3.3
Maternity leave and pay
1.
Your obligations 
1.1
To claim maternity leave you must let your Chief Officer know, through your departmental personnel unit, at least three weeks before you want your absence to start:
a) that you are pregnant;
b) the week your baby is due (the Expected Week of Childbirth - EWC);
c) when you intend to start your maternity leave; and,   
d) your intention to return to work with the Council for a period of at least six months at the end of your maternity leave. (If you do not intend to return to work following maternity leave, you will be entitled to statutory maternity leave and statutory maternity pay (SMP). Your departmental personnel unit will be able to advise you on the current statutory leave and pay entitlements).
1.2
You must give us 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 (B) I.

1.3
Where it is not possible for you to give us notice in line with the time scales set out in 1.1 above you must let us know as soon as you possibly can.
2.
Your right to time off from work
2.1
If you have more than one years’ service at the beginning of the eleventh week before the EWC you are entitled to the following:
a) full pay for the first sixteen weeks you are absent, and,
b) the option of receiving either:
i.
24 weeks at half pay and up to 12 weeks without pay, or,
ii.
12 weeks at full pay and up to 24 weeks without pay.
2.2
If you have been employed by us for less than one year at the eleventh week before the EWC and have completed 26 weeks’ service at the beginning of the fourteenth week before the EWC you will be entitled to the following:
· 9/10ths pay for the first six weeks you are absent;
· followed by half pay for twelve weeks;
· eight weeks at the rate of statutory maternity pay; and,
· the option of up to 26 weeks unpaid leave.
2.3
If you have been employed by us for less than one year at the eleventh week before the EWC and have completed less than 26 weeks’ service at the beginning of the fourteenth week before the EWC you will be entitled to the following:
· 9/10ths pay for the first six weeks you are absent;
· followed by half pay for twelve weeks; and,
· up to 8 weeks unpaid leave.
2.4
The payments set out in 2.1 and 2.2 include the statutory maternity pay you are entitled to.

2.5
You should take any outstanding annual leave before starting maternity leave wherever possible.  Where this is not possible, you must take any accrued annual leave in a block at the end of the maternity leave period and, where you propose to return on a job sharing or part time working arrangement, before these begin.  The normal rules for the carry over of annual leave will apply.  All annual leave must be agreed by your manager.
3.
Time off for ante natal care

3.1
You are entitled to paid time off to attend ante natal care appointments including parent craft and relaxation classes, where these have been recommended by a registered medical practitioner, midwife or registered health visitor. 

3.2
With the exception of your first appointment, you must provide evidence of the appointments before claiming time off. 

4.
Your obligation to return to work
4.1
If you take maternity leave and maternity pay as set out in 2.1 above you must return to work for six months. If you do not do this, you must pay back the salary paid to you after the first sixteen weeks leave that is above the rate of SMP.  If you do not do this, we may take legal action to recover the money from you.

4.2
If you take maternity leave and maternity pay as set out in 2.2 or 2.3 above you must return to work for six months. If you do not do this, you must pay back the salary paid to you after the first six weeks leave that is above the rate of SMP. If you do not do this, we may take legal action to recover the money from you.

4.3
The six-month period is not extended if you reduce the hours you work when you return from maternity leave.

4.4
If you take an employment break immediately after your maternity leave, or within six months of your return to work, the obligations as set out in paragraphs 4.1 and 4.2 will continue to apply until you have completed the six month period following the end of your employment break (unless the break is for more than one year and the Council is not able to offer you a suitable job at the end of the break.)

4.5
Also, if you do not repay the money you owe us we will not re-employ you unless you have guaranteed to repay us this amount plus interest at a rate we will determine. 

5.
Miscarriage, stillbirth and infant death prior to return to work

5.1
In the unfortunate event that your child is stillborn or dies at any time before you are due to return to work you must tell us as soon as possible.  You will be entitled to the benefits that would have applied if your child had lived.

5.2
If you miscarry before the 24th week of pregnancy the conditions of the sickness scheme, including providing a medical certificate will apply.

6.
Your rights on return to work
6.1
You have the right to return to the job you had under your contract of employment, subject to any organisational change that may have occurred during your period of leave, and on terms and conditions which are as good as those that would have applied to you if you had not been absent.

6.2
If you want to return to the Council on a job share, part time or other flexible working arrangement you should discuss this with your manager as early as possible. Anyone with a child aged under 6, or a disabled child aged under 18, has a legal right to request flexible working arrangements.

6.3
Where possible you should apply before you start your maternity leave.

7.
Maternity and ill health

7.1
We do not treat maternity leave as sick leave. It will not be taken into account when we calculate sick leave entitlement.

7.2
If you fail to return to work on the date you have told us and you give us a medical certificate that you are unfit to return to work then the terms of the sickness pay scheme will apply.

8.
Definitions
8.1
A week’s pay is the amount we pay you for working your normal working hours under your contract of employment.  If you do not have normal working hours, a week’s pay is the average of the pay you received for the last twelve weeks before the date on which the last completed week ended. We do not include any week in which no pay was earned.

9.
Fixed term contracts

9.1
If you are employed on a fixed term contract that comes to end during your maternity leave, your contract will be renewed if there is still a requirement to carry out the work.

