University of Stirling

Maternity Leave Policy

Summary of terms and conditions regarding entitlement to maternity leave and pay for all eligible employees with effect from 1  April 2007 (where the Expected Week of Childbirth begins on or after this date).

	Length of Continuous Service
	Entitlement

	26 weeks continuous service or more at the beginning of the 15th week before the EWC

	If returning to work (either full or part time):-
26 weeks “Ordinary” (occupational) Maternity Leave with the option to have it paid as follows:

OPTION 1

· First 16 weeks at full pay (to include SMP) 
(you will be required to repay 10 weeks full pay to the University if you do not return to work for a period of at least three months)
· Next 10 weeks at SMP/MA only OR 90% of weekly earnings (whichever is less)
· The option of up to 26 weeks “Additional” Maternity Leave.  13 weeks paid at SMP/MA only or 90% of weekly earnings (whichever is less) and 13 weeks unpaid.

OPTION 2

· First 8 weeks at full pay (to include SMP)

· *Next  8 weeks at half normal full pay plus SMP 

· *Next 8 weeks at half normal full pay only (to include SMP) 

· Last 2 weeks at SMP/MA or 90% of weekly earnings (whichever is less)

· The option of up to 26 weeks “Additional” Maternity Leave.  13 weeks paid at SMP/MA only or 90% of weekly earnings (whichever is less) and 13 weeks unpaid.

*(you will be required to repay the equivalent of  10 weeks full pay to the University if you do not return to work for a period of at least three months)


	
	OPTION 3

If  you are not returning to work:-
you will be paid the statutory minimum as follows:

· First 6 weeks at 90% of full pay

· Next 33 weeks at SMP/MA (if eligible) OR 90% of weekly earnings (whichever is less)



	Less than 26 weeks continuous service at the beginning of the 15th week before the EWC
	· 26 weeks ”Ordinary” Maternity Leave of absence 
If eligible payment will be at SMP/MA rate per week or 90% of weekly earnings (whichever is less) from Social Security.
Payroll will issue form SMP1 for you to claim from Social Security 
· The option of up to 26 weeks “Additional” Maternity Leave.  If eligible 13 weeks will be paid at SMP/MA rate per week or 90% of weekly earnings (whichever is less) from Social Security and 13 weeks unpaid


Definitions: -

Week’s Pay: -
the term a “week’s pay” can be defined in two ways:

1. For the majority of staff a week’s pay is the fixed annual salary divided by 52 that you are paid as detailed in your contract of employment.  It is not subject to variations in respect of overtime/weekend working etc.  

2.
For a small number of staff, the amount of a weeks pay varies throughout the year, depending on overtime/weekend working etc.  Where this is the case an average weekly pay will be used.  This will be  based on the preceding 12 weeks worked before the start of your maternity leave, excluding any weeks where no pay was earned.

SMP:-
Statutory Maternity Pay – is paid by the University subject to minimum earnings and national insurance contribution requirements. 

MA:-
Maternity Allowance  - is paid by the Social Security/Jobcentre Plus office and is based on recent employment and earnings record.

The payroll team can confirm eligibility for SMP/MA
EWC: -
Expected Week of Childbirth – the week beginning with midnight between Saturday and Sunday in which the baby is expected.  If the baby is born outside of this period then your leave and pay will be re-adjusted.


Maternity Leave Policy 
Terms and Conditions 

1. Background

1.1
The University is committed to helping working parents.  In response to recent legislative changes to statutory maternity leave entitlements the University has revised the maternity scheme which is available to all eligible employees within the University.  Additionally, the  University has policies on Paternity Leave, Flexible Working and Adoption Leave.  Copies of these policies are available from HR Services or on the HR website at www.hr-services.stir.ac.uk
2.
Initial Notification
2.1
To claim maternity leave you must notify HR Services in writing (please use the Maternity Leave Notification Form attached at the end of this document) no later than the end of the 15th week before the Expected Week of Childbirth (EWC) of: -

· The fact that you are pregnant

· Enclose certificate (MATB1) which you will receive from a registered medical practitioner or certified midwife confirming your EWC

· The date which you intend to start your maternity leave which must not be earlier than the beginning of the 11th week before the EWC.

