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INTRODUCTION
This booklet has been produced to provide you with a wide range of information regarding maternity entitlements, adoption leave and maternity support leave (formerly called paternity leave).
The pack also includes information concerning your pension position in relation to maternity absence.

If you feel you require further assistance or would like to make an appointment to speak to someone in more detail about your entitlements to leave or pay please contact your appropriate HR Link Person:

	HR Professionals
	Directorate Responsibility



	Joanne Hardcastle – HR Manager 

Lindsay Avison – HR Advisor

Caroline Lockwood – HR Advisor


	Curriculum - Skills For Life 

I.T 

Finance

MIS/Planning

Curriculum Adult, Employment & Skills 



	HR Professionals
	Directorate Responsibility



	Tracy Foster – HR Manager

Louise Clarke – HR Advisor

Ailsa McConnell – HR Advisor


	Curriculum – H.E

Estates and Facilities

Student Services

Communications, Marketing and PR

Curriculum – 14 to 19

Performance, Standards & Quality




GLOSSARY OF TERMS

The Expected Week of Childbirth (EWC)

The week in which childbirth is expected to occur – usually begins on a Sunday

The Qualifying Week (QW)

The 15th week before the expected week of childbirth

Ordinary Maternity Leave (OML)

The first 26 weeks of leave 

Additional Maternity Leave (AML)

The second 26 weeks of leave following the first 26 weeks ordinary maternity leave 
Maternity Support Leave (MSL)

Previously known as paternity leave

Additional Paternity Leave (APL)
Proportion of maternity leave passed to the mother’s partner 
A Week’s Pay
The amount payable to the employee under their current contract of employment.  Where there are no regular working hours, a ‘week’ is the employee’s average remuneration in the period of 12 weeks preceding the date on which the last complete week ended, excluding any week in which no remuneration was earned.

Childbirth
The birth of a living child, or the birth of a child whether living or dead after 24 weeks of pregnancy.

Statutory Maternity Pay (SMP)

The maximum pay period is 39 weeks.
Contractual Maternity Pay (CMP)

The enhanced maternity pay, over and above statutory entitlements


Maternity Certificate (Form MATB1)

This certificate is issued by your GP or Midwife and shows the date on which the baby is expected to be born.  This form is required before any maternity payments can be made.

NOTIFICATION OF MATERNITY LEAVE 

Congratulations on your pregnancy! 

You should notify the Human Resources Department as soon as possible into your pregnancy.

The enclosed ‘Notification of Maternity Leave’ form should be completed and sent to the Human Resources Department as soon as you have been given some indication of the expected date of birth, and when you have decided when you would like to start your maternity leave. 
Your early notification will allow us time to carry out our duties in line with Health and Safety Legislation (see section on Risk Assessments), and to make any arrangements to cover your post (if necessary) whilst you are taking your maternity leave.
NB.  The very latest you may notify us of your pregnancy is 15 weeks before the week your baby is due.  Failure to submit your notification on time may result in exclusion from some maternity payments.  However, for the reasons mentioned above, we ask you to co-operate and inform us as soon as is reasonably practicable into your pregnancy.  You may make alterations to the form later into your pregnancy if you so wish (eg. you may wish to alter the dates of your maternity leave etc).  

Once you have notified us of the date you wish to commence your maternity leave, we must be informed of any changes to this date (in writing) at least 28 days before the leave commences.

Upon receiving your written notification of the date on which you wish to commence maternity leave we will write to you within 28 days of receipt of the notification to confirm the details, including the day you will be expected to return to work.  You may decide to take your entitlement to the full 52 weeks leave or to return to work earlier.

Approximately 20 weeks before your baby is due you can obtain from your midwife or GP a MAT B1 certificate stating your expected date of confinement.   This certificate should be sent immediately to the Human Resources Department, as no maternity pay can be paid until we are in receipt of this certificate.  You are advised to keep a copy of this in case you wish to pass a proportion of your maternity leave to your partner. (see page 7)

MATERNITY LEAVE ENTITLEMENT 
In accordance with the Work and Families Act 2006 all women are now entitled to 52 weeks Maternity Leave regardless of length of service.  During your maternity leave you will continue to benefit from all terms and conditions of employment that would apply if you were not physically absent from work.  The exception to this is in respect of your remuneration, if applicable you will receive your entitlement to SMP and CMP.

Maternity Leave is made up of the following Periods:

Compulsory Leave

This is a period of two weeks immediately after giving birth during which you are not permitted to work.  These two weeks are part of the ordinary maternity leave period.

Ordinary Maternity Leave

This is the first 26 weeks of your maternity leave

Additional Maternity Leave

This is the second 26 weeks of your maternity leave

Holidays  
During the ordinary and additional maternity leave periods you will continue to accrue annual leave including bank holidays and planned college closure dates with pay.  You can take your entitlement to annual leave at either the beginning or the end of your maternity leave as long as your line manager is in agreement.

Still Births 
In the unfortunate event of a still birth, you are entitled to remain absent for a period of six weeks after the week of childbirth.  Payment during this period will be in line with the qualifying criteria as outlined in the maternity pay section of this booklet. 

