Haringey C o u n c i l


EMPLOYEE MATERNITY INFORMATION PACK
This document covers the basic rights and entitlements under Haringey Council’s Maternity scheme and is in the format of frequently asked questions. 
There are separate information packs covering the Council’s Adoption and Paternity Leave entitlements. If you have any further questions please contact the HR Support team.
What maternity leave and pay am I entitled to?

Provided you comply with the notification procedures, all female employees, regardless of service, are entitled to 52 weeks Maternity leave (26 Weeks Ordinary Maternity Leave (OML) and 26 weeks Additional Maternity Leave (AML)).  

Most women will receive Statutory Maternity Pay (SMP) when they take maternity leave.  Where you have the required amount of continuous service, with either local government (where national conditions of service apply), or, Haringey Council (where local conditions of service apply), you will also receive the relevant occupational maternity pay. If you are not eligible to receive Statutory Maternity Pay you may be able to apply for Maternity Allowance or some other form of government assistance and you will be sent an SMP1 form to make your claim.
Note: SMP is payable for 39 weeks. It is paid as part of any full pay, and in addition to any half or no pay maternity entitlement you have with Haringey Council. To qualify for SMP, your average weekly earnings in the eight weeks up to, and including, the qualifying week must be at or above the lower earnings limit for the payment of National Insurance contributions.  The qualifying week is the 15th week before the week that the baby is due.
Leave and pay entitlements according to your employment record are summarised in the following table:-

	SUMMARY OF HARINGEY COUNCIL MATERNITY  ENTITLEMENTS

	


	A. For women who joined Haringey Council before 1st April 1993



	Maternity pay: Local conditions of service apply i.e. 
either 28 weeks full pay 
or 16 weeks full pay and 24 weeks at half pay.

Qualification for maternity entitlements: Women must return to work after their maternity leave for the relevant qualifying period (i.e. 3 months for women returning to similar hours and 6 months for women returning on reduced hours).

Maternity leave: can start from 11 weeks before the week in which the baby is due.  The leave can continue up to 52 weeks from the beginning of the week in which the baby is born or from the date of the start of the leave..


	B. For women who joined the Council on or after 1st April 1993 and who have been employed continuously by Haringey for one year at the beginning of the 11th week before the week in which the baby is due.


	Maternity pay: Local conditions of service apply i.e.
either 14 weeks full pay
or 8 weeks full pay plus 12 weeks half pay 

Qualification for maternity entitlements – Women must return to work after maternity leave for the relevant qualifying period (i.e. 3 months for women returning to similar hours or 6 months for women returning on reduced hours).

Maternity leave: can start from 11 weeks before the week in which the baby is due. The leave can continue up to 52 weeks from the beginning of the week in which the baby is born or from the date of the start of the leave..


	C. For women who have one year’s continuous service in Local Government at the beginning of the 11th week before the week in which the baby is due & 26 weeks continuous service with Haringey at beginning of 15th week before the week in which the baby is due.


	Maternity pay: National Conditions of service apply
i.e. 6 weeks at 9/10ths of a week’s pay plus 12 weeks at half pay 
Qualification for maternity entitlements – Women must return to work after maternity leave for the relevant qualifying period (i.e. 3 months for women returning to similar hours or 6 months for women returning on reduced hours), to receive entitlement under the national conditions.

Maternity leave: can start from 11 weeks before the week in which the baby is due. The leave can continue up to 52 weeks from the beginning of the week in which the baby is born or from the date of the start of the leave..




	D. For women who have one year’s continuous service in Local Government at the beginning of the 11th week before the week in which the baby is due but do not have 26 weeks continuous service with Haringey at beginning of 15th week before the week in which the baby is due.


	Maternity pay: National Conditions of service apply (no entitlement to SMP)

i.e. 6 weeks at 9/10ths of a week’s pay plus 12 weeks at half pay 

Qualification for maternity entitlements – Women must return to work after maternity leave for the relevant qualifying period (i.e. 3 months for women returning to similar hours or 6 months for women returning on reduced hours), to receive entitlement under the national conditions.

