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Introduction
Pregnancy is a very important time and there is a lot you need to know about.  As your employer, Salford City Council would like to help you as much as possible in making you aware of what is available, which will help you make the best decisions according to your circumstances.
Whatever you decide, you need to have all the information at your fingertips to ensure that you receive all the benefits you are entitled to, and to be aware of all the options open to you.  This booklet will guide you through the maternity provisions,  and inform you of your entitlements  both before and after the birth of your baby.

Of course, it may be that after reading the booklet you still have some questions you would like to ask.  If this is the case, you should contact the Human Resources Advisor within your Directorate, who will be able to offer advice and assistance.

NB: This Guide only applies to staff employed by the Council under Local Government Pay and Conditions of Service (Green Book).

What are my basic rights?
As a pregnant employee, your five basic rights are: -

· Paid time off for ante-natal care.

Regardless of your length of service or the number of hours you actually work, you are entitled 
to reasonable paid time off to attend antenatal appointments and classes, provided attendance is recommended by your doctor.

· Transfer to a safer environment within your workplace, should this be necessary to safeguard your pregnancy.

If your doctor advises that you should move to a safer working environment in order to 
safeguard your pregnancy, or you have concerns relating to your work you should inform your 
manager of this immediately so that alternatives may be explored.

· Maternity leave and pay.  

You are entitled to 52 weeks maternity leave, the amount of maternity pay you will receive is
dependent upon your individual circumstances. 

· The right to return to work after your baby is born 

As a general rule you will be entitled to return to the job in which you are employed under the same terms and conditions, however there are some exceptions to the rule.

· The right not to be dismissed on grounds relating to your pregnancy/maternity 

leave.
You have a right not to be dismissed on grounds relating to your pregnancy/maternity leave.

Am I entitled to maternity leave?

Maternity leave entitlement
There are two different types of maternity leave: ordinary maternity leave (OML) and additional maternity leave (AML).

There are no length of service qualifications for either OML or AML. All pregnant employees, whether working full-time or part-time, married or single, temporary or permanent, will qualify.

There are, however, certain notification requirements that you must adhere to (which will be covered in the next section).

The OML period is 26 weeks and the AML period is an additional 26 weeks beginning from the first day after the last day of OML.

 How do I apply for maternity leave?

· You must inform your Human Resources Team in writing before the 15th week of your expected week of childbirth, unless this is not reasonably practicable (Please see Appendix 1 - Notification of Maternity Leave). 

· You will be able to change your mind about when you want your maternity leave to start providing that you tell the Human Resources Team at least 21 days before your new start date or the old start date (whichever is the earlier), or as soon as reasonably practicable, if this is not possible.

· If you do not state your intention to return to work following your maternity leave, you will lose your right to do so because in effect you have resigned.  It is advisable, therefore, to keep your options open if you are unsure about returning, as you can always change your mind at a later date. You cannot change the other way.

· On receipt of your notification of intention to take maternity leave, the Council will write to you within 28 days setting out the date on which it expects you to return to work, based on your full maternity leave entitlement (OML and AML).

· You must provide your Maternity Certificate Form, MAT B1 (or similar medical evidence), which will be issued to you by your doctor or midwife approximately 14 weeks before the week in which your baby is due. Please give this to your Human Resources Advisor.

Maternity Risk Assessment

To ensure that your health and safety as a pregnant mother is considered, and that you are not exposed to risk, your manager will carry out an assessment to identify hazards in your workplace that could be a risk to any new, expectant or breastfeeding mothers. Your manager will ask you some questions based on the attached form.
When can I commence my maternity leave?
You can commence your Ordinary Maternity Leave (OML) in one of three ways:

1. On the date that you notified the City Council that you intend to commence your OML.


(You can change the date on which your maternity leave starts (please see 
page 6).

2. You will commence your maternity leave four weeks before your Expected Week of Confinement (EWC)  if you are absent from work because of sickness which is wholly or partly related to your pregnancy.
3. On the day that follows the day on which childbirth occurs.

OML will commence on the earlier of the dates mentioned in points 1. and 2. above. Where OML has not started on either of these dates, it will be triggered by childbirth according to point 3.

Subject to certain legislative restrictions, you have the freedom to choose when to start maternity leave and when to return to work. 
The earliest date on which maternity leave can begin is the beginning of the 11th week before the week in which the baby is due. However, there is no obligation for you to commence maternity leave at this point. If you are in good health, you may even elect to continue working right up to when the baby is born.

There is a “compulsory maternity leave period” which means that you cannot return to work within two weeks of childbirth.