Unfair Dismissal 

If you have stated that you wish to return to work and do not notify us in time of your intention to do so, you will lose your automatic right to claim unfair dismissal.
Qualifying Criteria

To qualify for the right to maternity leave you must comply with the following notice requirements:-

(a)
In order for the leave to commence on a date which is specified in advance, you must give 15 weeks notice of that date.  Your maternity leave cannot commence, however, before the beginning of the 11th week before the expected week of childbirth.

(b)
When the maternity leave period commences because of your absence due to a pregnancy related illness or childbirth, you must notify Human Resources of the reason for your absence as soon as it is reasonably practicable to do so.

(c)
When the maternity leave period commences because of the birth of your baby.  You must notify Human Resources of the birth as soon as it is reasonably practicable to do so.
All three forms of notice must be in writing.
Maternity Leave Entitlement for Partners 

New regulations, which came into force on 6 April 2010, allow mothers to pass a portion of their maternity leave and pay to their partner in the form of additional paternity leave.  This will also apply to couples who are adopting.  The effect of the regulations will be delayed as they apply to parents of children due to be born or matched for adoption on or after 3 April 2011.  Additional paternity leave will be paid in line with statutory maternity leave, please refer to the section on SMP at the front of this booklet for details of qualifying criteria and entitlements.

Employees who qualify for additional paternity leave are required to give the college eight weeks notice of their intention to do so.

Should employees wish to take advantage of this entitlement they are required to complete the attached form titled “notification of intention to take additional paternity leave “and provide written confirmation from their partner’s place of employment of their intention to return from maternity leave.  This confirmation should be on company letter head and contain the following information:

· Name of employee ie: partner returning to work

· Date partner’s maternity leave started 

· Partner’s intended return to work date

· Copy of child’s/childrens’ birth certificate (s) 

· Copy of MAT B1 form

Should your partner’s place of employment require this request in writing please contact a member of the HR department.

MATERNITY PAY

There are three types of maternity pay:-

Contractual Maternity Pay

Statutory Maternity Pay

Maternity Allowance

Contractual Maternity Pay

To qualify for contractual maternity pay you must: 

i) have worked for Kirklees College continuously for one year by the beginning of the 11th week before the baby is due

ii) have average weekly earnings of not less than the lower earnings limit for the payment of NI contributions over the qualifying period.  Currently £97 per week, this figure is reviewed every April. 

To get contractual maternity pay:
1
You should continue to be employed by Kirklees College until just before the 11th week before your baby is due.  If you wish, you can continue working after this date, as long as you are medically fit to do so.

2
You should supply a maternity certificate (Form MAT B1) which confirms you are pregnant and indicates when your baby is due (other medical documentation other than Form MAT B1 may be acceptable, provided that it gives proof of pregnancy and states the expected date of childbirth).

3
Not less than 15 weeks before you decide to commence your maternity leave ensure, you have:-

(a)
Received your MAT BI form (or other medical proof of pregnancy).  If you have difficulty obtaining this, inform the Human Resources Department and forward it as soon as you are able.

(b)
Completed the enclosed notification of maternity leave form

(c)
Handed both the above in to the Human Resources Department

You can lose all your rights and entitlements if you fail to do this 15 weeks before you commence your maternity leave and it was reasonably practicable for you to have done so.  (However, the college realises that in certain circumstances this may not have been possible).

Contractual Pay Entitlement
FOR WOMEN WHO QUALIFY FOR CONTRACTUAL MATERNITY PAY AND 

WHO INTEND TO RETURN TO WORK:

First six weeks of absence:

Full pay for the first six weeks

Following 14 weeks of absence:

14 weeks at half-pay plus SMP 

The half pay amount may be paid either once you have actually returned to work 

or whilst you are absent (when you may need it more).  You should indicate your 

preference by ticking the appropriate box on the ‘Notification Form’.

* If you fail to return to work for at least three months (whether you are full-time 

or part-time) you will have to repay this 14 week sum of half-pay to the college.

Statutory Maternity Pay (SMP) at the rate of £128.73 per week (or 90 per cent of earnings if 

earnings are less than £124.88 per week) will also be payable during the 14 week period on 

half pay .

* If half pay and SMP equates to more than your full pay, you will continue to receive 

   full pay for this 14 week period.

For the final 19 weeks of paid absence employees will receive £128.73 SMP only (or 90 per cent of earnings if earnings are less than £128.73 per week). 

This makes a possible 39 weeks leave absence with some form of payment.

FOR WOMEN WHO QUALIFY FOR CONTRACTUAL MATERNITY PAY BUT DO NOT INTEND TO RETURN TO WORK:

Full pay for the first six weeks 

No further contractual maternity pay is due, employees will continue to receive the lesser of  £128.73 (SMP) or 90 per cent of average earnings per week for the remaining 33 weeks pay period.


FOR WOMEN WHO DO NOT QUALIFY FOR CONTRACTUAL MATERNITY PAY 

Employees who do not qualify for contractual maternity pay will still be entitled to a minimum of two normal working weeks on full pay and may still be entitled to receive Statutory Maternity Pay from the College.

To qualify for SMP:-

In order to qualify for SMP you:-

1)
Must have been employed by Kirklees College for a continuous period of at least 26 weeks up to and including the 15th week before the EWC (the qualifying week).
 

2)
Have average weekly earnings of not less than the lower earnings limit for the payment of NI Contributions which applies in the QW.  As a general rule, earnings are added together over the last 8 weeks, up to and including the last pay day before the end of the QW and then the average is worked out.

