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Purpose
The Church/parish name recognises the importance of the family-life / work balance and is committed to promoting equality of opportunity and to enable working parents to balance work and family responsibilities.  
In accordance with UK legislation, employees who are pregnant or who have given birth have the option to take statutory maternity and to be paid statutory maternity pay. 
This policy does not form part of an employee’s contract of employment and the church/parish may change this policy from time to time and employees will be notified of any such changes.  

Scope
[bookmark: _Hlk24372500]The policy applies to all temporary and permanent employees. Please speak to XX if you have any questions. This policy is subject to updates and amendments in line with legislative developments.

General Principles
 Maternity Leave
The law currently provides two schemes of maternity leave for pregnant employees, both subject to the employee’s compliance with the notification requirements set out as below:

· A period of 26 weeks’ maternity leave (ordinary maternity leave) is available to all pregnant employees.
· A further period of 26 weeks’ maternity leave following the date of childbirth (additional maternity leave) is available to all pregnant employees

An employee cannot take ordinary or additional maternity leave during a period where their partner is exercising their right to shared parental leave.

No employee may return to work within two weeks of childbirth.

In order to qualify for ordinary maternity leave or additional maternity leave, a pregnant employee must, in or before the 15th week before the expected week of childbirth (EWC), notify their line manager in writing of the following:
· Their pregnancy
· The EWC; and 
· The date on which they intend their maternity leave to start

The pregnant employee must enclose with their written notification a certificate (MAT B1) for their doctor, midwife or health visitor confirming the EWC. Having received this notification, the employer will, within 28 days, set out in writing the expected data of return from maternity leave, assuming the employee takes their full entitlement. The employee must give the employer 28 days’ notice if they wish to change the start date of their pregnancy leave. 

Maternity leave may not start earlier than 11 weeks before the EWC (unless child is born prematurely before that date) nor later than the actual date of the baby’s birth (the EWC begins on the Sunday before an employee’s baby is due).

If an employee is absent from work wholly or partly because of pregnancy or childbirth during the four weeks before the EWC and they otherwise have the right to maternity leave, then the period of maternity leave will automatically start on the first day of such absence within the four-week period.

Maternity Pay Entitlements 
To accurately calculate the pay reference period, please enter your pertinent dates into the Maternity Pay Calculator upon the Government Website - https://www.gov.uk/pay-leave-for-parents.
The employer will pay statutory maternity pay (SMP) in accordance with its legal obligations. Currently, in order to qualify for SMP, a pregnant employee must satisfy the following criteria:
· Must have completed 26 weeks’ continuous employment with the employer by the end of the 15th week before the EWC
· Must still be pregnant (or have had their baby) at the beginning of the 11th week before the EWC
· Average earnings must have been at or above the lower earnings limits for national insurance payment purposes for the appropriate period of time 
· Must have started their period of maternity leave; and
· Must have given employer written notification 

SMP is payable for a maximum of 39 weeks. SMP is calculated in the following way
· First 6 weeks – paid at the earning related rate of 90% of your average weekly earnings calculation over the relevant period
· Remaining 33 weeks – paid at the prescribed rate which is set by the government for the relevant tax year, or the earning-related if that is lower. 

The Church/PCC will pay SMP at the appropriate rate, SMP is subject to deductions for tax, national insurance and any other deductions which the Church/PCC may legally make.
If a pregnant employee does not qualify for SMP, they may be able to claim state maternity allowance (SMA). They can claim by directly phoning Jobcentre Plus or visiting the GOV.UK website.

Contractual Benefits
An employee on maternity leave will continue to receive their contractual benefits other than renumeration. If such an employee decides to not return to work, all benefits will cease from the date on which their resignation take effect. 

An employee will receive a statement setting out which of their benefits will continue and confirm the terms on which any such benefit is available when they start maternity leave.

During maternity leave, an employee is bound to any obligations arising under their contract except in so far as they are inconsistent with their right to take maternity leave.

If you are a member of the pension scheme (name of provider), during ordinary maternity leave and any further period of paid additional maternity leave the Church/PCC shall continue to make any employer contributions that are usually made into a pension scheme, based on what your earning would have been if you had not been on maternity, provided that you continue to make contributions based on the maternity pay you are receiving. If you wish to increase your contributions to make up any shortfall from those based on your normal salary, please contact your manager directly.