Types of maternity pay
There are three types of maternity pay: Statutory Maternity Pay, Maternity Allowance 

and Occupational Maternity Pay.

(a) Statutory Maternity Pay
Statutory Maternity Pay (SMP) is that to which you are entitled under the State Scheme.

Qualifying for SMP

In order to qualify for SMP, you must satisfy ALL of the conditions listed below:

· Have been employed by Salford City Council for at least 26 consecutive weeks up to and including the 15th week before the expected week of childbirth

· Your average weekly earnings for 8 weeks prior to the 15th week before your expected week of childbirth are equal to or above the lower earnings limit for National Insurance earnings

· Informed your Human Resources Advisor in writing of your intention to take maternity leave (see page 6).

If you qualify, you will be entitled to 39 weeks SMP.

SMP cannot be paid for longer than 39 weeks but there may be reasons why it is paid for a shorter period.  For example, SMP cannot be paid where in any week during the 39 week Maternity Pay Period you: -

· cease to work for the City Council

· return to work for the City Council

· work for a new employer

· are taken into legal custody.

Exclusions from SMP
If any of the qualifying conditions detailed above are not met at the beginning of the Maternity Pay Period, you will be excluded from SMP and given Form SMP1, which should be submitted to the your local benefits office, who may be able to make alternative state payments, e.g. Maternity Allowance.  
How is SMP Paid?
SMP may be paid for up to a maximum of 39 weeks, which is referred to as the Maternity Pay Period, and is payable whether or not you will be returning to work.  You will be paid monthly in weekly blocks, i.e., you will be paid for four or five weeks per month, depending on how many weeks there are in a particular month.
You can start your maternity pay period anytime between the 11th week before your expected week of childbirth and your baby’s birth.

What Payments are Made Under the SMP Scheme?

The first six weeks of SMP is paid at a rate equivalent to 90% of your average weekly earnings.  The remaining weeks are paid at a standard rate which will be notified to you by the Payroll Team.

Your average weekly earnings are calculated by using the 8 week period immediately prior to the Qualifying Week (i.e. the 15th week before your baby is due).

* Average earnings are calculated using your contractual pay, if you are unsure of your contractual pay, contact the Payroll Team.
An easy read fact sheet is available from Directgov.
(b) Maternity Allowance  

Maternity Allowance (MA) is that to which you may be entitled under the State Scheme if you have worked for the Council for less than 26 consecutive weeks up to and including the 15th week before the expected week of confinement.

If you are not entitled to SMP you might be entitled to Maternity Allowance. Once you have provided notification of your intention to take maternity leave, the Payroll Team will send to you form SMP1 which you should take to the Benefits Agency to apply for Maternity Allowance.

MA is paid for 39 weeks, which is also referred to as the Maternity Pay Period and is paid whether or not you are returning to work.

(c) Occupational Maternity Pay 

Occupational Maternity Pay (OMP) is that which you are entitled under terms and conditions of your employment if you have completed 1 year or more continuous local government service at the 11th week before the expected week of childbirth.

Qualifying for OMP
In order to qualify for OMP, you must comply with the following conditions: 

· Inform your Human Resources Team, in writing, of your intention to take maternity leave by the 15th week before your EWC (unless this is not reasonably practicable).  

· Produce acceptable medical evidence (e.g. Maternity Certificate MAT B1) of the expected week of confinement.

· Continue to work up to the 11th week before the baby is due, unless you are sick or on authorised leave.
How is OMP paid?
OMP may be paid for a maximum of 18 weeks, if you are intending to return to work.   

If you are not returning to work, OMP will be paid for the first six weeks only of the Maternity Pay Period. You will be paid monthly in weekly blocks, i.e., you will be paid for four or five weeks per month, depending on how many weeks there are in a particular month.
What payments are made under the OMP Scheme?

If you state that you will be returning to work:-

If you are entitled to both occupational and statutory maternity pay, for the first 6 weeks you will receive:-

90% of your normal pay 

or  

90% of your average earnings whichever is the greater

You will then, receive 12 weeks at half your normal pay plus statutory maternity pay, providing this does not exceed your normal pay.

N.B.

The half pay will have to be repaid if you do not return to work for at least 3 months, following your maternity leave.
For the final 21 weeks of your Maternity Pay Period you will receive:-

Standard rate statutory maternity pay

or 

90% of your earnings if this is less than £100 per week

or 

Maternity Allowance

If you do not qualify for statutory maternity pay

For the first 6 weeks of your maternity pay period you will receive 9/10ths of your normal pay less the amount of maternity allowance payable for each week whether or not you are entitled to this allowance

For the next 12 weeks you will receive half of your normal pay plus any maternity or dependants allowances you are eligible to, providing the total is not more than your full pay.

