS employment 





Expected date of confinement 







Qualifying week for SMP (15th week before EDC) 




Date commencing paid maternity leave 






Date paid maternity leave expires 







Date unpaid maternity leave expires 






Date returning to work 








Return to Work:

I understand that I must give at least 28 days notice in writing to my line manager of the date I intend to return to work if this is not the end of my additional maternity leave.  I also understand that for any period I remain on maternity leave beyond the first 39 weeks, this will be treated as unpaid leave.  If I should fail to return to work, or where I intend to take up employment with another Authority/trust, fail to submit to the Human Resources Department a copy of my letter of appointment within 15 months of the beginning of my maternity leave, I should be liable to refund the maternity pay received, less any SMP to which I am entitled.

I declare my intention to return to my employment for a minimum period of three months after the expiry of the leave, or such time as I am certified medically fit to do so.

I have read and understood the "Employee's Guide on Maternity Leave"

Signed:.................................... ....... .......


Date:......................


EMPLOYEE

Signed:.................................... ....... .......


Date:......................

      
HR ADVISOR

Signed:.................................... ....... .......


Date:......................


LINE MANAGER






return mat form pg2

APPENDIX 3
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BRENT TEACHING PRIMARY CARE TRUST

Application for Maternity Leave – Do not intend to return

I wish to make an application for maternity leave in accordance with the provisions of Section 6 of the General Whitley Council and the Trade Union Reform and Employment Rights Act 1993.

NAME










EMPLOYEE NUMBER 







DEPARTMENT 








LOCATION 









HOME ADDRESS 








TEL NUMBER 








ADDRESS DURING MATERNITY LEAVE (IF DIFFERENT FROM ABOVE)

Sending payslip to home address




yes/no
Date commenced employment with the Trust 





Date commenced continuous NHS employment 





Expected date of confinement 







Qualifying week for SMP (15th week before EDC) 




Date commencing paid maternity leave 






Date paid maternity leave expires 







Annual leave outstanding 








Bank Holiday outstanding 








Last day of service 









I have read and understood the "Employee's Guide on Maternity Leave"

Signed:.................................... ........ ........


Date:............... ........


EMPLOYEE

Signed:.................................... ........ ........


Date:............... ........


HR ADVISOR

Signed:.................................... ........ ........


Date:............... ........


LINE MANAGER

non return mat form pg 2

APPENDIX 4
Keep In Touch Good Practice Guide
As a result of a survey undertaken by the Opportunity 2000 Steering Group in 1996, a Keep In Touch good practice guide has been developed for those employees on maternity leave.

Prior to you commencing your maternity leave, your manager will meet with you to discuss how frequently you would like contact to be made with you whilst on maternity leave, if any.  The type and level of information as well as the regularity of contact you may require is likely to be dependant upon your position in the Trust.  Below outlines the range of communication options you may consider appropriate during your maternity leave.  

-
The survey revealed the value of the "informal" communications e.g. telephone calls and visits from your work colleagues.  Would you welcome this, and/or would you like your colleagues to visit you at home?

-
Is there a necessity to fill the "vacancy" with a seconded individual?  Would you like the secondee to provide one of the communication links with you whilst you are on maternity leave?

-
Are you involved in a specific role in a project/development?  Would you like to be kept informed and involved whilst on leave?

-
What information is relevant, and would you like, whilst on maternity leave.  This information may include:


-
Vacancy Bulletin

-
New or changes to local policies and procedures


-
Minutes of ward/departmental meetings


-
New, or changes to strategic policies and procedures

With effect from 1st April 2007 the government introduced 10 Keep in              Touch days.  These days are optional, may be paid and are for the purpose  
of attending any relevant training, briefings or departmental project work. They will not affect your Maternity Pay and Leave entitlement.  The keeping in touch dates should be agreed between manager and employee.

What is the possibility of re-orientation days?  The length of reorientation on your return to work will depend upon the service, however it is a good practice to reintroduce you and update you on changes, and should not be carried out before your actual return. 

Prior to you commencing your maternity leave, your line manager should discuss the attached checklist with you.  You will receive a copy of the completed checklist for your information.