2.2
Within 28 days of receipt of your written notification, HR Services will write out to you confirming details of your start and end dates of Ordinary Maternity leave and if you are entitled, details regarding Additional Maternity Leave.

2.3
Ordinary Maternity Leave can commence no earlier than 11 weeks before the EWC or the date of childbirth if that is earlier.  You qualify for the option of a further 26 weeks “Additional” Maternity Leave immediately following the end of the “Ordinary” Maternity Leave period regardless of length of service.  This combined period is referred to as your statutory maternity leave period.
2.4 If you decide to change the date on which your maternity leave commences you must notify HR Services in writing, at least 28 days before your proposed new start date.


3.
Ante – Natal Care

3.1
All pregnant employees are entitled to paid time off to attend antenatal care appointments, and you should be prepared to produce evidence of such appointments if required by your Manager.

4.
Sickness Absence

4.1
Maternity leave is not treated as sickness absence and as such is not offset against sickness absence entitlement.

4.2
Maternity leave will automatically commence if you are absent from work due to a pregnancy related illness in the four weeks preceding your EWC.

5.
Returning to Work

5.1
You are encouraged to remain in contact with your Manager and colleagues at the University, however in terms of returning to work the following should be observed,:


5.1.1
If you wish to return before 26 weeks Ordinary Maternity Leave you must give HR Services at least 8 weeks notice of your intended return date.


5.1.2
If you opt for 26 weeks Ordinary and 26 weeks Additional Maternity Leave but then decide to return before the end of the Additional Maternity Leave period you must also give HR Services at least 8 weeks notice of your intended return date.

5.1.3 The earliest date you can return to work after the birth of a child is 2 weeks and in this instance, you should provide a medical certificate signed by a registered medical practitioner to confirm your fitness to resume working.


5.1.4 There shall be no distinction between live and still births when granting maternity leave.


5.1.5
You are entitled to return to the same job on terms and conditions that are not less favourable than those you had before you went on maternity leave.  If that is not practicable because of re-organisation within your School/Service, you will be offered suitable alternative employment in the same way as if you had not been absent on maternity leave.


5.1.6
You may wish to think about returning to work on a part time, job share or more flexible working basis.  Part time working is when the number of working hours expected of you is less than that of a full time equivalent employee.  Job share is when two people share the duties and responsibilities of one full time post.  Flexible working arrangements can vary but may include annualised hours, term time working, differing starting and finishing times etc.  



If you are interested in any of these options you should contact your Manager as soon as possible for a general discussion and at least 8 weeks before you expect to return to work.  This will allow your Manager to consider whether it is possible to accommodate your request.  If a change to your working arrangements is agreed then you will be issued with a new contract.  If a change can not be accommodated then your Manager will explain the reasons for this decision in writing.


5.1.7
If you decide not to return to work you should give your Manager the required notice as detailed in your contract of employment.  If you are unsure of your contractual notice requirements, please contact HR Services – details on back page.


5.1.8
If during your period of Ordinary Maternity Leave you were paid 16 weeks at full pay including SMP and do not return to work for a period of at least three months after the end of your Ordinary, or Additional Maternity leave you will be asked to repay the occupational element of your maternity pay.  This is equivalent to 10 weeks full pay received from the University less the SMP element.

6.
Other Terms and Conditions during Maternity Leave
6.1
During your maternity leave there will be no change to your core contractual rights or terms and conditions except for the purposes of pay.  Detailed below is some information relating to your terms and conditions during your period of maternity leave: -

6.1.1 Annual Leave


Throughout the period of maternity leave (Ordinary and Additional) you will continue to accrue annual leave.   You will normally be allowed to take this accrued leave at the end of your maternity leave period subject to the operational needs of your School/Service.  If you are on maternity leave over the span of two annual leave years then you may carry that leave forward for up to three months from the end of your maternity leave.  If you decide not to return to work then any annual leave due will either be offset against your contractual notice period or paid in your final salary payment.  You should liaise with your Head of School/Service Director for confirmation.


6.1.2
Other Holidays
All public, university and floating day holidays that fall in the period of maternity leave (Ordinary and Additional) will be accrued. Accrued holidays will be dealt with as per the provisions for annual leave detailed in 6.1.1 above.