3)
Still be pregnant at the 11th week before the expected week of childbirth or have given birth by that time.

4)
Have ceased working for Kirklees College because of pregnancy or childbirth.

Statutory Maternity Pay (SMP) Entitlement 
First two weeks of absence:

Full pay - payable irrelevant of qualifying criteria 

Following four weeks of absence:

90 per cent of average earnings 

Following 33 weeks of absence: 

The lesser of £128.73 (SMP) or 90 per cent of average earnings per week 

Rate of SMP

This is a set rate determined by HMRC and is reviewed each year.  The rate of £128.73 per week is effective from April 2011 onwards but is subject to change.  Details can be found on the website www.hmrc.gov.uk
Exclusions from SMP payments

You may not qualify for SMP if any of the following apply:-

(a)
You are not employed at any time during the qualifying week.  Provided you are employed for at least one day during the qualifying week, you will not be excluded.

Note that entitlement to SMP is not affected if you cease to be employed after the qualifying week (provided you meet all the other conditions).
(b)
Your average weekly earnings are below the lower earnings limit (LEL).  Average weekly earnings are calculated for a period of the last eight weeks up to and including the last pay day before the end of the qualifying week.

(c)
You fail to comply with the notification provisions.

(d)
You fail to supply medical evidence of the expected week of childbirth within the specified period.

(e)
You are abroad outside EU at any time in the first week of your Maternity Pay Period.

(f)
You are in legal custody at any time in the first week of your Maternity Pay Period.  Legal custody means detained at Her Majesty's pleasure, ie arrested and/or in prison.  A woman who is voluntarily helping police with their enquiries is entitled to SMP.

If, for any of the above reasons, you are not entitled to SMP, the Human Resources department will complete Form SMP 1 and give it to you, together with any maternity certificate you have provided.

You will then need to claim maternity allowance from Jobcentre Plus. (see below).  You will however still be entitled to two weeks paid leave from the college.

PAYMENT OF SMP
As with SSP (Statutory Sick Pay), SMP is regarded as taxable earnings and is therefore subject to PAYE and NI contributions.  However, unlike SSP, SMP is payable only for complete weeks, there is no daily rate.

The period for which SMP is payable is known as the Maternity Pay Period.  


The Maternity Pay period:

1 Can continue for up to 39 weeks


2 May start at any time between the start of the 11th week before the expected week of childbirth and up to the date of the birth.  If you work right up to the expected date of childbirth, your maternity pay period will start from the date of birth of your baby.  Your SMP will cease at the end of the 39 weeks or when you return to work, whichever is earlier.


SMP is paid at the same intervals as you would normally receive your salary.  

MATERNITY ALLOWANCE (for employees who do not qualify for contractual maternity pay or statutory maternity pay from the college).

Employees who do not qualify for either contractual maternity pay or statutory maternity pay from the college irrelevant of qualifying criteria will still be entitled to two weeks paid maternity leave on full pay.  In addition, provided you have been employed for at least 26 weeks in the 66 week period ending with the week before the expected week of childbirth and dependent upon your earnings within this period, you may be entitled to receive a Maternity Allowance from Jobcentre Plus for up to 39 weeks. 

To claim maternity allowance you will need to:

1. Obtain form MA 1 from either your ante natal clinic or Jobcentre Plus


2. Obtain your maternity certificate (MAT B1) or other proof of pregnancy from your midwife or doctor


3. Obtain form SMP 1 from the Human Resources department if you have been turned down for SMP
4. Fill in form MA 1 and send it to the Jobcentre Plus with your maternity certificate and form SMP 1.

MATERNITY RELATED SICKNESS ABSENCE

If you are absent from work due to a pregnancy-related illness at any time from the fourth week before the EWC (expected week of childbirth) your maternity leave period will automatically start from the first day of absence.  However, SMP will not be payable if you have done any work during that week.  If this is the case, SMP will be paid from the following Sunday and SSP is paid for the first week the absence occurred. 


POSTPONING THE RETURN TO WORK DUE TO ILLNESS

If you are unable to attend work at the end of either ordinary or additional maternity leave due to sickness, the normal contractual arrangements for sickness absence will apply, ie. you should notify the college in the normal way.

RETURN TO WORK


· An employee should give the college eight weeks written notice of their intention to return to work if they intend to return before the end of their ordinary, or (where applicable) additional maternity leave.

· An employee who does not intend to return to work after her maternity leave must give us the notice of termination required by her contract of employment.


· An employee who resumes work after ordinary maternity leave (first 26 weeks) or additional maternity leave (the second 26 weeks) is entitled to return to work to the same job, on the same terms and conditions as if she had not been absent.  However, if there is some reason why it is not reasonably practicable for her to return to the same job she should be offered a similar job on terms and conditions that are no less favourable than her original job.

REQUESTS TO RETURN TO WORK PART-TIME AFTER MATERNITY LEAVE AND FLEXIBLE WORKING PATTERNS

There is no specific statutory right for a woman to change her working conditions, including hours of work, on return to work from maternity leave, unless this is provided for in her contract of employment.  However, the college will assess the practicalities of allowing employees to come back on this basis and will accommodate requests if at all possible.  Each request will be considered separately.
A discussion should take place with your line manager should you wish to alter your working pattern and the attached flexible working request form should be completed and submitted to your line manager no later than eight weeks before your intended return to work date.  You will receive written confirmation with a full explanation of the decision reached.  It is the responsibility of your line manager to inform HR of any changes to your contract.   