For the final 21 weeks you will receive standard rate maternity allowance or any other allowance you are entitled to.

If you have stated that you are not  returning to work
If you are entitled to both occupational and statutory maternity pay for the first 6 weeks you will receive:-

90% of your normal pay 
or  
90% of your average earnings whichever is the greater

For the next 33 weeks you will receive:-

Standard rate statutory maternity pay 

or 

90% of your earnings if this is less than the standard rate SMP

or 

Maternity Allowance.

Please note that you receive either OMP or SMP, not both, whichever is the higher. 

Note

As stated previously, the main difference between Statutory Maternity Pay and Occupational Maternity Pay is that: 

SMP depends on how long you have been employed by Salford City Council, 

where as OMP takes into account your service in Local Government as a whole.

Maternity Leave Flowchart and checklists

Please see the following flowchart to determine your entitlement to maternity leave and pay. 

Two further summaries are included as Appendices to this Guide.  The first one, Appendix 3, shows a typical example of how maternity pay and leave provisions work in practice.  The example used being an employee with one years’ service continuous service with Salford City Council.

The second, Appendix 4, is a combined checklist and time chart, which summarises what you need to do under the maternity scheme and when you need to do it.

An attachment to the guide allows you to insert the date of your Expected Week of Confinement (EWC) and will calculate all the other dates for you.

Maternity Leave and Pay
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Returning to work
If you are intending to return to work, you will be entitled to return to the job in which you are employed under the same terms and conditions of employment.

In exceptional circumstances (e.g. redundancy, general re-organisation), it may not be possible to return to your present job.  In such cases you will be offered suitable alternative employment under similar terms and conditions.

7.1 Notification of date of return

To retain the right to return to work, you must:-

· Inform your Human Resources Advisor using Appendix 1, Notification of Maternity Leave, of your intention to take maternity leave by the 15th week before your expected week of confinement

· Produce medical evidence of the expected week of childbirth

· Continue to work up to the 11th week before your expected week of childbirth, unless you are sick or taking authorised leave

· Inform your Human Resources Team in writing (using the form provided, i.e. Notification of Return to Work – refer to Appendix 2) that you intend to return to work before your maternity leave is up, giving appropriate notice as follows: 
If you wish to return to work before the end of your AML period, you must give the City Council at least 21 days notice of the date of your early return. If you wish to change that date to an earlier date, you must give the City Council at least 21 days notice of the earlier date. However if you wish to change the date of your early return to a later date, you must give the City Council at least 21 days notice ending with the original date of your early return. If you fail to provide the required notice, the City Council can postpone your return to work  by up to 21 days, but not beyond the end of your AML. If you are able to give more than 21 days notice in any of these cases, you should do so.
There may be situations in which your return may be postponed and these are as follows:-

· You may delay your return after the notified date if you submit a Doctor’s certificate stating that you are incapable of work.

· It is not possible to return due to an interruption of work, e.g. industrial action.

· In exceptional circumstances (e.g. redundancy, general re-organisation), it may not be possible to return to your present job.  In such cases you will be offered suitable alternative employment under similar terms and conditions.

7.2 Reasonable contact

Both your manager and yourself are entitled to make reasonable contact with each other while you are on maternity leave. For example, your manager may contact you to discuss whether or not your planned date of return has changed or is likely to do so, or to discuss flexible working arrangements that would make your return to work easier.

7.3 “Keeping in touch” days

You may work for the City Council during your maternity leave for up to ten days (also known as “keeping in touch” days) without bringing your maternity leave to an end or losing your SMP. You will have a right not to be subjected to any detriment by the City Council because you undertook, considered undertaking or refused to undertake work on such a day. You cannot work on such a day until at least two weeks after the birth of your child.
7.4 Can I work reduced hours?

After maternity leave, you may wish to return on reduced hours.  The City Council operates 2 schemes which will enable you to do so at the discretion of your manager, and these are as follows: -

Job Share Scheme

Job sharing is when two people share one full-time job, each person undertakes a proportion of the workload. 

Voluntary Reduced Working Hours Scheme

Under this scheme you may propose a reduction to your normal working hours.  Your manager will assess the practicalities of your proposal and, where possible, accommodate your request.

In both cases, your salary and other benefits, including annual leave will be reduced on a pro rata basis, based on the number of hours worked.

Further details on both of the above schemes are available from your Human Resources Team.

7.5   Are there situations where maternity payments would have to be paid back?

Payments made by way of Statutory Maternity Pay will not have to be paid back under any circumstances.

