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University of Westminster – Maternity Planner
The University of Westminster’s policy on Pregnancy, Statutory Maternity Pay and Maternity rights can be found on the University website: http://www.wmin.ac.uk/page-13231 Your HR Manager will be happy to discuss your rights and obligations with you; alternatively you might want to use the attached Maternity Planner. This will explain your rights and obligations in respect of Maternity Leave and Maternity Pay and it will help you to work out what you are entitled to, what you have to notify your HR Manager of and when.

All pregnant employees, irrespective of length of service, are entitled to:

· Time off to keep appointments for antenatal care made on the advice of a registered medical practitioner, registered midwife or registered health visitor.  You might be asked to show an appointment card or some other document showing that an appointment has been made.  Time off for antenatal care will be paid at the normal rate of pay.

· 26 weeks Ordinary Maternity Leave and 26 weeks Additional Maternity Leave.

· Maternity benefit (Statutory/ Occupational Maternity Pay or Maternity Allowance).

· Protection against unfair treatment or dismissal.

All pregnant employees are required to :

· inform your HR Manager no later than the 15th week before the expected week of childbirth (EWC) that you are pregnant (you could use Part A of the Maternity Planner);

· provide your HR Manager with a MATB1 form;

· give 28 days notice to HR and line manager of the actual date of starting maternity leave;
The Maternity Planner consists of three parts:

Part A notifies the University that you are pregnant and will help you decide what you are entitled to.  It will also tell you which further parts of the form you need to complete.  Part B can be used to inform the University of when you intend to take your Maternity leave.  Part C can be used if you decide to return to work before you have taken your full maternity leave entitlement.  Notes to help you complete the form are given in the right hand column.

Annual leave: You accrue occupational annual leave during Maternity Leave.  We advice that you take as much of your current year’s annual leave entitlement before you go on maternity.  The University’s annual leave policy states that at manager’s discretion a maximum of five days can be carried forward from one leave year to the next, however if this proves operationally difficult, your manager can exceptionally agree that more than five days leave are carried forward, on condition that any such leave is taken immediately following the end of your maternity leave. Your HR Team can advise you on your entitlement.
Vacancies: While you are on maternity leave you still remain eligible to apply for any vacancies that may be advertised internally.  Details of all vacancies can be found at http://www.wmin.ac.uk/vacancies, together with an electronic application form which must be completed on-line.

Keeping In Touch (KIT) days: These are ten optional days, on which an employee can come into work without losing their entitlement to Maternity Pay.  The intention is that these days will be mainly used for attendance at training and development related events.  The decision to undertake a KIT day must be made by agreement between the employer and the employee; the employer has no right to demand that any such work is undertaken and the employee has no right to undertake such work.  Any work that is undertaken on a KIT day, even if the employee is only required to come into work for an hour, will be counted as a whole day.
Employees will be paid their normal rate of maternity/adoption pay unless the ‘Keeping in Touch’ days fall during the unpaid period of leave, in which case departments should compensate the member of staff for a full day’s pay.  Line managers also have the discretion to offer time off in lieu if this is a preferred option for the member of staff.

Care-4:  Care-4 is an electronic childcare voucher scheme that was introduced within the University of Westminster with effect from 1st April 2005, enabling working parents (who are subject to UK tax), to save on childcare costs for children up to the age of 16. It is an efficient and secure system that enables parents to pay for Approved or Registered childcare and achieve Tax and National Insurance savings on the first £50 per week ( or £217 per month) of eligible childcare costs.

This is a “salary sacrifice” scheme, meaning that you sacrifice some of your salary in return for a benefit. Your monthly gross salary (before Income Tax and National Insurance) is reduced by the amount you decide to budget for childcare, subject to some limits set by Inland Revenue rules. The amount your salary is reduced by “your salary sacrifice” is directed into your care4 account from which you pay your Registered or Approved carer(s). You save the National Insurance and Tax you would have paid on the first £50 per week ( or £217 per month) of salary sacrificed. 
Further details about this scheme are available on the HR website, on: http://www.wmin.ac.uk/page-6131 .
Flexible working:  Under the Employment Act 2002 employees with children under six or disabled children under 18 have the right to request flexible working to enable them to care for a child.  The University will carefully consider all applications from staff for changes to their hours, times and places of work.  For further guidance and how to make an application, please see http://www.wmin.ac.uk/page-482.
Finally, we wish you a happy and healthy pregnancy.  Should you require any assistance, please do not hesitate to contact your HR Manager.

Part A: Planning Your Maternity

	To the University of Westminster:

I am giving you this form to let you know that I am pregnant.

	Date……………………………………………... 
	Please note you must advise your                                                                                  HR Manager by the end of the 15th week before your expected week of childbirth (EWC) that you are pregnant.

	Personal Details

Name…………………………………….

Payroll number…………………………

NI number..……………………………..


	Line manager………………………..

School/Unit…………………………

Campus…………………………….

	When the baby is expected

My baby is due on 

………………………………(EWC)

A certificate confirming this:

a) has been given to you already  FORMCHECKBOX 
 tick box

b) is enclosed with this form          FORMCHECKBOX 
 tick box

c) will be given to you shortly        FORMCHECKBOX 
 tick box

_____________________________________

Maternity Leave
You are entitled to 26 weeks Ordinary Maternity Leave and 26 weeks Additional Maternity Leave; the following sections will help you to assess if you are entitled to Maternity Pay.