The period of ordinary maternity leave and any further period of paid maternity leave counts towards the Church/PCC final-salary pension scheme as pensionable service, provided you make the necessary minimum contributions based on the maternity pay you are receiving. 

During any unpaid additional maternity leave the Church/PCC shall not make any additional payments into the scheme OR shall make its usual contributions into the scheme. You do not have to make any contributions but may do so if you wish, or you may make up for missed contributions at a later date.

Holidays
Employees are encouraged to take accrued outstanding holiday before beginning their maternity leave. Employees should discuss holiday plans with their line managers in good time ahead of the intended start date of maternity leave.

Whilst an employee is absent on maternity leave, they will continue to accrue holiday entitlement in the usual way.

If an employee’s maternity leave will continue into the next holiday year, any holiday entitlement that is not taken OR cannot be taken before starting maternity leave can be carried over and must be taken within three months of returning to work unless the line manager agrees otherwise. Please discuss holiday plans with your line manager in good time before starting your maternity leave. 

Antenatal Care
If an employee is pregnant, they may take reasonable paid time off during working hours for antenatal appointments.
Requests for paid time off for antenatal care should, wherever possible, be made at least one week in advance of the proposed antenatal appointment. Any such request should be in writing and should be made to the line manager.
The employer may require the employee to produce a certificate from their doctor, midwife or health visitor, confirming their pregnancy. Evidence of appointments may be requested, and it is advisable to give your line manager as much notice as possible of your appointments.
Agreed time off to attend ante-natal appointments will be on full pay and you will not be required to make up the time when you are not at work. 
Stillbirth and Neonatal Loss
An employee is entitled to maternity leave in accordance with this policy if their child is stillborn after 24 weeks of pregnancy or born alive at any stage of pregnancy but does not survive (neonatal loss). If eligible, they will be entitled to maternity pay in accordance with this policy. 
Please see our Neonatal Leave Policy for further information. 
Health and Safety
The line manager will carry out a risk assessment to assess which posts may present risks to new or expectant mothers and their babies. If any pregnant employee is employed in a position which has been identified as posing risk to their health or that of their unborn child, they will be notified immediately, and arrangements will be made to eliminate that risk.
For this reason, all employees are required to notify their line manager as soon as they are aware they are pregnant. If appropriate, arrangements will then be made to alter their working conditions, or it that is not possible and such a job is available, they will be offered suitable alternative job.
If there is no suitable alternative job, the line manager has and reserves the right to suspend the employee on full pay until there is no longer a risk. These alternative arrangements may continue after the birth of the child if the employee returns to work and it still considered to be a risk.
If an employee has any concerns about their own health and safety, at any time, they should speak with their line manager immediately. 
Returning to Work
An employee who qualifies for maternity leave may return to work at the end of their period of ordinary maternity leave, or the end of their additional maternity leave period. However, if they want to return to work before the end of the additional maternity leave period, they must give their line manager at least eight weeks’ notice in writing of their intended return date. 
If the employee attempts to return to work early without giving their line manager notice, then the line manager may postpone the return so that the line manager does have eight weeks’ advanced notice, or until the end of the maternity leave period, whichever is the earlier. During such a period of postponement, the employer is under no obligation to pay contractual remuneration to the employee. 
If an employee wants to change hours or other working arrangements on return form maternity leave, they should make a request under Church (name) Flexible Working Policy. 
An employee is normally entitled to return to work in the position they held before starting maternity leave and on the same terms of employment. However, if they have taken additional maternity leave and it is not reasonably practicable for the Church/PCC to allow them to return to the same position, the Church (name) may give the employee another suitable and appropriate job on terms and conditions that are not less favourable. 
Keeping in Touch Days
The Church/PCC is entitled to make reasonable contact with you during maternity leave.
You may work (including attending training) on up to ten ‘keeping in touch’ days during your maternity leave. This is not compulsory and must be discussed and agreed with the line manager.
This will be paid at their normal basic rate of pay for the time spent working in a keeping in touch day and this will be inclusive of any maternity pay entitlement.
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