It will be necessary, however, for the 12 weeks half pay element of Occupational Maternity Pay to be paid back if one of the following situations occurs: -


(i)
On returning to work after maternity leave you do not stay for at least 

three months, (this does not have to be in a full-time capacity) 

OR


(ii)
having indicated that you intend to return to work, you subsequently



decide not to do so.

You will be required to sign an undertaking (on the Notification of Maternity Leave Form – refer to Appendix 1) to repay the appropriate amount of your Occupational Maternity Pay entitlement should you not return to work or leave within three months of returning.

In order to anticipate the above and thereby prevent any problems with repayment, arrangements may be made for the possible “repayable” portion of your Occupational Maternity Pay to be withheld and paid as a lump sum at a later date.

Other benefits

To ensure that you are able to obtain benefits to which you may be entitled, e.g. Child 

Benefit, it is important to obtain a birth certificate for your baby.  It is also important to 

obtain an NHS Medical Card so that your baby may be registered with a doctor.

Birth Certificate

You must register the birth of your baby at your local Registry or Births, Marriages and Deaths Office within 6 weeks of the birth.  The registrar will give you your baby’s birth certificate and a form, which you will need to obtain an NHS Medical Card.

NHS Medical Card

Complete the form obtained from the Registrar and send it to your doctor.  You will subsequently receive an NHS Medical Card with your baby’s number on it.

HealthSure Scheme

If you contribute to the HealthSure Scheme, you will be eligible to claim maternity benefit from the fund.  If both parents are members of the fund, then the amount of the benefit will be doubled.

You must ensure however that you claim maternity benefit within three months of the birth of your baby.

For further details regarding the HealthSure Scheme, contact your Human Resources Team.

Free Dental Treatment

You are entitled to free NHS dental treatment while you are pregnant, provided you were pregnant at the start of the treatment.

You are also entitled to free NHS dental treatment for 12 months after the birth of your baby.

Free Prescriptions

You are entitled to free NHS prescriptions while you are pregnant and for 12 months after the birth of your baby.

Also, you do not have to pay for any prescriptions for your child up to the age of 16.

Free Chiropody

In certain circumstances you may be entitled to free chiropody.  Please contact your local clinic for details.

Child Benefit

Child benefit is a tax free monthly payment to anyone bringing up a child or young person. It is not affected by income and savings so most people who are bringing up a child or young person qualify for it.
To claim child benefit, you should complete the claim form (CH2) in the Department for Work and Pensions (DWP) booklet entitled Child Benefit Claim Form Notes and send it with your baby’s birth certificate to your local benefits office. Alternatively, you can apply online HM Revenue & Customs: Child Benefit & Guardian's Allowance
Make sure you claim as soon as possible as child benefit cannot be backdated for more than six months after a claim is received.

Child Benefits for Lone Parents

If you are a lone parent you can claim Child Benefit (Lone Parent), which is a tax free cash benefit paid in addition to child benefit.  It is payable for your first child only.

To claim this benefit, you should contact the Child Benefit Office. Please see above Child Benefit Form Notes booklet for information. 
Child Tax Credit
Child Tax Credit supports families with children and you can claim it whether or not you are in work. Child Tax Credit does not affect Child Benefit payments which are paid separately.

For further information, please contact the Inland Revenue (Helpline: 0845 300 3900) or go online to access the leaflet on Child Tax Credit and Working Tax Credit (WTC6).
Further Benefits

For details of any other benefits which you may be able to claim, e.g. income support, consult your local benefits office.
How are my conditions of service affected?

Pension

The arrangements for your pension contributions vary according to whether or not you are returning to work after maternity leave, as follows:-.

Returning to work

· All ordinary maternity leave, ordinary adoption leave and statutory paternity leave, whether paid or unpaid, counts as active membership. For any part of the period that is unpaid employee contributions are not payable, but the member is treated as if he or she had paid standard contributions. 

· However a member must pay contributions at her standard contribution rate on any pensionable pay she receives over any paid or reduced pay period. Pensionable pay includes any statutory maternity pay (SMP) the member receives from the employer, but excludes any allowance the member receives direct from the State. Whether the member pays full, reduced or no contributions, the period of ordinary maternity leave counts as a normal period of active membership. 

· A member must pay contributions at his or her standard contribution rate on the pensionable pay he or she receives over any period of paid or reduced pay additional maternity leave. The period will then count as normal active membership.


