Maternity Provisions
Time OFF For Ante-Natal Care

· You are entitled to take time off during your working hours to enable you to receive ante-natal care. This includes your appointment with your doctor or midwife and relaxation classes.

· You must produce a doctor's certificate confirming that you are pregnant and some form of appointment card relating to the ante-natal visit or other evidence where appropriate and when requested.

· Please give the Chief Executive as much notice as possible of your appointments and wherever possible try to arrange them as near to the start, or end, of the day.

· There will be no deduction from your salary for attendance at authorised antenatal appointments.

Ordinary Maternity Leave
· You are entitled to take twenty six weeks Ordinary Maternity Leave (“OML”) regardless of your length of service or hours of work.

· You may commence your period of OML at any time after the beginning of the eleventh week prior to the week of expected childbirth (“EWC”).

· No later than the end of the fifteenth week before the EWC (or as soon as reasonably practicable if this is not possible) you must notify <NAME OF THE ORGANISATION> in writing of the following:

i)
that you are pregnant;

ii)
the expected week of childbirth; and 

iii)
the date upon which you intend to start your OML.

       You should enclose form MATB1 signed by your G.P. or Midwife with your letter.

· Within 28 days of receiving your notice, <NAME OF THE ORGANISATION> will give you a letter informing you of the date on which your maternity leave will end.  If you are only entitled to ordinary maternity leave, this date will be the date your ordinary maternity leave period will end.  If you are entitled to both ordinary maternity leave and additional maternity leave (“AML” see below), this date will be the date your additional maternity leave period will end.

· Once you have given <NAME OF THE ORGANISATION> notice of when you intend to start your ordinary maternity leave, you can vary the start date, provided you give the Company notice of this change at least 28 days before the earlier of the date you originally said you wanted to start your leave and the new intended start date (or as soon as reasonably practicable if this is not possible).

Additional Maternity Leave
· If you have completed at least twenty six weeks continuous service by the beginning of the 14th week before the EWC you will be entitled to take AML. AML runs immediately from the end of the OML period and is for a further 26 weeks.

· There are no separate notice requirements for AML.  If you are entitled to AML, it is assumed that you will take AML unless you notify <NAME OF THE ORGANISATION> in accordance with 4.3 below.
Returning From Maternity Leave
· If you return to work at the end of your OML or AML period you do not need to notify us formally in advance of your return.

· If you are entitled to AML, <NAME OF THE ORGANISATION> will write to you no earlier than twenty-one days before the end of your OML asking you to confirm the actual date of birth and whether you intend to return to work at the end of your AML.

· You may return to work before the end of your OML or AML period but you must give <NAME OF THE ORGANISATION> twenty-one days notice in writing of the date of your return.  If you do not do this <NAME OF THE ORGANISATION> reserves the right to postpone your return until <NAME OF THE ORGANISATION> has had sufficient notice (a maximum of twenty-one days).

· Under UK Law you are not permitted to return to work in the two weeks following the actual date of childbirth.

Maternity Pay
· You will qualify for Statutory Maternity Pay (SMP) provided that 

i)
you have at least twenty-six weeks continuous employment as at the fifteenth week prior to the EWC;

ii)
you earn over the lower earnings limit for national insurance contributions;

iii)
you are not working;

iv)
you have produced a medical certificate giving the expected week of childbirth (normally form MAT B1, signed by a doctor or registered midwife;

v)
you notify <NAME OF THE ORGANISATION> in accordance with 4.3  (or as soon as reasonably practicable) that you intend to commence OML.

· If you are entitled to SMP you will receive SMP at the following rate:

i)
90% of average weekly pay for the first six weeks of maternity leave;

ii)
the standard rate for up to twenty additional weeks.
· If you do not qualify for SMP you may qualify for Maternity Allowance which is payable by your local Benefit Agency subject to the relevant qualifying conditions relating to your National Insurance record. Maternity Allowance is payable for one to eighteen weeks.

Contractual rights
· You will continue to receive your contractual benefits for at least the first twenty six weeks of your maternity leave period.

· If you are entitled to AML, the terms and conditions of employment that apply to you during that period will change although the contract of employment will continue to subsist through that period and continuity of service will be maintained.

· You will not be entitled to any remuneration during any period of AML.

· During any period of AML, your annual leave entitlement under the Working Time Regulations (presently four weeks) continues to accrue.  However, any contractual entitlement to annual leave over and above your statutory entitlement under the Working Time Regulations will not accrue during any period of AML.

· You will receive a statement setting out which benefits will continue when you start your maternity leave.

Returning to Work

· If you return to work immediately after a period of OML you will return to work in the same job that you left before your maternity leave.

· If you return to work from a period of AML you will be entitled to return to the same job, or if that is not reasonably practicable, to another job which is both suitable and appropriate for you to do in the circumstances.

Health and Safety
· <NAME OF THE ORGANISATION> has a duty to protect the health and safety of all its workers, including new and   expectant mothers.

· To help <NAME OF THE ORGANISATION> ensure that it can assess any potential risks to you and your unborn or new child and take any action necessary to protect the health of you and your child, please notify <NAME OF THE ORGANISATION> in writing as soon as possible that you are pregnant, have given birth within the previous 6 months or are breastfeeding.  If <NAME OF THE ORGANISATION> requests this, you can be required to provide a certificate from a registered medical practitioner or midwife confirming that you are pregnant.  

· <NAME OF THE ORGANISATION> carries out regular risk assessments, which includes identifying any particular risks to women of childbearing age.  We notify relevant people of any risks identified and the action that we are taking to deal with these risks.

· Once you have notified <NAME OF THE ORGANISATION> that you are pregnant, have given birth within the previous 6 months or are breastfeeding, <NAME OF THE ORGANISATION> will carry out a specific risk assessment of your job and take any reasonable action to avoid any risks to you or your child.  If the risks cannot be otherwise avoided, we may need to take action to remove you from the risk. Action taken in relation to employees could involve:
· temporarily adjusting your working conditions and/or hours of work;
· offering you suitable alternative work; or

· as a last resort, suspending you on full pay.

· If you believe there are any risks to you or your child from your work that <NAME OF THE ORGANISATION> has not identified, you should inform <NAME OF THE ORGANISATION> of this as soon as possible so that we may assess the risk and take any appropriate action.

· If you are a pregnant or new mother doing night-work and obtain a medical certificate stating that you should avoid such work, <NAME OF THE ORGANISATION> will offer you suitable alternative work or suspend you on full pay.
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