APPENDIX 5

Keep In Touch Checklist
Name........................................................................................................................

Department ....................................................................................…………………

Address for Correspondence ...........................................................................................…………………………

................................................................................................................…………......................................................……………………………………………………………………………………………………………………………………………………
I would like to receive a copy of the following whilst on maternity leave.  Please delete as appropriate.

New or changes to local policies & procedures


Yes/No

Minutes of ward/departmental meetings



Yes/No

New or changes to strategic policies & procedures  

Yes/No   
Vacancy Bulletin






Yes/No
Any other information - please specify. ...........................................................………………………………………………………………………………………………

Suggested action list
Frequency of contact ............................. .......................................................

Line manager/colleague(s) to pay home visit


Yes/No

To receive regular updates on the following projects:

Yes/No

Reorientation days to be organised on your return to

Yes/No

work.

Signed ........................... .......................................................
Date ................


Employee

Signed ........................... .......................................................
Date ................

        
Line Manager

APPENDIX 6

Other Benefits For Expectant And New Mothers

The Trust employs a Child & Care Coordinator. For more information, please contact your Directorate’s Human Resources Advisor.
To get help or advice on any of the following benefits you should contact your Social Security office.

Free Prescriptions

You are entitled to free prescriptions during pregnancy and for the first year after the birth. You must first obtain an exemption certificate by filling in form FW8 from your Doctor, midwife or health visitor. In addition, you do not have to pay for any prescriptions for you baby or any other child who is under 16.

Free Dental Treatment

Whilst you are pregnant, and until your baby is one year old, you are entitled to free dental treatment (as long as the treatment had not started before you were pregnant and you use an NHS dentist). You can claim by telling the dentist you want free treatment at the beginning of your treatment. For further information obtain leaflet D11 from your Social Security office.

Free Milk and Vitamins

Expectant and nursing mothers and children under school age in families on Income Support can get free milk tokens from the D.S.S

Fares to Hospital

You may be eligible to obtain a refund of your travel costs to and from hospital refunded if you or your partner are claiming Income Support or are on a low income. You should see Leaflet H.11 for further details from the D.S.S.

Child Benefits

This is a weekly benefit paid for each child you are responsible for. You cannot claim before the child is born as you need to know the exact date of birth, and you must claim child benefit within 6 months of the birth if you wish the benefit to be backdated to the date of the birth.  Child benefit is usually paid once every 4 weeks, but it is possible to ask for weekly payments.   

One Parent Benefit

This is a weekly benefit paid with Child Benefit to people bringing up a child on their own. It is only paid for the eldest child and is not normally paid to widows, who receive an increase to their Widows Benefit. To claim see form CH.11 from the Benefits Agency.

Family Credit

If this is your first child and you and your partner (if applicable) are on a low wage and work 24 hours a week or more you can claim for Family Credit once the child is born. If you are entitled to Family Credit you can claim the Maternity Need, a Payment from the Benefits Agency for up to three months after the baby is born.

Housing Benefits

Housing Benefit is paid by your local council to help with the cost of the rent for your home. Contact your Local Benefits Agency office for further information. Help may also be available for council tax payments.

Vouchers for Glasses

Please contact your optician for details.

Home Responsibilities Protection

You may qualify for Home Responsibilities Protection if you have to stay at home to look after children or a sick or disabled elderly person.

Social Fund

The Social Fund helps those unable to meet expenses out of their regular income.

Other Useful Things to Know

You must by law register your baby’s birth within 6 weeks of the birth.  Once your baby is registered you will get a birth certificate and an NHS Card. You may be able to register your baby’s birth at the hospital in which they are born.

The NHS Card can be used to register with a GP.

The birth certificate will be needed:

· For you to claim child benefit

· To apply for baby’s passport.  All children now born in the UK are required to have their own passport for travelling.  Forms are available from Post Offices.

· For opening a saving’s account for your child and if you complete a tax exemption form then the money can be invested tax free. 

APPENDIX 7

Useful Contact Numbers

National Childbirth Trust

Offers advice on different methods of childbirth e.g. water birth etc. 