· However, contributions are payable for unpaid additional maternity leave or unpaid additional adoption leave only if the member chooses to contribute to cover the period. If the member does not pay contributions then the period of unpaid additional leave does not count in any way at all for pension purposes. Unpaid additional maternity / adoption leave therefore counts as membership for pension purposes only if the member elects to count it and pays contributions to cover it. If you wish to continue paying pension contributions, you must confirm this in writing on the form “Notification of Maternity Leave”, or give 30 days notice on return to work. If you do continue, you will pay contributions for the whole of the unpaid period of maternity leave, e.g.: if your last payment was at half pay, you can pay pension contributions at 1/2 pay for the remainder of the unpaid period of your maternity leave.  Again you will be classed as having paid full contributions for this period.

Not Returning to Work

If you decide not to return to work under the Local Government Pension Scheme, the following will apply: -

· Your retirement benefits will be calculated on your present service and ”frozen” until your earliest retirement age.  Benefits frozen in this way are known as deferred benefits and are inflation proofed by periodical increases, which are linked to rises in the cost of living.

· Payment of deferred benefits will begin either on your 65th birthday or earlier, if the date on which you would have completed 25 years’ service had you continued working occurs before your 65th birthday, providing you have reached the age of 60.

· Payment may be before 60 on compassionate grounds for reasons of ill health, subject to the approval of the City Council’s Occupational Health Physician.

· Alternatively, you may transfer your deferred benefits to another pension scheme be it company or personal.

Annual Leave

Your absence from work due to maternity leave will count as service when calculating your annual leave and will not, therefore, result in a reduction in your leave entitlement.  It may be possible to use your annual leave to extend your paid maternity leave although you should note that you cannot carry over any untaken leave and add it to the following year’s entitlement (beyond the 5 days carry over/banking provision). 

If you use your annual leave to extend your maternity leave rather than return to work, it should be noted that your absence on maternity leave will cease as soon as your annual leave begins.  Your official “return” date will be the first day of your annual leave and your absence therefore will no longer be subject to maternity provisions.

If you take maternity leave and subsequently decide not to return to work, the assumed date of termination of your employment for the purposes of calculating annual leave, and considering any other conditions of employment, will be the date you inform the City Council of your intention not to return.

Annual leave will then be calculated pro-rata to the number of complete months in the current year.

If you have taken more leave than you were entitled to on the assumption that you would return to work, you will be required to refund payment for the extra days taken.  Alternatively, leave may be owing to you for which you will receive compensatory payment.

Bank & Public Holidays

You are entitled to additional days in lieu of public and bank holidays that fall during your ordinary maternity leave.

Sickness Scheme

Maternity leave will not be treated as sick leave and will not, therefore, be taken into account when calculating sick pay entitlement.

Authorised maternity leave will, however, be regarded as service and will count towards the sick pay scheme.

If you are absent due to illness outside your authorised maternity leave, you will need to obtain a doctor’s certificate or self certificate to ensure that the period is treated as absence on sick leave.

Essential Car User Allowance

If you receive an Essential Car User Allowance and have stated you intend to return to work, you are entitled to payments as follows: -

(i)
For the remainder of the month in which your maternity leave starts AND for the immediate 26 weeks following, you will receive the normal lump sum payment. 

If you do not return for three months as required under the maternity leave scheme, there is no obligation to recover any payments made in respect of Car User Allowance.

Car Loan Payments

Repayments will continue to be deducted from your salary as you are on maternity leave.

If, however, you are eligible for and decide to take  unpaid maternity leave, you will have to arrange for payments to continue to be made to the City Council, e.g. by standing order, or  by cheque.

If you do not intend to return to work or subsequently decide not to return, you will be liable to repay the balance outstanding with interest accrued to the date of repayment.

For further information, contact the Support Services Section of the Customer and Support Services Directorate.

Telephone Allowance

If you receive Telephone Allowance and you have stated that you intend to return to work you are entitled to payments as follows:

· For the remainder of the month in which your maternity leave starts and for the immediate 26 weeks following, you will receive the full cost of a telephone line rental.

If you do not return for three months as required under the Maternity Leave Scheme, there is no obligation to recover any payment made in respect of telephone allowance.

How will national insurance and voluntary payments be affected?

National Insurance

National Insurance contributions will be deducted from all pay received during the maternity leave period but will not need to be paid whilst you are on unpaid leave.  If, however, your earnings fall below the lower earnings level, then you will not be liable for payment of National Insurance contributions.

It may be possible that at the end of the year, your National Insurance contributions fall below the minimum threshold.  If this occurs, the Department for Work and Pensions will ask if you wish to make up the contribution level in order to pay for certain state benefits (e.g. pension), which are calculated on the basis of National Insurance benefits paid.  If you think that this situation may apply to you, contact your local benefits office.

Trade Union Subscriptions and other Voluntary Payments

It is advisable to continue with your Union subscriptions whilst on maternity leave in order to avoid any problems with membership on your return to work.