However, there is a statutory right for employees who are parents of young children to request flexible working patterns.  The college has a Flexible Working Policy and a form for applying for flexible working, copies of which are available from the Human Resources department or on the portal under Information and Resources (Human Resources).
BREASTFEEDING 

There is a lot of evidence to suggest that returning to work after maternity leave is especially stressful for women and this is made even more stressful for those women who have been breastfeeding up to that point and then feel forced to stop because they are returning to work.  

Kirklees College is committed to becoming “breastfeeding friendly” and as such on request employees will be provided with access to a suitable room in order to breastfeed or express milk, a fridge for storing expressed milk and short breaks during the day in order to accommodate this request.

Employees in the first instance should notify their line manager, preferably prior to them returning to work in order for the necessary arrangements to be made.   
KEEPING IN TOUCH DAYS 

Employees by agreement with their line manager may, during their maternity leave period may come into college to do up to 10 days work, known as keeping in touch days (KIT days).  The type of work that is undertaken during these days will have to be agreed with your line manager, they may be used to undertake your normal work duties or could be useful in order for you to attend meetings or training courses to keep you updated on changes that occur during your maternity leave.

These days can be taken anytime during the period of maternity leave, with the exception of the first two weeks following the child’s birth.

You will be paid your normal rate of remuneration for any KIT days that are worked, if you are receiving SMP this will be made up to your full time rate of pay for any days worked.

KIT days have to be taken in full days and cannot be taken in hours, therefore should you attend a meeting which only lasts for an hour and no other work is done within this day this will be counted as one out of your 10 KIT days.

Should you wish to take advantage of KIT days you will need to contact your line manager to discuss if they are in agreement and if so to arrange when you can take these days and what work you will be undertaking.  It will be the responsibility of your line manager to keep a record of the days worked and to submit the form at the back of this booklet to payroll in order for payment to be made. You do not have to use all 10 days.  

KIT days are not compulsory - they can only be taken if you, as an employee, wish to use them and if your line manager is in agreement with you using them.  

EFFECT OF MATERNITY LEAVE ON:
Pay rises
If there are any annual cost of living rises or incremental increases in pay, which you would have received if you had not been absent, you are entitled to be paid these during your period of maternity leave.  If such pay increases came into effect during Maternity Pay Period your Contractual Maternity Pay should include any additional amounts due to you.

Leave Entitlement
Whilst absent due to maternity leave you are entitled to accrue leave, including any bank holidays which fall within this period.

You can start maternity leave without using up any of your annual leave during your absence. 

If you are fairly certain that you will return to work, you could, if you wish, use up your full leave entitlement before your maternity leave starts.  However, if you take leave for the full year in advance and then do not return you will be asked to make the appropriate refund to the college.

As a member of support or lecturing staff you may wish to consider tagging on annual leave to your paid period of maternity leave (39 weeks) or taking some annual leave as an alternative to the last 19 weeks of the leave (where you would receive SMP only).  This would mean that you would revert immediately to full-pay following your maternity pay as you would technically be back at work (but on leave), this avoids the need to take unpaid leave.  
Lecturing staff are not required to make up their teaching hours if they intend to tag on annual leave to their maternity leave.

NB.  It is not possible for staff to take their maternity leave and then some annual leave entitlement and then unpaid leave.  Any unpaid maternity leave must be taken directly following the paid maternity leave.

Continuous Service
Provided no paid employment intervenes, time off on maternity leave does count towards length of continuous service for various employment rights like redundancy pay, holiday entitlement, sick leave entitlement and future eligibility for any subsequent maternity leave period.

YOUR HEALTH AND SAFETY AT WORK DURING PREGNANCY

During the first months of your pregnancy, working may be difficult particularly if you are feeling sick and tired.  You should make maximum use of lunchtime periods and try to sit down and take a rest.  If you really feel the need to rest at some other time during the day, explain this to your line manager.  

If travelling to and from work in the rush hour is too tiring or stressful ask your line manager if you can alter your working hours for a period of time.

Risk Assessment

As you could be at risk if your job involves such things as heavy lifting, working with chemicals, animals, etc your manager is obliged to carry out risk assessments for all female staff who fall into this category of childbearing age in line with Health and Safety legislation. 

· Once you are aware of your pregnancy your manager is required to do a risk assessment with special emphasis on identifying hazards that have the potential to harm your unborn child and subsequently review it again before your return to work.

A copy of the letter outlining your entitlements will be sent to your line manager so they are aware that a risk assessment on your work area has to be undertaken.  The risk assessment will then need to be repeated before your return to work after having your baby.

ANTE-NATAL

The kind of topics covered by ante-natal classes are:-

-
health in pregnancy

-
what happens during labour and birth

-
coping with labour and information about pain relief

-
exercises to keep you fit during pregnancy and help you in labour

-
relaxation

-
caring for your baby, including feeding

-
your own health after the birth

Not only is good ante-natal care important to the health of you and your baby, but classes can also give you confidence as well as information.  You'll be able to talk over any worries and discuss your plans not only with professionals but with other parents.