Tel:  020 7211 3833

British Pregnancy Advisory Service 

Information and counselling on pregnancy issues, abortion and fertility.
Tel: 0845 730 4030
Web: www.bpas.org.uk
Childcare Link
Help line providing information on a range of children's services available.
Tel: 0800 096 0296
Web: www.childcarelink.gov.uk
Family Rights Group
Provides help for families involved with the social services.
Tel: 020 7923 2628
Advice line (Mon-Fri, 1.30pm-3.30pm)
Tel: 0800 731 1696

National Childcare Strategy
Government led campaign that aims to ensure accessible, good quality, affordable childcare for 0-14 year olds.
Tel: 0870 000 2288
Web: www.dfee.gov.uk
Daycare Trust
Provides information on childcare to parents and professionals.
Tel: 020 7512 2866
Web: www.daycaretrust.org.uk
Kids Club Network
National charity providing information on quality, affordable after school childcare.
Tel: 020 7512 2100
Web: www.kidsclub.com
Maternity Alliance
Promotes the wellbeing of pregnant women, new parents and families. Advice line provides information and advice on all aspects of maternity and parental rights and benefits. A factsheet called Pregnant at Work 20C3 is currently available.

Tel: 020 7588 8582

Web: www.maternityalliance.org.uk
National Family and Parenting Institute
Provides support for parents
Tel: 020 7424 3460
Web: www.nfpi.org.uk
Caesarean Section Support Group

Provides support for those who have had or will have a Caesarean operation

Tel: 01223314211

National Council for One Parent Families
Provides information for lone parents and those interested in improving provision for lone parents and their children.
Tel: 0800 018 5026

BM CRYSIS

Provides numbers of counsellors for women who want information on crying babies

Tel:  020 7404 5011

One Plus One
Organisation that provides parents with support and advice.
Tel: 020 7831 5261
Web: www.oneplusone.org.uk
Parentline Plus
National help line providing practical advice and information on parenting and parenting courses.
Tel: 0808 800 2222
Web: www.parentlineplus.org.uk
Parents at Work
Information for working parents on low incomes.
Tel: 020 7588 0802
Web: www.parentsatwork.org.uk
Gingerbread
Advice line for lone parents, providing support and information on their rights and responsibilities.
Tel: 0800 018 4318

Miscarriage Association
Information, advice and support for women who have had, or who are having a miscarriage. Local contacts and groups.
Tel: 01924 200799

APPENDIX 8
Frequently Asked Questions

When do I have to notify my manager of my intention to take maternity leave? 
You will be required to notify your manager of your intention to take maternity leave by the 15th week before your expected date of childbirth (EDC). If you change your mind, you must give your employer 28 days notice. 
When can I start my maternity leave? 
Under current legislation, you will be able to start your maternity leave from the 11th week before your baby is due. If you wish to work in the last 4 weeks before your EDC you will be required to produce a fitness to work certificate, available by visiting your GP or Occupational Health. If, during the four weeks before the expected date of childbirth, you are absent from work due to a pregnancy-related illness, your maternity leave will automatically start on the day after the first complete day of your absence from work for that reason. 

When will my maternity pay start? 
You cannot choose to begin your maternity pay before the 11th week before your baby is due. But you can choose any date after that up to the date the baby is due. You must tell your manager you are pregnant and inform them of your intended date of maternity leave by the 15th week before your EDC. If you change the date you wish to start maternity leave, you must give at least 28 days notice and you cannot normally claim SMP for any days on which you work. You can also change your mind about the date you return - again giving 28 days notice.  You may not undertake bank work during your paid or unpaid maternity leave.

What happens if I lose my job before beginning my SMP? 
If you lose your job or stop work before the qualifying week (the 15th week before your baby is due), you will not be entitled to SMP. If you lose your job or stop work after qualifying for SMP, you will still be entitled to SMP. Your SMP will begin on: 

· The day of the 11th week before your baby is due 

Or 

· The day on which your employment ends 

Whichever is later. 

How much notice do I need to give to my employer if I am returning to work before the end of my maternity leave? 
If you want to return to work before the end of your maternity leave, you will need to give your employer 28 days notice. 