Maternity leave: can start from 11 weeks before the week in which the baby is due. The leave can continue up to 52 weeks from the beginning of the week in which the baby is born or from the date of the start of the leave..




	E. For women who do not qualify for option B but will have 26 weeks continuous service by the end of the 15th week before the week in which the baby is due.


	Maternity pay: Statutory entitlements apply i.e. 
6 weeks at 9/10th of a weeks pay plus 33 weeks SMP  
Qualification for maternity entitlements – if women in this category do not return to work they do not have to repay their maternity pay.  However if they want to reduce their hours then they must give three months notice of this reduction in hours. 

Maternity leave: can start from 11 weeks before the week in which the baby is due.  The leave can continue up to 52 weeks from the beginning of the week in which the baby is born or from the date of the start of the leave..




	F. For women who have less than 26 weeks continuous local government service by the end of the 15th week before the week in which the baby is due.


	No entitlement to SMP.  May be eligible for Maternity Allowance or some other form of government assistance (claim from the Department of Work and Pensions using form SMP1) 

Women will be entitled to 52 weeks Maternity Leave. 



Who do I need to notify about my maternity leave?

To claim maternity pay and leave you must notify your line manager and HR Support by using the ‘Notification of Maternity Leave’ form which is attached to this document or obtainable from HARINET.

You must also provide a certificate from a registered medical practitioner, midwife or health visitor confirming that you are pregnant. This document is usually referred to as a MAT B1 and is issued after the 20th week of pregnancy.
How much notice do I have to give?

It will greatly assist plans to cover your work effectively if you start to plan for your maternity leave with your manager as soon as possible. 

You must give at least 4 weeks notice of the actual date on which you want your maternity leave to commence.

You need to complete the ‘Notification of Maternity Leave’ form (which is attached to this document or obtainable from Harinet) with your manager and then forward it to the HR Support Team. 

Failure to provide the correct amount of notice could risk your entitlement to maternity leave and pay.

Please note that the payroll is run according to deadlines in advance of your pay day so please ensure that you do not delay sending the notification form to HR Support via your line manager.

When can I start my maternity leave?

Provided you give the required amount of notice you may start your maternity leave at any time after the start of the 11th week before your baby is due or as soon as your baby is born if this is before the due date.
Am I entitled to time off to attend Ante-Natal Appointments?
You have the right to paid time off for ante-natal care however; you must produce evidence of appointments to your manager at the time of making the request for time off.  

What happens if I am not well during my pregnancy?

It is hoped that you will have a comfortable, happy and healthy pregnancy.  If you happen to take time off on sick leave due to non pregnancy related illness then your manager will discuss this with you and take whatever action they feel is appropriate according to the circumstances in line with the sickness monitoring procedure.

If you happen to take time off on sick leave due to pregnancy related illness then your manager will discuss this with you to see what can be done to support you to attend work.  Any such absence will be recorded and monitored as pregnancy related absence.  

If your manager needs further advice about whether the absence is pregnancy related or not they can seek further advice from the Occupational Health Adviser. 

If you take pregnancy related sick leave within the 4 week period prior to the date your baby is due then this will trigger the commencement of your maternity leave and pay.  

What about my Health and Safety during my pregnancy?
Work processes that involve using visual display screens, manual handling etc are all subject to the risk assessment process.  

Risk assessment is the process where managers and staff consider work processes, review the existence of any potential risks, assess the likelihood/size/implication of any risks and then take measures to avoid them.

This applies to all employees at any time however when there are any substantial changes affecting employee’s health or well being then risk assessments should be discussed and reviewed with managers.

There is a specific requirement for risk assessments to be reviewed for pregnant and breast feeding women and so you should talk this through with your manager and they can seek advice if necessary.  Enclosed is a ‘Guide for expectant mothers who work’ that has been produced by the Health and Safety Executive.      