Classes may be run by your own Doctor, health centre, your local hospital or by the National Childbirth Trust.

Time off for Ante-Natal Care

As a working pregnant woman you have a right to reasonable time off with pay to receive ante-natal care.  This includes hospital or doctors appointments, ante-natal classes and relaxation classes.

This means that if your ante-natal appointment/class and travelling time to and from the appointment falls within your normal working hours, you should be paid for the time you take off.  You can exercise this right however long you have worked for Kirklees College.

Even if you work part-time or shifts, provided the ante-natal appointments fall in your normal working hours, you are entitled to any necessary time off including travelling time without loss of 
pay.  You are not required to make up any working time lost through attendance at ante-natal appointments.  However as with all appointments part-time staff should, wherever possible, attempt to make appointments outside their normal working hours.
After the first visit, your manager has the right to ask to see written evidence from your doctor, midwife or health visitor, of your pregnancy and/or evidence of your actual medical appointments.

You need to inform your line manager in advance about any intended absence from the workplace for ante-natal care so that your whereabouts are known and so your absences can be covered if necessary.

It is a good idea to take up this right.  Good ante-natal care is very important to the health of you and your baby, both before and immediately after the birth.
ADOPTION LEAVE (for both male and female employees)

Adoption leave is applicable to all college staff.  However, staff who have one year’s continuous employment with the college at the point the planned date of adoption is due to take place and have average weekly earnings of not less than the lower earnings limit for the payment of NI contributions over the qualifying period will be eligible for contractual adoption pay.  The adoption leave scheme is identical to the maternity leave scheme (please refer to relevant sections at the front of this booklet).  The following regulations apply:


· If an employee (whether male or female) was to be the prime (or only) carer of the child, irrespective of the age of the child to be adopted, then the college would allow leave up to the equivalent of full maternity entitlements.  


· Employees who do not return to work following adoption leave will be required to repay the half pay element of adoption pay.

· An employee who is not the prime carer of the child (eg. the employee’s partner is permanently at home or on extended adoption leave from work) could reasonably expect to receive leave entitlement at least equivalent to maternity support leave entitlements subject to qualifying (eg. two weeks paid leave).

· Each employee’s individual circumstances will be taken into account on application.  Applications for adoptive leave should be made in writing, to the Human Resources department, at least 28 days before the date on which the adoption leave is due to commence.  The notification should state the following:

· the employees personal circumstances regarding the adoption (eg. whether they are the main (or only) carer for the child

· the date that adoptive leave will take effect

· the expected date of adoption

· the likely date of return from adoptive leave


· Adoption leave can commence no earlier than two weeks before the arrival of the child at the home subject to appropriate supporting documentation which confirm the proposed and actual dates of adoption.


· Adoption leave does not apply to adoption by existing foster carers or step families.
· Parents due to be matched for adoption on or after 3 April 2011: new legislation allows couples to divide their maternity leave and pay between them in the form of additional paternity leave (see page 13 for details)  


Return from Adoption Leave

· An employee can return from adoption leave on the planned date with no further notice required.  If an employee wishes to return earlier than originally indicated, they can do so subject to the provision of eight weeks notice to the college.


· If an employee wishes to return to work on a part-time/fractional basis, the college will give due consideration to any such request, which should be made in writing.  Where changes to work patterns are not possible, the reasons will be fully discussed and put in writing to the employee concerned.

General
· During the period of leave all your contractual rights will be maintained ie - holiday entitlement, pay awards.

· If both prospective adopting parents are employees at the college, partners will be eligible to share adoption leave.  In any case, adoption leave will be limited to one period of leave per 12 month rolling period.

MATERNITY SUPPORT LEAVE

· Any employee who is supporting a pregnant woman is entitled to maternity support leave (including Grandmothers etc who would not necessarily have responsibility for the child’s upbringing) see below:


· Leave will be granted to a college employee who is to be the family member offering the ‘main support’ to the woman either during or after the childbirth.  For example, a grandmother or other family member would be granted the leave if the woman did not have a partner or other family member to support her and they were in effect taking on the support role of the partner.  However, leave will not be granted in addition to the woman’s partner. 


· The employee must have 26 weeks continuous service with the college to qualify up to and including the 15th week before the expected birth or adoption and have average earnings of no less than the lower earnings limit for the payment of National insurance contributions (currently £97 reviewed every April).


· Entitlement is two weeks leave on full-pay (or £128.73 per week if earnings are less than £128.73 but above the average earnings limit for the payment of N.I contributions) to be taken after the birth or adoption.


· The two weeks must be consecutive, and must be taken before 56 days after the birth or adoption.
· For employees who do not qualify for maternity support leave due to not having 26 weeks 

continous service up to and including the 15th week before the expected birth/adoption or who do who not have average earnings of no less than the lower earnings limit for the payment of NI contributions will be entitled to one week’s leave on full pay and the option to take a further week to be paid the lesser of £124.88 or 90 per cent average earnings.

· Employees are required to complete a leave of absence form enclosed in the back of the booklet, to the Human Resources department, providing a copy of the MAT B1 certificate or birth certificate.

PARENTAL LEAVE
You may add up to 13 weeks unpaid parental leave to your period of maternity leave for each child, provided that the college is given 13 weeks notice of your intention to do so.

A full copy of the College’s policy on parental leave may be obtained from the Human Resources department.