You should inform the local branch of your Union that you are going on maternity leave so that your subscriptions may be reduced accordingly.

You must also make your own arrangements to pay other voluntary payments whilst on maternity leave, e.g. HealthSure Scheme.

 Childcare Provisions

There are a variety of options available for childcare and early education, and if this is an option you are considering, you will obviously wish to select the most appropriate for your child now and in the future. To help you make a decision, information is given below on the different types of provision. For further information you can contact Salford Children’s Information Project (contact details below)

Pre-schools or playgroups
Offer children between 2 and 5 years sessional care and are registered and inspected by OfSTED*. They offer children the opportunity to engage in activities with their peer group and follow the Birth to Three framework*. Some settings are also registered with the DfES to help children work towards the Early Learning Goals for the foundation stage. Sessions offered can be from 2½ hours to 4 hours during term time, some every weekday, others several days a week.

Private Day Nurseries 
Provide care for children aged birth – 5 years and are registered and inspected by OfSTED. Some settings are also registered with the DfES to help children work towards the Early Learning Goals for the foundation Stage and also follow the Birth to Three Framework. 

Some may also offer a provision for older children before / after school and in the holiday period. Opening times vary but tend to range from 8:00am – 6:00pm; many offer full and part time places.

Out of school clubs 
Fit around school hours for school aged children providing care and activities and are registered and inspected by OfSTED for children 0-8 years, but also cater for over 8 years. Some are breakfast clubs, after school clubs and many also offer a full day holiday club. Some are on school premises others are on other premises e.g. community hall, and these then collect/drop of at school.

Childminders

Registered childminders are child carers, providing care and a learning environment for children, from birth onwards, in a home based setting and follow the Birth to Three Framework. They are registered and inspected by OfSTED for children 0-8 years, but also cater for over 8 years. Childminders are self employed therefore set their own working hours, they are very flexible, many offering before and after school and holiday care as well as full day care

Crèche
Childcare facility that provides occasional care for children under eight and are provided on particular premises. Some are in permanent premises and care for children while parents are engaged in particular activities, e.g. shopping or sport. Others are established on a temporary basis to care for children while their parents are involved in time-limited activities, e.g. a conference or exhibition.

Local Authority Maintained Nursery Class at a Primary School

The majority of Salford Primary Schools have a nursery class and nursery places are available on either a part time or a full time basis (dependent on demand) from the September after a child’s 3rd birthday. 

For further information or to apply for a place in a nursery class contact:

The Admission & Exclusions Team

Children’s Services

Minerva House

Pendlebury Road

Swinton

M27 4EQ

Tel: 0161 778 0411

A copy of the application form is available on Salford LEA’s website www.salford.gov.uk/learning/primary
Children’s Centres
Children’s Centres are being developed within Salford and information will be given when they are operational

Further Information

For more information on childcare and other services for children and young people including Nursery Grant Funding for three year olds and the childcare element of the Working Tax Credit contact:

Salford Children’s Information Project

Freephone 0800 195 5565

Online at www.salfordchildren.info
Free helpline is staffed 8:30am – 4:30pm Monday to Friday. An answer phone service is available at other times.

Childcare Vouchers
Salford City Council supports the Busy Bees childcare voucher scheme that offers a flexible way to pay for a wide range of childcare benefits at reduced costs which both parents are entitled to.

To find out more call 08000 430 860 or log onto www.busybees.com
Frequently asked questions (FAQs)
Q.

When can I start my maternity leave?

A.
You can start your maternity leave any time between the 11th week before the expected week of the baby’s birth right up until your baby’s birth.

Q.
What will happen to my annual leave entitlement whilst on maternity leave?

A.
Maternity leave does not affect annual leave entitlement; you will continue to accrue annual leave even during time without pay.  Remember that you cannot carry over any untaken leave and add it to the following year’s entitlement and if you decide not to return to work, any overtaken leave will be recovered, (beyond the 5 days carry over/banking provision).

Q.

Can I combine my annual leave with my maternity leave?

A.
If you wish, annual leave can be combined with maternity leave in a number of ways.  For example: -



Annual Leave/Paid Maternity Leave/Unpaid Maternity Leave/Return to 

Work



Paid Maternity Leave/Unpaid Maternity Leave/Annual Leave/Return to 

Work



Paid Maternity Leave/Annual Leave/Return to Work.

Remember:  You cannot carry over any untaken leave and add it to the following year’s entitlement, and if you decide not to return to work, any overtaken leave will be recovered, (beyond the 5 days carry over/banking provision).

Q.