What happens if I am employed on a Temporary or Fixed Term Contract and I need to take maternity leave?

Entitlement to Maternity Leave/Pay and SMP will depend on whether you meet the qualification criteria as detailed under the Summary of Entitlements.
If you are employed on a temporary or fixed term contract which comes to end during your maternity leave, your contract will be renewed if there is a still a requirement to carry out the work.  

If there is no longer a requirement for the work to be done then your contract will not be renewed.  We will make reasonable attempts to redeploy you if you have more than one year’s continuous service with London Borough of Haringey.

How will my notification of maternity leave be acknowledged?

When you send in the ‘Notification of Maternity Leave’ form to the HR Support Team they will write to you to confirm the arrangements for your maternity leave

What happens about my pay during my maternity leave?

You will be paid in line with your entitlement according to your length of service and the option that you have indicated on the ‘Notification of Maternity Leave’ form.  Please ensure that you send this form to the HR Support Team together with your MAT B1 as soon as possible, ensuring it has been signed by your manager. Please note that the payroll is run according to deadlines in advance of pay day so please get this form in to the HR Support Team as soon as possible. 

Will my maternity affect other contractual payments?

You will continue to be paid all contractual payments and paid allowances for the paid period of your maternity leave up to 52 weeks. 

If you are in receipt of Lump sum car allowance this will be paid in accordance with National terms and conditions of employment for the paid period of your maternity leave up to 52 weeks.  
What are ‘Keeping in Touch’ (KIT) days?

Keeping in Touch days have been introduced to allow you to do a limited amount of work, up to 10 days, under your contract of employment without losing any SMP. A KIT day can be worked at any time during the SMP pay period (39 weeks).  This includes any meetings or training courses that you may wish to attend and it is entirely up to you and your line manager as to how and when these days are taken. There is, however, no obligation on you to do this or for your manager to agree.   Your manager will notify us of any KIT days you have worked and your pay will be adjusted accordingly.  In the event of working a KIT day you will be paid for the number of hours you have worked.  Any number of hours worked on a KIT day will mean that 1 whole KIT day has been used.  Any days worked over the 10 KIT days are not payable.  Pension contributions will be paid for any KIT days worked.
What happens to my Annual Leave during my maternity leave?

Annual leave will accrue during periods of your ordinary maternity leave (both paid and unpaid). However where additional unpaid leave has been agreed in excess of 51 weeks after the week in which the baby is born, no annual leave will accrue.

The annual leave may be added on at the end of the paid and unpaid maternity leave period or used to phase a return to work. However, such arrangements must first be discussed with and agreed by your manager. Any public holidays that fall during a period of maternity leave do not give you a substitute day’s leave.

It will greatly assist plans to cover your work effectively if you discuss your leave arrangements with your manager as soon as possible.  You will need to set out your annual leave arrangements on the ‘Notification of Maternity Leave’ form.
What happens to my pension (LGPS) when I am on maternity leave? 

If you are a member of the scheme already, then you will continue to pay into the scheme during the paid part of your maternity leave (including any period when only Statutory Maternity Pay (SMP) is paid). Contributions will be deducted on the pensionable pay you receive. While you are receiving pay, your maternity leave will count as membership in the pension scheme. This applies even if your pay is reduced to half-pay.

If you are not eligible for the Council’s paid maternity scheme, or SMP, membership will continue to accrue during the first 26 weeks of Ordinary Maternity Leave (OMP) as if you were receiving full pay. 

If, before going on maternity leave, you were paying additional contributions to increase your membership, these remain payable and will be calculated on the rate of pay you would have been receiving if you were not on maternity leave.

If maternity leave continues on no pay, then you will have an option to pay contributions for this period. If you elect to pay contributions, they will be recovered by instalments when you return to work. Should you decide not to pay contributions, then your unpaid leave will not count as membership in the pension scheme but your continuity of employment will not be broken. You can make your option regarding your pension contributions on the ‘Pensions’ form enclosed.
What happens if there is a reorganisation whilst I am on maternity leave?