If you intend to return to work at the end of your paid maternity leave entitlement, you will not be required to give any further notification. 

What if I am not entitled to any Maternity Pay?

You are still required to inform your manager, and write to confirm that you are pregnant (and attach your MAT B1), in order to qualify for Ordinary Maternity Leave, which you are still eligible for.   You will be entitled to Maternity Allowance, which is available from the Benefits Agency.   You will be forwarded the form SMP1 from payroll, with which you will be able to claim your Maternity Allowance.

What if I’m on a fixed term contract?

If your contract is due to terminate after your 29th week but before six weeks after the expected date of confinement, and you are entitled to 39 weeks paid leave, then your contract will be extended to incorporate the 39 weeks of Ordinary Maternity Leave and AML and the 13 weeks unpaid AML. However, if you have had two or more years continuous service of 16 or more hours a week, or five or more years services of between 8 and 16 hours a week, an absence prior to your return to work in your next appointment for up to 29 weeks commencing the date in which the confinement occurs will not constitute a break in service.

If you are a medical practitioner employed on a planned rotation of appointments as part of an agreed programme of training, you will have the right to return to the same post or the next post in the rotation within the same or another health authority.  The contract will be extended to enable you to complete the agreed programme of training, irrespective of whether the contract would otherwise have ended if pregnancy and childbirth had not occurred. Doctors may be suspended from on calls in line with GP/Midwife advice, without losing pay.

How much SMP do I receive if I have twins?

You are only entitled to one SMP payment regardless of the number of children born. However, you may be entitled to Child Benefit for each Child with the Benefits Agency. Contact your local Benefits Agency for further details.

Are there any other related policies?

Yes, the policies on carers leave, paternity leave, parental leave and flexible working. You can obtain copies of these policies from either your manager, or on the Intranet.

What about my annual leave?

You will accrue annual leave whilst you are on paid and unpaid Maternity Leave, which you can either take before you commence or after you return from Maternity Leave.   This annual leave accrues in the same way and at the same rate as if you were at work. 

In accordance with the Pay Circular AfC 2/2007, it may be mutually beneficial for you to take your accrued annual leave prior to and /or at the end of your maternity leave. You cannot take it between paid and unpaid maternity leave. You should therefore discuss with your manager if you wish to carry over more leave before your maternity leave starts. In some circumstances in may be appropriate to receive payment in lieu.

What happens if I’m sick at the end of my Maternity Leave?

You will need a sick certificate from your Doctor. You will be recorded as having returned from Maternity Leave, and you will then be on sick leave. Refer to the Trust Sickness Absence Policy for guidance.

Can I return Part-time or to a Job Share?

You may return on any basis upon agreement with your line-manager, including part-time or job share, where these options are appropriate and available and within the needs of the service provision. However, you will be expected to return to your previous job under the same terms and conditions.

Can I go back on Maternity Leave once I have returned to work if it’s still within the Maternity Leave period?

No. Unless your child was born before the 29th Week of pregnancy, once you have returned to work from your Maternity Leave, you will not be able to go back onto Maternity Leave, paid or unpaid.
What happens to my incremental date?

Your incremental date will not change due to going on Maternity Leave. In the event of a pay award or annual increment being implemented before the paid maternity leave period begins, the maternity pay should be calculated as though the pay award or annual increment had effect throughout the entire Statutory Maternity Pay calculation period. If such a pay award was agreed retrospectively, the maternity pay should be re-calculated on the same basis.

In the event of a pay award or annual increment being implemented during the paid maternity leave period, the maternity pay due from the date of the pay award or annual increment should be increased accordingly. If such a pay award was agreed retrospectively, the maternity pay should be re-calculated on the same basis. You are expected to progress through the KSF gateway on your due date if concerns about your ability to meet your KSF outline were not raised prior to your maternity leave.

Can I still pay into the pension scheme?

Superannuation contributions cannot be made during unpaid Maternity Leave. Adjustments to payments can be arranged upon your return to work. There is also the possibility to opt out of the scheme for the duration of your maternity leave period. (For more information, please contact Payroll).