What happens to maternity benefits if my baby is stillborn?

A.
If your baby is stillborn after 24 weeks of pregnancy (i.e. 16th week before the expected week of childbirth), you are entitled to all the maternity benefits detailed in this Guide.  If there is a stillbirth before this date, your absence from work will be covered by the sickness scheme.

Q.
As part of my job, I spend a great deal of time working on a visual display unit and I am concerned that this may be harmful to my unborn baby.  Can I transfer to other duties?

A.
The City Council recognises that some pregnant women may be concerned if all or a significant part of their work is on a visual display unit.  You should, therefore, ask your manager for a transfer to other suitable duties, which do not involve working on a VDU.

Q.

What happens if there is a Pay Award during my maternity leave?

A.
Any pay awards or increments which occur whilst you are on maternity leave will be reflected in your maternity pay and you will be paid at the higher rate on your return to work.

Q.
I have two part-time jobs with Salford Council, do I need to return to both jobs together to be entitled to my 12 weeks Occupational Maternity Pay at half pay?

A.
No, you may return to one job and still be entitled to 12 weeks Occupational Maternity Pay at half rate for both jobs, but you must remain in service for three months.

Q.
Where can I get additional advice about my maternity leave and pay?

A.
Your Human Resources Advisor will be able to help you and the following websites provide useful information about pregnancy and maternity leave:-


Directgov, public services website

Department for Work and Pensions




Inland Revenue
APPENDIX 1

NOTIFICATION OF MATERNITY LEAVE





APPENDIX 2

NOTIFICATION OF RETURN TO WORK



APPENDIX 3

How maternity pay and maternity leave provisions

work in practice


Example:
Employee with at least 26 weeks continuous service at the beginning of the 15th week before the expected week of childbirth  with Salford City Council and will be returning to work.



Leave Entitlement
52 weeks, beginning at the earliest 11 weeks before the EWC 


Pay Entitlement
Employee qualifies for both SMP and OMP.  Payments are as follows:-

First 6 weeks of maternity pay period – 9/10th of normal pay or 9/10ths average pay (whichever is the greatest)

Next 12 weeks of maternity pay period – half normal pay + standard rate SMP (providing the total is not more than normal full pay)


Final 21 weeks - Standard rate SMP


13 weeks - Unpaid leave

Return Date
Inform your Human Resources Team at least 21 days before returning to work. 

Annual Leave
Maternity leave will not result in a reduction in your annual leave entitlement.

Pension
Contributions will continue to be deducted during the time you receive pay.  You need to decide whether or not to continue paying contributions to cover any period of unpaid maternity leave, and you should inform Human Resources Team of your decision at the same time as giving notification of starting your maternity leave.

National Insurance
Contributions will be deducted from all pay received during your maternity leave but will not need to be paid while you are on unpaid leave.

APPENDIX 4

Checklist/Time Chart

Number of weeks before expected week of childbirth

ASAP
As soon as you know you are pregnant, inform your Human Resources Team to ensure that you will be able to take paid leave for ante-natal appointments.

15 weeks
Qualifying Week for SMP – your entitlement is calculated from this week (refer to table on page 12 to check if you are eligible for SMP). Inform your Human Resources Team in writing of the date you intend to stop work (unless this is not practicable) using the form at appendix 1.

14 weeks
Obtain your Maternity Certificate MAT.B1 from your Doctor or Midwife.  If you are leaving and not returning to work, this is the earliest you can finish and still be eligible for SMP.

11 weeks
Qualifying week for OMP and earliest week you can start your Maternity Leave 

Number of weeks after the birth

6
You should have registered the birth and obtained a birth certificate by this date to be able to claim other state benefits.

15 to 41
If you are taking unpaid Maternity leave, you must inform your Human Resources Team 21 days before returning if you are intending to return prior to the end of your additional maternity leave period.

41
Your unpaid Maternity Leave finishes this week and you must return to work next week.

Number of months after returning to work

3
If you have received OMP, you must return for at least 3 months to avoid having to refund part of your OMP.

Additional documents - available on the intranet

Date Calculator - to calculate key maternity leave dates
Suggested maternity leave letter for HR staff
You are not entitled to SMP, however you are entitled to 52 weeks unpaid maternity leave. You should apply for maternity allowance from the benefits agency.





You are entitled to 52 weeks unpaid maternity leave. You should apply for maternity allowance from the benefits agency.








Is your continuous service date with SCC prior to 26 weeks before 15th week?








No





Yes





No





Is your AWE in the eight weeks prior to the 15th week greater than lower earnings limit?








You are not entitled to OMP, but may be entitled to SMP.








