Maternity Leave Guidelines
Amended April 2011
(Updated September 2014)
In the first instance for additional information on this document you should contact your HR Officer or HR Express on 020 7527 6070.
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1. Introduction

These guidelines apply to permanent and fixed term employees of Islington Council.  It does not apply to: 

· Agency staff

· Sessional/casual staff

· Consultants 

The policy will explain your entitlements to the statutory and contractual provisions during your maternity period.  It also outlines support which is available to you.
2. Health & safety:  informing your manager

Not all women will want to make their pregnancy public in the early stages. However, it is important, to raise the matter with your manager at the earliest possible time. This is so that your manager can make any necessary arrangements to ensure your health and safety during your pregnancy.

2.1 Risk assessment

You should discuss with your manager whether a risk assessment needs to be done in order to identify any potential difficulties early so that appropriate action can be taken. The Council will assess risks to the health and safety of new, expectant and breastfeeding mothers and their babies.  The Council will seek to avoid exposure to such risks and, if this is not possible, will offer suitable alternative work where this is available.  
Here is a link to the risk assessment form:
http://izzi/me/staff-essentials/buildings-workplace-support/health-safety/riskassessments/Pages/3SpecificAssessments.aspx
2.2 Medical suspension

If after a risk assessment is completed, it is recommended that you are temporarily redeployed, a redeployment search will be undertaken.

If there is no suitable alternative work available, you may be suspended on full pay for as long as the risk exists (unless an offer of suitable alternative employment has been made and unreasonably refused, in which case the Council may suspend on no pay).
3. Ante natal care

All pregnant women employed by the council are entitled to time off without loss of pay for antenatal care including medical examinations. Relaxation classes such as yoga should be taken as annual or flexi leave unless instructed to attend by your doctor on health grounds.
You must let your line manager know in advance of your appointments.  
You must show your manager the appointment card and doctor's/ midwife's/ registered health visitor's certificate of pregnancy in all cases after the first appointment.

A photocopy may be taken to record your time off.  Time off for ante natal care does not need to be recorded on MyHR.
Time off must take account of any necessary travelling arrangements.
As of 01 October 2014, under the new Shared Parental Leave provision, the husband, civil partner or partner of the pregnant woman has the right to unpaid time off to attend up to 2 ante-natal appointments.

4. Automatic commencement of maternity leave

Where you have a maternity related sickness at any time from the fourth week before your due date, your maternity leave will start automatically and you will not be allowed to return to work before your due date.
5. Notification to Employer
You must supply a MAT B1 form. This is a certificate provided by a registered medical practitioner or certified midwife stating the expected week of childbirth – usually issued from the 22nd week of pregnancy.

Entitlement to these maternity rights is dependent upon you providing appropriate relevant information (namely the MATB1 form from your doctor/midwife). It would be helpful to give your manager as much notice as possible, however you must notify your manager and HR of your pregnancy no later than 28 days before your maternity leave begins. You should also arrange to meet HR to discuss your plans, this can be arranged by contacting HR Express on Ext 6070 or via hrexpress@islington.gov.uk. 
Within 28 days of receiving that notice the manager/HR must inform you in writing of your maternity leave start date and expected date of return should you take your full entitlement.  Please note, legally the latest you can start your maternity leave is your due date, you cannot work past this date.
If you wish to subsequently change the return date you must give your manager at least 8 weeks prior notice of your intention to return at a different date.  You must also ensure that HR is informed of any changes.
6. Entitlements to maternity pay and leave

All employees are entitled to 52 weeks maternity leave, regardless of length of service.

Your maternity pay will depend on your length of service, but no distinction is made between full-time and part-time employees (no matter how many hours worked).

Payments are based on your contractual pay in the 8 weeks running up until your qualifying week which is the 25th week of the pregnancy.  Honoraria/acting up and overtime are not taken into account.
7. Statutory payments

Statutory Maternity Pay (SMP) is paid if you have 26 weeks continuous service at the 15th week before the expected week of childbirth.  To verify your continuous service start date please check your contract of employment or e-mail hrexpress@islington.gov.uk.
The expected week of childbirth means the week beginning with midnight between Saturday and Sunday, in which it is expected that the baby will be born.

