


Maternity, Paternity and Parental Leave Policy
1. Purpose and Scope
This policy outlines the rights and responsibilities of employees who are pregnant, becoming parents, or adopting. It covers maternity, paternity, shared parental leave, and related entitlements. It applies to employees only.
We are committed to supporting staff through pregnancy, birth, adoption, and early parenthood with compassion, flexibility, and legal compliance.
2. Maternity Leave and Pay
2.1 Notification Requirements
To access Statutory Maternity Leave (SML) and Statutory Maternity Pay (SMP), you must notify us in writing by the end of the 15th week before your Expected Week of Confinement (EWC), confirming:
· Your pregnancy 
· Your Expected Week of Confinement 
· Your intended start date for maternity leave
You must also provide a MAT B1 certificate signed by your midwife or GP.
2.2 Health and Safety
Once notified, we will carry out a pregnancy risk assessment and take appropriate steps to protect your health and safety. This may include:
· Adjusting duties or hours
· Offering suitable alternative work
· Paid suspension if no suitable alternative is available
2.3 Antenatal Appointments
You are entitled to paid time off for antenatal appointments. Please give as much notice as possible and provide an appointment card for all but the first visit.
Partners with a qualifying relationship may take unpaid time off for up to two antenatal appointments (max 6.5 hours each). Surrogacy arrangements may also qualify.
2.4 Miscarriage and Stillbirth
· Before 24 weeks: absence will normally be treated as sickness absence, with appropriate support provided
· After 24 weeks: You are entitled to full maternity leave and pay
We recognise the emotional impact of pregnancy loss and will provide appropriate support.
2.5 Maternity Leave Entitlement
· Up to 52 weeks: 26 weeks Ordinary Maternity Leave (OML) + 26 weeks Additional Maternity Leave (AML)
· Leave may start no earlier than 11 weeks before EWC
· Leave starts automatically if you are off sick in the 4 weeks before EWC or if the baby arrives early
· You must take at least 2 weeks’ compulsory leave after birth
We will confirm your expected return date in writing within 28 days of your notification.
2.6 Keeping in Touch (KIT) Days
You may work up to 10 Keeping in Touch (KIT) days during maternity leave.
· These are optional
· Pay will be agreed in advance
· Payments may be offset against statutory pay where applicable
2.7 Maternity Pay
You may qualify for SMP if:
· You’ve worked for us for at least 26 weeks by the Qualifying Week
· Your average earnings meet the National Insurance Lower Earnings Limit
SMP is paid for up to 39 weeks:
· First 6 weeks: 90% of average weekly earnings
· Remaining 33 weeks: Standard SMP rate (or 90% if your earnings are below the standard rate)
We will continue employer pension contributions during OML and paid AML. Employee contributions will be based on actual pay unless you choose to top up.
2.8 Returning to Work
You are entitled to return to your original role after OML.
After AML, you will return to the same role unless this is not reasonably practicable, in which case a suitable alternative role will be offered.
You must give 8 weeks’ notice if you wish to change your return date.
You may request flexible working.
2.9 Redundancy Protection
Employees who are pregnant or returning from maternity leave have additional protection in redundancy situations and may have priority for suitable alternative roles where applicable.
3. Paternity Leave and Pay
3.1 Eligibility
You may take paternity leave if:
· You’ve worked for us continuously for 26 weeks by the Qualifying Week
· You are the father, partner or spouse of the mother (or equivalent in adoption/surrogacy)
· You will share responsibility for the child’s upbringing
3.2 Leave Entitlement
· One or two consecutive weeks
· Must be taken within 56 days of birth or placement
· As a single block or two separate blocks
3.3 Notification
Please notify us by the end of the 15th week before EWC (or within 7 days of adoption match), stating:
· Expected date of birth or placement 
· Length of leave 
· Intended start date
3.4 Paternity Pay
Statutory Paternity Pay (SPP) is paid at the statutory rate, subject to eligibility.
4. Shared Parental Leave (SPL)
You and your partner may be eligible to share leave and pay in the first year after birth or adoption. You must:
· Take at least 2 weeks of maternity leave before opting in
· Give at least 8 weeks’ notice
Please speak to your Line Manager for guidance.
5. Neonatal Care Leave
Employees may be entitled to additional leave and pay where a baby requires neonatal care following birth.
This leave:
· Is in addition to maternity, paternity or shared parental leave
· May provide up to 12 weeks’ additional leave (subject to eligibility)
Further details are available on request.
6. Other Family-Related Rights
You may also be entitled to:
· Parental leave
· Time off for dependants
· Adoption leave
· Time off for antenatal or adoption appointments
Please refer to the relevant policies or speak to your Line Manager.
7. Flexible Working
Employees have the right to request flexible working from the first day of employment.
Requests will be considered reasonably and in line with business needs.


	1	                  Nov 25





	3	                 May 26