CHILDCARE PROVISION 
THE COLLEGE NURSERY

The First Class Nursery operates to help support childcare needs within the college. 

The college has two full day nursery settings on the main college site.  Both nurseries are registered for 48 children and operate to very high standards.  The nurseries are registered and inspected by Ofsted and have been successful in achieving the Kirklees Quality Assurance Award and are affiliated with Kirklees Council.

The First Class Nursery offers a range of full and part time places for members of college staff and is open all year round (except for Christmas closures and statutory holidays).  The First Class Nursery Annex is for student childcare, operating a service during college term times.  Both nursery settings offer childcare for children between the ages of three months and five years.

The Nursery’s staff are fully qualified and we offer training placements to Nursery Nurse students at the college. 

Meals

Special dietary requirements are taken into account at all times.

A morning snack: of fresh fruit, dried fruit and raw vegetables are served.

Lunch:  A nutritious meal is served.

A light tea is available to all children during the afternoon.

Fresh milk is made available throughout the day.

Parents are welcome to visit the Nursery at any time to discuss issues relating to their child or just to join in the fun!

Opening Hours:
Nursery
Mon - Fri 8:00 am – 6:00 pm
   
51 weeks


Annexe
Mon - Fri 8:30 am – 5:30 pm
   
36 weeks 
Contact: Alison Heeley Nursery Manager, Ext. 7352 (bleep 73) for further details.
Nursery:
01484 437035

Annexe:
01484 437045

Please note there is usually a waiting list for the First Class Nursery for new-born babies.  You should contact the Nursery Manager as soon as possible into your pregnancy to reserve a place for your baby.

Fees for the College Nursery

£32 per full day

£16 per half day

£160 per full week

NB.  These fees are as at September 2010 and are subject to change each September.

CHILDMINDERS 
Childminders care for your children in their homes.  They have to be registered with Ofsted and the number of children they are allowed is three under the age of five and six under the age of eight. They can use playgroups, parent and toddler groups and nursery schools like any other parent.

It is worth remembering that it is against the law to pay a friend to look after your child on a regular basis.  If people are being paid for childcare they should be registered with social services so, short of relying on a relative to care for your child, or employing a nanny, there are not really any more options for full-time childcare in the area.

However, it is worth knowing of three sessional forms of provision for slightly older children:-

i.
Nursery schools, nursery classes and pre-five classes:  There are a number of these throughout the area based in Infant and Junior Schools.  They are for children aged between three and five years and places are normally limited to those living in the school's catchment area.  You can get more information from the head of the school concerned, (see attached list).

ii.
Play Groups:  These are for children aged between two and five years.  They are registered with social services and tend to operate from community centres and church halls.

iii.
Parent and toddler groups:  Again, these operate throughout the area and provide a useful opportunity for children to play together and parents to talk over common concerns. 

For a list of registered childminders in this area, names and addresses of private nurseries, contacts for Parent and Toddler groups and play groups, you will need to get in touch with the Children Information Service (0800 328 9148) .

CHILDCARE VOUCHERS 
Childcare vouchers are a means of paying something towards or the whole amount of your childcare on a monthly basis, making a substantial saving over the year on the cost of your childcare.  The vouchers are provided by a company called Computershare who the College have employed to administer the scheme.

The voucher scheme is what is known as a ‘salary sacrifice scheme’.   You chose to sacrifice some of your salary (up to a maximum of £243 per month or £55 per week – this figure is as at April 2010 and is subject to review every April) you then receive the equivalent amount in vouchers.  The vouchers are then used to pay your childcare provider along with any top up payments if necessary and your childcare provider will exchange them for cash.  However changes to legislation regarding salary sacrifice which affects childcare vouchers reduces the monthly amount to a maximum of £124 per month to employees who earn over £42,000 and who join the scheme from April 2011.  
Childcare vouchers are exempt from tax and NI and so the saving is made by you only having to pay tax and NI on the remainder of your salary.  If you earn between £10K and £33K you will save £1196 per annum if you opt to sacrifice the full £243 per month.

Further details are available from the HR department or alternatively information can be found on the website www.computersharevoucherservices.com
PENSIONS AND MATERNITY/PATERNITY/ADOPTION LEAVE 
TEACHING STAFF 

Where a member of the Teachers’ Pensions Scheme is absent due to maternity/paternity/adoption leave, such absence is treated as pensionable employment so long as the employee receives a salary (or statutory payments).

Any part of an absence which is unpaid will not count as pensionable employment and the days will be excluded.

Further information can be found on the website www.teacherspensions.co.uk
BUSINESS SUPPORT STAFF 

Where a member of the Local Government Pension Scheme is absent due to maternity/paternity/adoption leave, such absence is treated as pensionable employment so long as the employee receives a salary. Pension contributions are based on the actual pay received during this period.

Any part of an absence which is unpaid will not count unless the employee makes a choice to pay back pension contributions to cover the unpaid period and make it count.  An employee must notify the HR department if they wish to do this within 30 days of returning to work.  The cost of paying back is based on the last rate of pay received.

Further information can be found on the website www.lgps.org.uk
Maternity Checklist 
This list tells you what you should do to make sure you get all your benefits (please note that for maternity benefits a week is defined as the period of seven days that begins at midnight between Saturday and Sunday).