Maternity Pay
Whether you are entitled to Maternity Pay will depend on your length of service at the qualifying week and your average weekly pay.
The 15th week before my EWC (the date given in section 2) is the week beginning:

…….…………………… (qualifying week)

On this date I will have worked for you continuously for at least 26 weeks

Yes       FORMCHECKBOX 
 tick box, I therefore probably qualify for Maternity Pay but you will confirm whether I qualify or not.
                       Or

No         FORMCHECKBOX 
 tick box, I therefore may not qualify for other benefits but you will confirm whether I qualify or not.
Occupational Maternity Pay (OMP) under the University policy is as follows:

· 6 weeks of full pay

· 18 weeks at the lesser of half pay plus the lower rate of SMP or 90% of average weekly earnings

· 15 weeks at the lesser of the lower rate of SMP or 90% of average weekly earnings.

(from April 2012 the lower rate of SMP is £135.45)
Please note OMP includes Statutory Maternity Pay (SMP):

· 6 weeks at 90% of average weekly earnings

· 33 weeks at the lesser of the lower rate of SMP or 90% of average weekly earnings..

To notify the University of when you are intending to start your maternity leave, please go to Part B.

	Expected Week of Childbirth (EWC) is the week in which it is expected you will have your baby.  This is found on your MATB1 form.

Certificate

You must give the HR Manager a certificate giving the EWC at least 28 days before you wish to start your leave.  The MATB1 form which your doctor or midwife will give you can be used.  The University cannot accept this form if it has been signed more than 20 weeks before your baby is due.  

In order to qualify for Maternity Pay you must have been continuously employed by the University for 26 weeks by the 15th week before your EWC and earn at least as much as the lower earnings limit for paying National Insurance contributions.

.Qualifying week:

Count back 15 weeks from the beginning of your EWC.

Continuous service

Your length of employment usually runs from the first day you started with your current employer to the present day, but there might be exceptions; check your Contract of Employment.

If you don’t qualify for other benefits, you may be able to claim Maternity Allowance from the Benefits Agency, the Payroll and HR Managers will discuss your options with you.

OMP includes any entitlement to SMP; if you earn less than the lower earnings limit for NI contributions, you will not received the SMP portion of OMP but you 

may be able to claim Maternity Allowance from the Benefits Agency., the Payroll and HR Managers will discuss your options with you.

Average earnings

The Payroll Department will use the average of the last two monthly salary payments before the end of the qualifying week to calculate your average weekly earnings.  On request, your HR Manager will show you how your average earnings were calculated.
Payment of Maternity Pay

The actual payment will be made in the same way as your salary is usually paid by the University, so you will be paid on the 22nd day of each month.




Part B: Maternity Leave

	Starting Maternity Leave

I intend to start my maternity leave on:

………………………………….(date)


	Start date

It is your decision when you start your maternity leave, but you cannot start it earlier than the 11th week before the EWC (Expected Week of Childbirth).  You must notify your HR Manager that you are pregnant by the end of the 15th week before EWC.  You must confirm the actual date you wish to start your maternity leave at least 28 days before the day you want to start your maternity leave.  You can start your maternity leave on any day of the week.  The latest it can start is day the baby is due.
Absence before start date

If you are absent from work for a pregnancy-related reason in the 4 weeks before EWC, your maternity leave can be started automatically.  This is regardless of the date you have told the HR Manager you want to start your maternity leave.  If you give birth before the date you intended to start maternity leave, your leave will start on the date of the birth.



	Returning after maternity leave

My maternity leave will finish on:

………………………………….(date)

I am due back to work on:

…………………………………(date)

I understand that if I want to return to work before this date, I must give you 8 weeks notice of the date on which I want to return.  
	End of Maternity leave 

You are entitled to 26 weeks Ordinary and 26 weeks Additional Maternity Leave.  This is the end of the 52nd week from when you started your maternity leave.  For example, if you started your maternity leave on a Wednesday, the last day will be the Tuesday 52 weeks later.

Date due back to work

You are due back to work on the next working day after your maternity leave finishes.

Telling the University you want to return early

If you want to return to work before the end of your maternity leave period, you must give your line manager and your HR Manager at least 8 weeks notice of your intended return date.  You can use Part C of this form. The law requires that you do not return to work before the compulsory maternity period; this is 2 weeks from the date of birth)

Unable to return

If you cannot return, for example because you are sick, the normal University sickness rules will apply.

Deciding not to return

If you decide, whether now or later, that you do not intend to return to work, you must give your line manager and the HR Manager the notice required by your contract of employment.

	Please sign the form and send it to your HR Manager.  You may wish to keep a copy of it for yourself.  Your HR Manager will write to you to confirm all the relevant dates.


Signed:_______________________ Print Name:__________________________

Date:_________________________ Line Manager:________________________

Part C: Returning to work early

You will be expected back at the end of your full maternity leave entitlement.

If you want to return earlier you must give your line manager and your HR Manager at least 8 weeks notice.  You may like to use this part of the form.

If you do not give 8 weeks notice, an employer is entitled to postpone your return until the 8 weeks notice has been complied with, although it cannot be postponed to a date later than the end of your maternity leave period.

	To the University of Westminster: I am sending this form to inform you that I’m planning to return to work early.



	I intend to return to work before the end of my maternity leave.  I intend to return to work on

……………………………………(date)


	Complete this section only if you want to return to work early

Effect on SMP/OMP

If you return to work before the end of your Maternity Pay Period, you will not receive your full entitlement to SMP/OMP.

Compulsory maternity leave

The law requires that all women take compulsory maternity leave immediately after the birth of their baby.  The University cannot let you return to work before the compulsory maternity period is up, this is 2 weeks from the date of birth.



	You should sign the form and send it to your HR Manager.  You may wish to keep a copy of it for yourself.  


Signed ____________________________ Print Name:______________________

Date ______________________________ Line Manager:____________________
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