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INTRODUCTION:

This policy gives you the information related to Maternity and Paternity entitlement whist working with the organisation. It also includes adoption arrangements and information relating to returning back to work.
  TC "MATERNITY ARRANGEMENTS"\l 1 MATERNITY ARRANGEMENTS

Please let your manager know of your pregnancy as soon as possible, so that your individual maternity arrangements can be organised and discussed with you, and a risk assessment of your working environment can be carried out. Full details of antenatal care arrangements, maternity leave and return to work can be found in our maternity policy. 
Time off for antenatal care

You are entitled to take reasonable time off during your normal working hours to receive antenatal care, although wherever possible you should arrange your appointments at the start or end of your working day.  Antenatal care includes appointments with your GP, hospital clinics, parent craft and relaxation classes.

You should advise your manager that you will be absent as far in advance of your appointment as possible and you may be asked to produce your appointment card. There will be no deduction of salary for attendance at authorised antenatal appointments.

Maternity leave

ORDINARY MATERNITY LEAVE

You are entitled to a 39 week period of ordinary maternity leave irrespective of your service or the number of hours you work each week. 

ADDITIONAL MATERNITY LEAVE
Additional Maternity Leave starts immediately after Ordinary Maternity Leave so you can have 52 weeks maternity leave in total.

WHEN CAN YOU START YOUR MATERNITY LEAVE?

You can start your maternity leave by the end of the 15th week before the Expected Week of Childbirth (EWC). The only exception to this is if you are ill because of your pregnancy at any time after the start of the 6th week before your child is due.  In such a case we reserve the right to require you to start your maternity leave on the first day of your absence.

NOTIFICATION REQUIREMENTS FOR MATERNITY LEAVE

You must inform us at least 21 days before you start your maternity leave, or if this is not possible as soon as you can before you start your maternity leave. This must be in writing with the date on which you want your maternity leave to start and at the same time confirming that you are pregnant and the week in which your child is due.  Note that for these purposes a week begins on a Sunday.

When notifying the organisation of your pregnancy you should make sure that you enclose a Form MAT B 1, duly signed by your doctor.

In exceptional circumstances, notification can be given after your child is born, but as a general rule if you fail to serve a notice at the relevant time you will lose your right to take maternity leave.

RETURNING FROM MATERNITY LEAVE

If you return to work at the end of your ordinary maternity leave period you do not need to notify us in advance of the date of your return.  However, we would request that you keep your manager informed of your intentions.

If you wish to return to work before the end of your ordinary maternity leave period, you must give eight weeks written notice specifying the date of your return.  If you fail to do so, the organisation may delay your return to the end of the eight weeks or until the end of your period of ordinary maternity leave, whichever is earlier.

If you choose not to return to work, you must give the organisation at least the amount of notice for leaving your job as specified in your contract.

MATERNITY PAY

Statutory Maternity Pay details will be discussed with you individually, for those fulfilling the eligibility criteria we will increase the statutory maternity pay to 8 weeks (instead of 6 weeks) at 90% of salary.

CONTRACTUAL BENEFITS

When you are absent on ordinary maternity leave, as well as receiving SMP you will be entitled to the following: 

You will continue to accrue holiday entitlement (which may either be taken before you start your maternity leave or within 12 months of your return to work.  Alternatively, if you prefer you may request payment in lieu);

KEEPING IN TOUCH DAYS (KIT)
You are encouraged to stay in contact with the organisation during your maternity leave to let us know your intentions, and to find about changes happening at work, including job changes. This can help make it easier when it is time for you to return to work. Up to 10 ‘Keeping in Touch’ Days can be taken by mutual agreement. The dates, purpose and how you will be paid should be agreed with your line manager.

EMPLOYMENT ON RETURN TO WORK
If you return to work during or at the end of the first 26 weeks (ordinary maternity leave) you are entitled to the same job on terms and conditions. If you take additional maternity leave, and there is good reason which makes it unreasonably practicable for you to be taken back to your original post, the organisation reserves the right to appoint you to any vacancy which is suitable and appropriate to your skills and experience. Your salary and benefits will be maintained at the same level that you enjoyed before you started your maternity leave.