6.1.3
Increments & Pay Awards

On the due date in accordance with your contract of employment, where appropriate you will be entitled to receive your normal annual increment on your salary scale.  In addition you will also receive any nationally agreed pay award.
6.1.4 Pension



The effect of maternity leave on your pension rights depends on whether you are receiving maternity pay or not.



During paid maternity leave you will continue to pay contributions on any pay received (even on a reduced salary) and continue to enjoy full pension rights.  During any further period of unpaid Additional Maternity leave, no contribution can be deducted since you are not receiving a salary.  However, on returning to work, you can pay back a contribution (arrears) so that the period of unpaid Additional Maternity leave can count towards your pension entitlement. 



If you repay the “arrears” your pension position will be as if you had never been away from work on unpaid leave.  If, however, you choose not to repay the “arrears”, then the period of unpaid maternity leave will be excluded from the future calculation of any pension benefits. 



For further information regarding your pension arrangements whilst on Maternity Leave please contact the Payroll Team on ext 7139.

6.1.5 Keeping in Touch

You may carry out up to ten days’ paid work for the University during your statutory maternity leave period.  This work may include any training or other work activity that allows you to keep in touch with the workplace and the work will not impact your maternity benefits or leave period in any way.  The days should be agreed between you and your manager and are not compulsory.

7.
Parental Leave
7.1
The University has a Parental Leave scheme, which details entitlements for unpaid leave for the purposes of spending time with your children.  Further details can be provided from HR Services or at  www.hr-services.stir.ac.uk
8.
Child Care Provision

8.1 Stirling Council and Highland Council can provide details of nursery and childcare provision for both areas.  For further information please contact either Stirling Council direct on 01786 442626 or visit the website at or www.childcarelink.gov.uk/stirling or Highland Council on 01463 239111 or  www.childcarelink.gov.uk/highland.  
The University of Stirling has partnered with an external provider to help save money on childcare costs with Childcare Vouchers (CCVs).  Further details can be found at www.hr-services.stir.ac.uk
PLEASE COMPLETE AND RETURN TO HR SERVICES AS SOON AS POSSIBLE

	UNIVERSITY OF STIRLING – HR SERVICES

MATERNITY LEAVE NOTIFICATION FORM 



Please use this form to let us know that you are pregnant.  It will help if you read the Maternity Leave Policy before completing and submitting this to us.  We will then write to you to confirm your leave arrangements.  If you have received your MATB1 Form from your GP, this should be attached and sent to HR Services with this form (please do not delay in returning this form as the MATB1 can be sent later if not yet received). 

It is helpful to be informed of your pregnancy at an early stage but to qualify for leave, you must inform us no later than the end of the 15th week before the Expected Week of Confinement.

	NAME:


	

	SCHOOL/SERVICE:


	

	MANAGER


	

	EXPECTED WEEK OF CONFINEMENT (EWC) IF KNOWN:

(this date is on your MATB1 Form from your GP)


	

	DATE MATERNITY LEAVE PROPOSED TO START:

(you can commence your leave at any time from the 11th week before the EWC up to the day of the birth)
	

	LEAVE AND PAY OPTIONS:

(Please refer to Maternity Policy for entitlement and further information.  Please tick as appropriate)


	· OPTION 1
First 16 weeks at full pay (to include SMP) 
Next 10 weeks at SMP/MA only OR 90% of weekly earnings (whichever is less)
The option of 26 weeks “Additional” Maternity leave.  13 weeks paid at SMP/MA only or 90% of weekly earnings (whichever is less) and 13 weeks unpaid.
· OPTION 2
First 8 weeks at full pay (to include SMP)


Next 8 weeks at half normal full pay plus SMP/MA or  

     90% of weekly earnings (whichever is less)

     Next 8 weeks at half normal full pay only

     Last 2 weeks at SMP/MA only OR 90% of weekly 

     earnings (whichever is less)
The option of 26 weeks “Additional” Maternity leave.  13 weeks paid at SMP/MA only or 90% of weekly earnings (whichever is less) and 13 weeks unpaid.
· OPTION 3

I do not intend to return to work after my period of maternity leave and would wish to be paid the statutory maternity pay as follows:

First 6 weeks at 90% of full pay

Next 33 weeks at SMP/MA (if eligible) OR 90% of weekly 

      earnings (whichever is less)

	SIGNED


	

	PRINT NAME


	

	DATE


	