WHEN
WHAT TO DO

WHY     

As soon as you know 
a) Notify the HR department 
To find out if you can get SMP

you are pregnant

To carry out a Risk Assessment 

b) Find out if you can get Maternity Allowance (MA)
If you can not get SMP


c) Tell your Dentist (if you need treatment)
To apply for free treatment


d) Ask your Doctor/Midwife for Form FW8
To apply for free prescriptions

15 weeks before you
Tell the HR department (by completing the form at the
To protect your right to SMP and return 

intend to stop work
back of this booklet) that you intend to stop work, the week 
to work


you intend to stop work and if you intend to return to work

20 weeks before expected
a) Ask your Doctor/Midwife for Form MAT.B1 and
You need this to get SMP or MA. You  

birth date
give this to the HR department 
may lose your SMP if you delay later than 


b) If you cannot get SMP ask at your child
3 weeks. You can now apply for MA on Form 


health clinic or Jobcentre Plus office for Form MA 1
MA 1 if you can't get SMP

11 weeks before the
Check to see if you can get SMP or MA
SMP and MA can be paid from now.

date of birth
This is the earliest time you may start your maternity


leave (and start receiving SMP)

As soon after the birth
a) Register the baby's birth
To get birth certificate and NHS card

as you can
b) Send off application form for child benefit/
To get Child Benefit/working families tax credit

working families tax credit

c) Notify the HR department of your baby's birth date

By 6 weeks after the birth
Register baby's birth
This is the latest date you can do it


Issue Human Resources with a copy of the Birth Certificate

8 weeks before returning
Write to the HR department indicating
To protect your right to return      
to work (at the latest)
 whether or not you wish to return to work


6 months after the birth 
Claim child benefit
This is the latest date for claiming if 



you wish Child Benefit to be paid from 



the date of birth

USEFUL CONTACTS

LOCAL
Benefits Advice 




                  Tel. 01484 484500                                                          

Civic Centre 1              Hudds






For general advice on all social security benefits, including maternity benefits, pensions and national insurance.

National Childbirth Trust
 - www.nct.org.uk
The NCT organise a range of support information groups for expectant and new mums including ante-natal classes and a working mothers group.

Pregnancy & Birth Line - 0300 330 0772

Postnatal Line - 0300 330 0773

9am-1pm, Monday to Friday. 



9am-1pm, Monday to Friday. 

Breastfeeding Line - 0300 330 0771








8am–10pm seven days a week.

Shared Experiences Helpline - 0300 330 0774

Tuesday, Wednesday and Thursday, 9am – 3pm
Citizens Advice Bureau




Advice line - 01484 425240

6-8 St Peters Street





Appointments - 01484 451381

Huddersfield


HD1 1DH

Alternatively, you can speak to an adviser on the following telephone numbers:

Huddersfield area - 01484 226034

North Kirklees - 01924 326010

Jobcentre Plus 






Tel. 01484 228200 

Castle House










Market Street 

Huddersfield 

HD1 2NE
KIRKLEES COLLEGE - Notification of Maternity Leave
	This form should be completed and returned to the Human Resources Department as soon as possible into your pregnancy.  You do not have to wait for your MAT B1 form – this may be sent to the H.R Department at a later date.


SECTION ONE

Surname ……………………………………………... Forename(s) …………………………………
Address:  
………………………………………………………………………………………………….………….

………………………………………………………………………………………………………….…

………………………………………………………………………………………………………….…

National Insurance No …………………………………. Start date.…………………...........

Post Title …………………………………………….       Directorate………………………….  

Number of hours worked per week ....................  Number of weeks worked per year……….. 
1. The expected week of my baby’s birth is ……………………………………………. (give date)

I enclose form MAT B1 certifying this       (     
Form MAT B1 is to follow later             (


2. I wish to take advantage of my entitlement to maternity leave and pay and intend to begin my 
      maternity leave on ………………………………………………………………… (give date).
3. i
I wish to receive my 14 weeks half-pay entitlement during my absence


   (
ii
I wish to receive my 14 weeks half-pay entitlement  when I return to work


   (

4. i
I want to return to work when my maternity leave expires




   (
ii
I do not want to return to work, please accept my resignation with effect from ……………   (    


Signed ……………………………………………………………… Date …………..
NB.  Once the H.R Department is in receipt of this form you will be sent a letter outlining your entitlements to maternity pay and leave or informing you of the reasons why you do not qualify for maternity pay from the College.  Once you are in receipt of this letter you may make an appointment to see a member of the H.R department for further advice on your entitlements.

_____________________________________________________________________________

NOTIFICATION OF BIRTH 

Please complete and return this form to the Human Resources Department.

Date:

Dear Human Resources

I am delighted to inform you that my baby (boy/girl)*​​______________

___    was born on 



________________________________________

*Please delete as applicable

Name:       







___________________

Signed:     




 
______________________________

Date: 


___________________________________________________

NOTIFICATION OF INTENTION TO RETURN 

 FROM MATERNITY LEAVE
Remember:  You are required to give 8 weeks notice of your intention to return to work.  

I am giving you 

__ weeks notice that I intend to return early to work on 


___________________________________________________

Name:       







___________________

Signed:     




 
______________________________

Date: 


___________________________________________________

NOTIFICATION OF KEEPING IN TOUCH DAYS
Please use this form to keep a log of any days on which you have attended work during your period of Maternity / Adoption Leave, for the purposes of ‘keeping in touch’ with developments and training.  