Rest facilities

A private area is available on request for pregnant or breast feeding mothers. 

  TC "MATERNITY ARRANGEMENTS"\l 1 ADOPTION ARRANGEMENTS
Please let your manager know of your adoption intentions as soon as possible, so that your individual adoption arrangements can be organised and discussed with you. 

ADOPTION LEAVE

Eligible employees can take up to 52 weeks of adoption leave. This is made up of:

26 weeks’ Ordinary Adoption Leave – during which the contract of employment continues, and during which the employee must continue to receive all their contractual benefits except (unless agreed otherwise) wages or salary
- And -
26 weeks’ Additional Adoption Leave – during which the contract of employment continues, but only certain terms of that contract apply. Employers and employees may agree between themselves for other terms to continue, although this is not required by law.

Additional Adoption Leave follows immediately on from Ordinary Adoption Leave and there must be no gap between the two.

You will be asked to provide a certificate from the Adoption Agency to support your request for leave. Leave is only available where a child is newly placed for adoption. 

WHEN PAY AND LEAVE CAN START
The earliest that adoption leave and statutory adoption pay can begin is 14 days before the expected date of placement of the child and the latest it can start is on the date of placement itself. Pay and leave can start on any pre-determined date between these two dates.

RETURNING FROM ADOPTION LEAVE

If you return to work at the end of your ordinary adoption leave period you do not need to notify us in advance of the date of your return. However, we would request that you keep your manager informed of your intentions.

If you wish to return to work before the end of your ordinary maternity leave period, you must give eight weeks written notice specifying the date of your return.  If you fail to do so, the organisation may delay your return to the end of the eight weeks or until the end of your period of ordinary adoption leave, whichever is earlier. If you choose not to return to work, you must give the organisation at least the amount of notice for leaving your job as specified in your contract.

ADOPTION PAY

Statutory Adoption Pay details will be discussed with you individually and will be at the same rates as for our maternity and paternity schemes.

CONTRACTUAL BENEFITS

When you are absent on ordinary adoption leave, as well as receiving SAP you will be entitled to the following: 

You will continue to accrue holiday entitlement (which may either be taken before you start your adoption leave or within 12 months of your return to work.  Alternatively, if you prefer you may request payment in lieu);

RETURN TO WORK DAYS

You are encouraged to stay in contact with the organisation during your adoption leave to let us know your intentions, and to find about changes happening at work, including job changes. This can help make it easier when it is time for you to return to work. Up to 10 ‘Keeping in Touch’ Days can be taken by mutual agreement. The dates, purpose and how you will be paid should be agreed with your line manager.

EMPLOYMENT ON RETURN TO WORK

If you return to work during or at the end of the first 26 weeks (ordinary adoption leave) you are entitled to the same job on terms and conditions. If you take additional maternity leave, and there is good reason which makes it unreasonably practicable for you to be taken back to your original post the organisation reserves the right to appoint you to any vacancy which is suitable and appropriate to your skills and experience. Your salary and benefits will be maintained at the same level that you enjoyed before you started your maternity leave.

  TC "PATERNITY LEAVE"\l 1 PATERNITY LEAVE

A male employee with over 26 weeks of continuous service with the organisation ending with the 15th week before the baby is due will be entitled to take either one or two consecutive weeks (not odd days) of paid paternity leave. One of these weeks will be paid at the equivalent of 90% pay (which the women would get for 8 weeks). The other at the statutory rate. You may also take paternity leave if you are not the father but are the mother's partner and expect to have responsibility for the child's welfare. This right is in addition to any right to unpaid parental leave or unpaid time off to deal with emergencies involving a dependant. 