Is your local government continuous service date at least one year before 11th week?





Yes





No





Yes





Maternity leave and pay:


6 weeks 90% of normal weekly pay LESS amount of flat rate Maternity Allowance.


You should apply for maternity allowance from the benefits agency.





Do you intend to return to work for at least 13 weeks after the birth of your baby?








Maternity leave and pay:


6 weeks 90% AWE


33 weeks lower of, standard rate SMP or 90% AWE


13 weeks additional unpaid maternity leave.











Is your AWE in the eight weeks prior to 15th week greater than lower earnings limit?





No





No





Yes





Yes





Do you intend to return to work for at least 13 weeks after the birth of your baby?





Maternity leave and pay:


6 weeks 90% of normal weekly pay LESS the amount of Maternity Allowance payable each week.


12 weeks ½ normal pay plus any maternity allowances providing the total is not more than your full pay


You should apply for Maternity allowance from the benefits agency. 





No





Yes





Maternity leave and pay:


6 weeks 90% of normal weekly pay or 90% AWE, whichever is higher


12 weeks ½ normal pay plus standard rate SMP, up to full pay 


21 weeks lower of standard rate SMP or 90% AWE


13 weeks additional unpaid maternity leave


NB: The half pay will have to be repaid if you do not return to work.





Maternity leave and pay:


6 weeks 90% of normal weekly pay or 90% AWE, whichever is higher


20 weeks lower of, standard rate SMP or 90% AWE


26 weeks additional unpaid maternity leave.





SECTION A – TO BE COMPLETED BY ALL EMPLOYEES





PERSONAL INFORMATION





Full Name	………………………………………………………………


Address	………………………………………………………………


		………………………………………………………………


Directorate	………………………………………………………………


Work Base	………………………………………………………………


Post Title	………………………………………………………………


Employee Number	……………………………


No of hours worked per week	………………….


EMPLOYMENT INFORMATION


Period of employment with Salford City Council	


Date Started.


Period of previous service in Local Government	


Date Started ……………………….


Date Finished ……………………...


MATERNITY INFORMATION


1.	The expected week of my baby’s birth is the week beginning 


	Sunday  ………………………….. (enter date)


2.	I wish to take Maternity Leave entitlement on


	…………………………………… (enter date)


3.	I enclose my Maternity Certificate MAT B1			Tick box if enclosed	 	�


	(photocopy is acceptable) 


4.	Either	(i)	I wish to return to work following 


				my Maternity Leave. 	                    	Tick appropriate box	�





	Or	(ii)	I will not be returning to work, 		


				please accept my resignation from 


				the date I start my maternity leave.		Tick appropriate box	�





SECTION B –


TO BE COMPLETED BY THOSE EMPLOYEES INTENDING TO RETURN TO WORK





I understand that if I subsequently decide not to return to work, or after returning to work I do not complete three months service, then I will liable to refund to the City Council part or all of the payments made to me under the Occupational Maternity Pay scheme.








Signed …………………………………………………….  Date ……………………





Please note that payments made to you under the Statutory Maternity Pay scheme will not have to be refunded under any circumstances.








SECTION C –


TO BE COMPLETED BY THOSE EMPLOYEES INTENDING TO RETURN TO WORK WHO CONTRIBUTE TO THE LOCAL GOVERNMENT PENSION SCHEME





I understand that I will pay pension contributions during the time I receive pay.





During my unpaid maternity leave:





I wish to pay normal pension contributions during the full period of my absence and agree that a deduction for the full amount due will be made during the first three months of my return through my salary/wage.














OR





(ii)	I do not wish to pay pension contributions and understand that the period of my leave after my paid maternity leave will not count as reckonable service for the calculation of pension.
































Signed ………………………………………………………..  Date ………………………

















THIS FORM SHOULD BE COMPLETED AND SENT TO YOUR HUMAN RESOURCES TEAM AT LEAST 21 DAYS BEFORE YOUR INTENDED DATE OF RETURN.





	PERSONAL DETAILS


	Full Name:         ……………………………………………………………


	Address: 	……………………………………………………………


			…………………………………………………………….


	Directorate:	…………………………………………………………….


	Work Base:	…………………………………………………………….


	Post Title:	…………………………………………………………….	


	Employee Number: 	……………………………………………………..


	Tick Appropriate Box


			1. I wish to return to work on …………………………….		(enter date)





2. I wish to extend my Maternity leave due to sickness and enclose a doctor’s certificate. I will return to work after this absence.





3. I will not be returning to work, please accept my resignation from the date this form is received by you.





4. I wish to change the date of my intended date of return





Signed …………………………………….  Date ………………………..
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