I attended work for a ‘keeping in touch day’ on the following dates:

1. Date from ______________________
Date to _______________________

2. Date from ______________________
Date to _______________________

3. Date from ______________________
Date to _______________________

4. Date from ______________________
Date to _______________________

5. Date from ______________________
Date to _______________________

6. Date from ______________________
Date to _______________________

7. Date from ______________________
Date to _______________________

8. Date from ______________________
Date to _______________________

9. Date from ______________________
Date to _______________________

10. Date from ______________________
Date to _______________________

Total number of days worked (up to a maximum of 10)  _______________________

Name:       






 ________________________

Section:     






________________________

Post Title: 






________________________
Signed:      



 
___ Date: 

___________________

Please forward this form to your Line Manager for verification.
Signed:      



 
___ Date: 

___________________

(Line Manager)

It is the responsibility of your Line Manager to keep a record of the days worked and to submit this form to the payroll department in order for you to receive full pay for any days worked.
KIRKLEES COLLEGE

LEAVE OF ABSENCE REQUEST FORM

CONFIDENTIAL

Please use this form to request Paternity Leave.  Remember, you are also required to provide a copy of the MAT B1 certificate or birth certificate.
Surname:……………………………………….   Forename:……………………………………………..
Academic School  / Department ……..……………………………………………………………………..
Designation:

Executive


Management Spine




Full-time/Fractional Lecturer
Associate Lecturer




Business Support Staff

Part-time Lecturer

(Please circle as appropriate)

Details for Leave of Absence requested:

No. of days:………………………………..
Inclusive dates ……………………………………………………
Reason for requesting Leave of Absence: ……………………………………………………………………
……………………………………………………………………………………………………………………..
(Where this is a sensitive personal issue the member of staff may give details in a sealed letter accompanying this form)

Applicant’s signature:………………………………………..…Date:……………………………..................
PLEASE FORWARD FORM TO YOUR LINE MANAGER
Details of “cover” arrangements made: ……………………………………………………………

………………………………………………………………………………………………………….

Signature of Line Manager: ……………………………………..Date: ……………………………..

PLEASE FORWARD FORM TO HUMAN RESOURCES

Approved:……………………………………Human Resources Member
Date:…………………….

KIRKLEES COLLEGE 
NOTIFICATION OF INTENTION TO TAKE ADDITIONAL PATERNTIY LEAVE
SECTION ONE

Surname ……………………………………………... Forename(s) …………………………………
National Insurance No …………………………………. Start date.…………………......................

Post Title …………………………………………….       Directorate…………………………...........  

Number of hours worked per week ....................  Number of weeks worked per year……….. 
I enclose copy of MAT B1 form       (     


I wish to take advantage of my entitlement to additional paternity leave between the following dates:

Start Date: .................................

Finish Date: ................................

Return to work date.....................

Signed ……………………………………………………………… Date …………..
NB.  Once the HR department is in receipt of this form you will be sent a letter outlining your entitlements to maternity pay and leave or informing you of the reasons why you do not qualify for maternity pay from the college.  Once you are in receipt of this letter you may make an appointment to see a member of the HR department for further advice on your entitlements.
Flexible Working Application Form 
 [You can use this letter to submit your request. It contains the minimum necessary information in order for it to be valid and be considered by your line manger]   

Delete any text in blue and in [square brackets] and replace with your information before you send the letter.

Dear [manager’s name]

I would like to apply under section 80F of the Employment Rights Act 1996 to work a flexible working pattern that is different to my current working pattern because:

[OR]

I am aware that I do not have the legal right to apply for flexible working under section 80F of the Employment Rights Act 1996, however, I understand that college has extended to right to request for a change in working pattern to all staff- and this is the premise under which I am making my application.

[AND]

[include whichever of the following statements applies to you and delete the other options] 

· I [have / expect to have] parental responsibility for the upbringing of a [child aged up to and including16 / a disabled child under 18]
· I am [married to / the partner of] the [mother / father / adopter / guardian / special guardian / foster parent] of the child


· I have been granted a residence order in respect of the child

I am making this request to help me care for the child.

[OR]

· I [am / expect to be] caring for an adult and I am the [spouse / partner / civil partner / relative] living at the same address as the adult.

I am making this request to help me care for the adult.

I can confirm that I have worked continuously as an employee of the company for the last 26 weeks. I have not made a request to work flexibly during the past 12 months.

[include the statement that applies to you below and delete the rest]

I have previously made a request to work flexibly on [date in DD/MM/YYYY format] 
I have never made a request to work flexibly.

My current working pattern is [include a paragraph which describes your current working pattern including the days/hours/time/place you work at the moment]
I would like to start working [include a paragraph to describe the working pattern you would like to have in the future including the days/hours/times/place you would like to work]
I would like this working pattern to start from [date in DD/MM/YYYY format]
I think this change in my working pattern will affect the college and colleagues by [include any information on the impact you feel your flexible working pattern will have on your employer]
I think the effect on the college and my colleagues can be dealt with by [include steps you feel can be taken to accommodate your flexible working pattern]
Yours sincerely, 

Name:[your name]
Date: [date in DD/MM/YYYY format]
Maternity and 


adoption scheme
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