Statutory Maternity Pay is paid by employers for a maximum of 39 consecutive weeks.

The scheme applies regardless whether the contract is permanent or fixed term, and covers part time and full time employee’s.  
Maternity Allowance (MA) is paid by the Department for Work and Pensions to women who are not eligible for SMP and who have recently been employed or self-employed.

MA is also paid for a maximum of 39 weeks.

Payroll will send out a SMP1 form to allow you to apply for MA.
Please contact HR on Ext 6070 or e-mail hrexpress@islington.gov.uk to verify which statutory scheme you are entitled to.
8. Occupational maternity scheme

The occupational maternity scheme only applies to employees who have a minimum of six months continuous local government service at the beginning of the 15th week before the expected week of childbirth.

You should only opt for this scheme if you intend returning to work for at least three months after your maternity leave ends.  

The scheme applies to all eligible employees regardless of hours worked per week or whether the contract is permanent or fixed term.
Pay is considered to be contractual pay and won’t include overtime.
9. Occupational maternity pay

If you are eligible for the occupational scheme there are two maternity pay options:
6 weeks at 9/10ths pay, followed by 30 weeks half pay plus SMP, followed by 3 weeks at SMP. 

Or
6 weeks at 9/10ths pay, followed by 15 weeks full pay (inclusive of SMP) followed by 18 weeks at SMP 
With both options you may remain on unpaid leave for the balance of your maternity leave up to a maximum of 52 weeks.

10.
Not returning to work:

If you do not intend returning to work after the period of maternity leave you will be paid on the following basis:

6 weeks at 9/10ths pay; followed by 33 weeks at SMP.
11.
Entitlement to annual leave and bank holidays
In accordance with nationally agreed conditions, your annual leave and bank holidays
 will continue to accrue throughout the period of your maternity leave.  
12. Planning your annual leave

It is likely that your annual leave will cross two annual leave years, so you should plan when to take your annual leave with your manager in advance. This is important so that you don't lose any of your entitlement.

Annual leave earned up to the time you go on maternity leave or during your maternity leave in your first year (which is annual leave you earn from the time you go on maternity leave until 31 March),.

It can be taken:

a. either before you go on maternity leave, 
b. directly at the end of your maternity leave (i.e. you cannot come back into the office and then take it later on) 

It must be taken before your actual return to work.

Annual leave earned during maternity leave in your second leave year is the annual leave you earn from 1 April during your maternity leave until the date you return. It may be taken once you have returned.
You should plan this carefully because there is no automatic right to transfer leave to the next (third) leave year.

13. 
Stillbirth

In the unfortunate event of your baby dying or being stillborn after the 24th week of pregnancy, the provisions of the national local government maternity scheme will apply. 
If miscarriage should occur before the 24th week of pregnancy, the Council will consider sympathetically any request for special leave, or sickness absence as appropriate. You should let your line manager or HR Business Partner\HR Express Officer know as soon as possible.

14. Early return to work and keeping in touch
If you intend to return on a date other than that agreed and notified by your manager you should give 8 weeks notice of the new date. Your manager has the right to postpone the return but it must not be postponed to a date later than the original return date.

Employees have an option to return to work periodically for up to 10 days for the purposes of keeping in touch with work developments occurring in their absence. Note that such days can be taken during the statutory leave period, except during the two-week compulsory leave period immediately following childbirth, during which employees may not legally work. 

Such arrangements should be made and agreed with the line manager and communicated to HR.  These days attract pay at the employee’s daily rate.
15. Occupational maternity scheme - return to work
If you are entitled to Occupational Maternity Pay you must return to work by the end of your 52 weeks maternity leave for at least three months to keep your occupational maternity pay (if you use annual leave at the end of your maternity leave, you are regarded as back at work).