If you are on maternity leave during a restructure your manager will keep you informed on how the changes may affect your job.  You will be subject to the provisions of the organisational change and redeployment procedure in the same way as any other members of your team would be.  If you are a temporary member of staff this will only apply if you have more than one year’s continuous service with Haringey Council.  
How and when do I notify my return to work? 

You must notify your manager in writing of confirm your intended return to work/annual leave date, at least 21 days before the day on which you propose to return to work or commence your annual leave.

If you are proposing to reduce your hours upon your return to work then you must give 3 months notice of this request. 

If you want to return from maternity leave earlier or later than previously agreed you are required to give 8 weeks notice.
You must confirm this to HR Support by using the ‘Confirmation of Return to Work’ form sent to you with your confirmation of maternity leave letter.

What are my rights regarding returning to work?
You have the right to return to the job you had under your contract of employment, on terms and conditions which are as good as those that would have applied to you if you had not been on maternity leave, subject to any organisational change that may have occurred during your maternity leave.

If you want to return to work on a Job Share, part time or other flexible working basis you must apply under the Council’s Flexible Working Scheme for Parents.   

You will need to put in writing your proposed working hours and arrangements together with information about how the proposal will work out in practice setting out the benefits to yourself and the Council as well as how any drawbacks can be minimised.  The scheme and an application form are available on Harinet or from HR Support.

Am I entitled to further time off following my maternity leave?

Consideration will be given to approve a further period of unpaid leave (up to 52 weeks) in exceptional circumstances.  In this circumstance this period of leave will be classed as Special Unpaid Leave.  No annual leave will accrue during this period.  The Council cannot guarantee the right to return to the employee’s original job if any extension of maternity leave is taken.  For further information please refer to the Special Leave section on Harinet or contact your HR Support Officer.

If you have continuous service for one year or more you may be entitled to 13 weeks unpaid parental leave if you meet the statutory criteria.  Please contact HR Support for further information.

Does the Council participate in the Childcare Voucher scheme?

Yes. The childcare voucher scheme’s aim is to help with childcare costs. The scheme is a salary sacrifice scheme meaning that the employee will agree to sacrifice a part of their salary in exchange for childcare vouchers and associated benefits. The scheme is administered by ACCOR Services childcare vouchers. For further information call 0870 365 1248 or visit www.childcarevouchers.co.uk.
What happens if I am not well when I am due to return to work?

If you are not well enough to return to work on the due date then you must report your sickness absence to your line manager and provide any necessary certificates in the usual way. Your line manager will take whatever action is appropriate in line with the Council’s Sickness Monitoring procedure in order to support you back to work as soon as possible.
What if I do not return to work?

You must return to work for at least 3 months (if you are returning on the same hours) or 6 months (if returning on reduced hours), in order not to have to repay your maternity pay. You will not have to repay your maternity pay if you resign from Haringey and take up continuous employment with another local authority during the course of your maternity leave. 

What if things don’t go as planned with the pregnancy?

In the very sad event where things do not go to plan regarding your pregnancy the situation will vary according to the circumstances. 

Premature Birth

Where a baby is born prematurely the amount of maternity leave may be effected.  Each case will be considered according to the circumstances.

Death of a Baby/Still Birth

In the unfortunate event that your child is still-born or dies at any time before you are due to return to work you must inform HR Support, as soon as it is reasonably possible, so that the circumstances can be considered in a reasonable and appropriate way. 

If your baby dies or is still-born after 24 weeks’ pregnancy you are entitled to your full maternity rights.

If you miscarry before 24 weeks, sympathetic consideration will be given to
the circumstances and special leave or sick leave (which will be recorded as 
PRS, pregnancy related sickness) may be granted, as appropriate. Such a
decision will be advised by the needs of the employee and medical opinion.
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