LENGTH OF PATERNITY LEAVE

You can choose to start your leave:

· From the date of the child’s birth (whether this is earlier or later than expected)

· From a chosen number of days or weeks after the date of the child’s birth (whether this is earlier or later than expected)

· From a chosen date later than the first day of the week in which the baby is expected to be born

Leave can start on any day of the week on or following the child’s birth but must be completed:

· within 56 days of the actual date of birth of the child, or

· if the child is born early, within the period of the actual birth up to 56 days after the first day of the expected week of birth.

· Only one period of leave is available to employees irrespective of whether more than one child is born as the result of the same pregnancy.

NOTICE OF INTENTION TO TAKE PATERNITY LEAVE

Requests for paternity leave should be made in writing to your manager by the end of the 15th week before the baby is expected, unless this is not reasonably practicable. Your must state:

-The week the baby is due

- whether you wish to take one or two weeks’ leave

- when you want your leave to start

You must complete a self-certificate as evidence of your entitlement to SPP.

PATERNITY PAY

Statutory Paternity Pay (SPP) details will be discussed with you individually. The organisation has agreed to pay – 1 week full pay (90%) and 1 week at the equivalent of maternity pay.

PARENTAL LEAVE
As part of the Employment Relations Act 1999, a new right to parental leave became available to both men and women. The purpose of parental leave is to allow employees to take leave to care for a child for whom they have "parental responsibility". Parents can use it to spend more time with children and to strike a better balance between their work and family commitments.

Conditions for eligibility are:- You must have one year's continuous service with the organisation.
Entitlements:-The total entitlement to parental leave for each employee is 13 weeks for each child, to be taken at any time up to the child's fifth birthday. Parents of disabled children get 18 weeks in total.
Exceptions are:-

In the case of an adopted child, leave may be taken up to the fifth anniversary of the placement or up to the child's 18th birthday (whichever is earlier).

Where a child is entitled to a disability living allowance, leave may be taken up to the child's 18th birthday.

Taking Parental Leave

To apply for parental leave, 21 days notice must be given in writing specifying dates of leave to your immediate Manager.

A maximum of 4 weeks leave in respect of each child may be taken per year, which will be recorded and placed on file.  

All parental leave is unpaid and holidays will not accrue during any period of leave.

Parental leave may be postponed if it is considered that the operation of the business would be unduly disrupted.  Notice of postponement will be given in writing 7 days after the original request.  A later date will be agreed but this should not be later then six months after the original request.

Evidence may be required to support your application for parental leave entitlement; e.g. child's birth certificate.

If you would like to apply for a period of parental leave, a copy of the Parental Leave Agreement may be obtained from your manager.
FLEXIBLE WORKING

As part of our work life balance policy, the organisation offers the opportunity for flexible working. In addition, employees with six months service and who have children under the age of 6 or of disabled children under 18 have the right to request flexible working patterns. If you would like to implement a flexible working pattern, please make your request in writing to your line manager setting out the working pattern and how you think it will work. A meeting will be set up within four weeks of your request to consider it. Within two weeks of that meeting, we will write to you either accepting the request and setting out the start date, or rejecting the request. We will give such requests serious consideration and will only turn them down if we believe they would be detrimental to the aims and objectives of the organisation. You will be told of your right of appeal if you have been turned down.

TIME OFF FOR DEPENDANTS
An employee has the right to take reasonable time off (unpaid) in the case of emergencies relating to a dependent (parent, spouse, child, someone who lives as part of the family, (but not a lodger or tenant) or someone who relies on them for assistance in specific circumstances).
An employee has the right to time off as follows:-

To provide assistance where a dependant falls ill, gives birth, is injured or assaulted;

To make arrangements for the provision of care for a dependant who is ill or injured;

On the death of a dependant;

Where the care of a dependant has been unexpectedly disrupted or terminated;

Where there has been an unexpected incident which involves their child while he/she is in the care of a school or carer. An employee may only exercise this right if they tell their Manager about the reasons for time off and how long you expect to be away from work.  Where possible they should do so beforehand or as soon as reasonably possible. Failure to properly inform their Manager could lead to disciplinary action under the organisation’s disciplinary procedure.
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