If you do not return (or work for less than three months) you will have to repay the occupational maternity pay.  It may be possible in exceptional circumstances (e.g. baby born with a medical problem which requires you to remain at home) to waive the requirements for you to repay. You should communicate in writing with your manager about this.
If you are employed on a fixed term contract you will not have to repay any monies if your contract ends during your maternity leave.
16. Returning to another local authority
If you start work for another local authority at the end of your maternity leave and work for them for at least three months, you will not need to repay the occupational maternity pay.

17. Guaranteed payments

If you have been working for local authorities for more than one year at 11 weeks before your baby is due, you are entitled to keep the first six weeks pay, whether or not you return to work. If you qualify for SMP, this will be paid whether or not you return to work and the same is true if you qualify for MA.
18. Sickness at the time of the expected return

If you are ill at the time you are due to return to work, this is still classed as a return to work and the period of sickness should be notified and certified in the same way as for any other period of sickness.

19. Making a request to work in a flexible pattern

There is no automatic right to change from full-time to part-time work or to further reduce your hours.  However you have a statutory entitlement to make a request in writing asking for flexible working hours to be considered because your child is under 16 (or under 18 if the child has a disability).  For more information on flexible working at Islington click the link below:
http://izzi/alfresco/web/izzi/councilwide/policies/hr/f/flexibleworking/
If the Council agrees to reduce your working hours at the end of your maternity leave you will have to return to work for longer than three months to keep your occupational maternity pay. Exactly how much longer will depend on your new hours. For example, if you come back half time from full-time, you will have to work for at least six months.

20. Redundancy during maternity leave
An employee’s post can be subject to organisational change whilst they are on maternity leave.

This may result in the employee being directly assimilated, going through a competitive assimilation or ringfence selection process or being made redundant.

Arrangements for the competitive assimilation or ring-fence process will take into account the employee’s availability for interview.  

In some cases it may be appropriate to postpone the process until after her return from maternity leave but this will depend on the exigencies of the service. 
If either there is no suitable post for the employee to be assimilated into or she is unsuccessful in any ring fenced interview then she will be given her contractual notice in the normal way.
The council will search for a suitable redeployment vacancy during the notice period.  If a suitable vacancy is identified and the employee on maternity leave is appointable, then she must be offered that post in priority to any other appointable redeployee.   If no suitable vacancy is found by the time that the notice period expires then the employee will be dismissed on redundancy grounds. 
21. Pensions

If you contribute to the council's pension scheme, your contributions are deducted from your pay. The council also makes a contribution towards your pension.

Pension contributions will only be deducted on the basis of the pay which you receive during maternity leave. If you return to work, you will have the option to make up your contributions for the periods you are on reduced or no pay. If you decide not to make this contribution, your period on no pay will not count towards your length of service for pension purposes.

If you decide later in your career to make up the lost pension rights by extra contributions, it will then be more expensive because the council will not be liable for contributing its share.
22. Further information and support
Employee Assistance Programme:

From emotional support and stress, to family and parenting issues, the EAP service provides counselling and resources to help employees and their families with whatever issues they may face, both at work, and in their personal lives. Employees can count on confidential service access any time, any day, 24/7, 365 days per year, either by phone, email, text, Instant Messaging or web to receive information and clinical support from qualified professionals for any issue that’s important to themselves or their families.  To Access the service:

Call: 0800 243 458 or visit on-line:
http://www.workplaceoptions.co.uk/member-login.asp
Client ID: islington
Password: employee
Childcare Vouchers:

Childcare vouchers are a tax efficient way of reducing your childcare costs.  For more information click on the link below:
http://izzi/council/aboutcouncil/performance-policy/policy/Pages/hr-az.aspx?AdditionalPath=/Childcare Vouchers
If you would like further information and/or advice you should contact HR Express tel. 020 7527 6070 or via e-mail to hrexpress@islington.gov.uk.
� Updated September 2014


� Bank Holidays entitlement effective from April 2011
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