What happens if there is a stillbirth or miscarriage before the 25th week of pregnancy?
If you miscarry earlier than the 25th week of your pregnancy you will not qualify for maternity leave, SMP or Maternity Allowance.   You will remain off work as long as your GP and the Occupational Health department consider it necessary, and you will be on sick leave. If you have a stillbirth from the 25th week of pregnancy onwards you would be eligible for maternity leave, SMP and MA in the usual way.
What happens if I give birth before the 11th week before EDC?

If your baby is born 11 weeks before the EDC you must, within 28 days, if reasonably practical, give Human Resources notice of the date you gave birth.

If you give birth before the 11th week before your EDC and you have been absent from work on certified sickness, your maternity leave will begin on the date you gave birth. If you worked during the week you gave birth, your maternity leave will commence the day after you gave birth. If your child is born before the 11th week before your EDC and your child is in hospital, you may split your maternity leave entitlement taking a minimum of two weeks immediately after the birth and the remainder on your child's discharge from hospital. You must notify your Head of Department as soon as possible of your intention to do this and the dates concerned.
What happens to my lease car?

If your manager is in agreement you can retain your lease car whilst on maternity leave providing you make the required payments to the leasing company.

Can I work during my maternity leave?

You cannot work from the day you start your maternity leave until the day you return to work formally. This includes bank work. You can however undertake up to ten ‘Keep in Touch days’ where you work for the Trust without bringing your maternity leave to an end. These should be discussed with your manager.
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Manager ensures employee contacts HR to obtain Guidelines & to arrange maternity interview. Mgr refers to manager checklist





Employee falls pregnant & informs Manager; Ask Dr / Midwife for Form FW8 (for free dental treatment & prescriptions) and tell your Dentist





Employee arranges time off for ante-natal care and informs manager





Manager talks to employee about her intention e.g.:  when she proposes to commence maternity leave; what she proposes to do on returning (decrease hrs etc) 11 weeks before EDC is the earliest employee can start Maternity leave 4 weeks before EDC, if employee is absent from work wholly / partly due to pregnancy / childbirth maternity leave automatically commences





 





At least 28 days prior to commencement of maternity leave, employee writes letter or has interview with HR informing of pregnancy; EDC; date intending to start ordinary maternity leave; MAT B1 attached











Employee commences Maternity Leave. Maternity leave may be postponed until the 28 days have elapsed or the date of childbirth, whichever is the sooner.  If the leave is taken without notice, it will be treated as unauthorised absence. No bank work may be undertaken once maternity leave starts until you return to work





Manager keeps in touch with employee during maternity leave





Manager completes change form informing payroll that employee is to return to work and any changes (e.g. hours, etc) Manager ensures return to work interview takes place to update employee.








Employee returns to work


Employee must give 28 days notice if she wishes to return earlier than previously notified.  Failure to do so may result in the return date being postponed until 28 days have elapsed.





Do you have less than 26 weeks’ continuous NHS service at the 15th week before the EDC?





Do you have 26 weeks’ continuous NHS Service (but less than 12 months) at the 15th week before your EDC?





Do you have 12 months’ continuous NHS service at the 11th week before your baby is due?





NO?





NO?





YES?





YES?





Are you intending to return to work after your maternity leave?





YES?





You qualify for 26 weeks ordinary maternity leave, and 26 weeks additional maternity leave. Whether or not you are intending your return to work after your maternity leave, you do not qualify for SMP.


You will need to contact your Benefits Agency to claim your Maternity Allowance.





YES?





NO?





You are entitled to ordinary maternity leave and AML (39 weeks total) paid as:


8 weeks full pay (inclusive of any SMP entitlement)


18 weeks half pay plus any lower rate SMP entitlement


13 weeks lower SMP only


You are also entitled to 13 weeks unpaid additional maternity leave. If you change your mind about returning and have received OMP and SMP, you will be required to repay the OMP. If you have 26 weeks service with the Trust prior to the 15th Week before EDC you will receive the SMP entitlement. 





You are entitled to ordinary maternity leave and AML (39 weeks in total) paid as:


6 weeks higher rate SMP at 90% of your average earning


33 weeks at lower rate SMP


You are also entitled to additional unpaid additional maternity leave of 13 weeks.
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