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BRECKLAND COUNCIL 
 
Report, on behalf of the Director of Commissioning to the General Purposes 
Committee, 27th July 2011 
 
BRECKLAND MATERNITY LEAVE POLICY & PROCEDURE 
 

1. Purpose of Report 

To seek approval for the reviewed Maternity Leave Policy & Procedure as part of the 
Human Resources policy review. 

 

2. Recommendations 
 It is recommended that the Council/Committee: 
 
2.1    Approves the updates to the Breckland Council Maternity Leave Policy & Procedure  
 
 

 
Note:  In preparing this report, due regard has been had to equality of opportunity, 
human rights, prevention of crime and disorder, environmental and risk management 
considerations as appropriate.  Relevant officers have been consulted in relation to any 
legal, financial or human resources implications and comments received are reflected in 
the report. 
 

3. Information, Issues and Options 

3.1 Information 

The Maternity Leave Policy & Procedure is being reviewed as part of the Human 
Resources Policy review agreed by the LJCC Committee on 28th October 2010. As 
part of the review a benchmarking exercise has been conducted with other local 
authorities to ensure that Brecklands policy and procedure is line with best practice 
and consultation has been conducted with Unison. Particular consideration has been 
given to the policies of the authorities which Breckland District Council works closely 
with – notably Forest Heath, and South Holland District Council.  

The research conducted suggests that Breckland’s Maternity Leave Policy and 
Procedure is inline with best practice, and is largely similar to those of other local 
authorities.  

The existing Maternity Leave Policy and Procedure has been updated with the latest 
changes in legislation for employees with an expected week of childbirth on or after 
3rd April 2011. The main changes are shown in the attached Policy as follows: 

 

Section 11 – Terms & Conditions 

Updated to advise encourage employees to take as much leave as possible prior to 
maternity leave in order to avoid an accumulation of leave upon their return to work. 

‘Employees are encouraged to take any outstanding annual leave due to them prior to 
the commencement of ordinary maternity leave’ 

Section 13 – Keeping in Touch Days (and accompanying Form in Appendix c) 

A KIT Day Claim Form has been introduced in order to formalise the authorisation 
and payment of KIT Days. 

‘Completion of a KIT Day Claim Form is required which must be signed by both you 
and your line manager. The completed form should be returned to Human Resources.’ 
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Section 15 – Family Friendly Policies 

Addition of a statement regarding returning to work. 

‘If you worked full time prior to your maternity leave you do not have an automatic right 
to return to work on a part time basis or to make other changes to your working 
pattern. However….’ 

Section 16 (Transfer of Maternity Leave; Additional Paternity Leave) 

This is a new section, added to explain the recent changes in legislation which allow 
maternity leave to be ‘shared’ with the employee’s spouse, civil partner or partner: 

‘If you propose to return to work by giving proper notification in accordance with the 
rules set above, your spouse, civil partner or partner may be eligible to take up to 26 
weeks’ additional paternity leave (and additional statutory paternity pay) on your return 
to work The earliest that additional paternity leave may commence is 20 weeks after 
the date on which the employee’s child is born, and it must end no later than 12 
months after the date of birth. The minimum period of additional paternity leave is two 
consecutive weeks and the maximum period is 26 weeks.  
 
Further details should be obtained from your spouse’s or partner’s employer. You will 
be required to submit a written and signed declaration form to that employer, which 
may also make additional enquiries of the Council to verify its employee’s entitlement 
to additional parternity leave and pay.’ 

 

3.2 Issues 

3.2.1 As there are no significant changes (other than legislation updates) to the policy , no 
issues are foreseen. 

 

3.3 Options 

1. Approve the updates to the Maternity Leave Policy & Procedure. 
 
2. The existing Maternity Leave Procedure remains in place. 

 

4. Risk and Financial Implications 

4.1 Risk  

4.1.1 None 

4.2 Financial  

4.2.1 None 

5. Legal Implications 

5.1 None 

6. Other Implications    

a) Equalities: n/a 

b) Section 17, Crime & Disorder Act 1998: n/a 
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c) Section 40, Natural Environment & Rural Communities Act 2006: n/a 

d) Human Resources: n/a 

e) Human Rights: n/a 

f) Other:  [e.g. Children’s Act 2004] n/a 

7. Alignment to Council Priorities 

7.1 7.1 The matter raised in this report falls within the following Council priorities: 

• A safe and healthy environment 

• A prosperous place to live and work 

8. Ward/Community Affected 

8.1 N/A 

 
Background Papers 
None 
 
Lead Contact Officer: 
Name/Post: Fay Tooke  
Telephone: 01362 656816 
Email: fay.tooke@breckland.gov.uk 
 
Key Decision Status (Executive Decisions only): 
This is not a key decision. 
 
Appendix A 
New Maternity Policy & Procedure 
 
Appendix B  
Old Maternity Policy & Procedure  
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Appendix A – New Maternity Policy & Procedure  
 

BRECKLAND COUNCIL  
 

 
MATERNITY POLICY AND PROCEDURE 

 
 

1.    Policy Statement 

The Council wishes to provide maternity provisions, which deal fairly with women during 
pregnancy and following childbirth.  This policy and procedure attempts to ensure that 
employees are aware of their benefits, entitlements and responsibilities during this important 
time. This policy incorporates all relevant legislation. 

 

2.    Scope 
 
The Maternity Procedure applies to all temporary and established employees, working under a 
contract of service. It does not apply to workers who are self-employed or employed on 
Council business through another employer (e.g. agency staff).  
 
All Council employees will be entitled to some maternity benefits although the amount of leave 
and pay will vary depending on your earnings and your length of service. 
 
If you are part-time, you will have the same entitlement as full-time employees on a pro rata 
basis.  If you are on a fixed term or temporary contract and your contract expires without 
renewal whilst you are on leave, you will not be entitled to further payments or have a right to 
return to work. 
 

3.  Maternity Leave Eligibility and Notification 

At around your 20th week of pregnancy your doctor or midwife will provide you with written 
confirmation of the date on which your baby is due - this is your MATB1 certificate. The week 
that your baby is due, the expected week of childbirth (EWC) always begins on a Sunday.  

By the end of the 15th week* before the week in which your baby is due (which is likely to be 
your 25th/26th week of pregnancy) you must:  

• Inform your manager of your pregnancy  

• Provide a MATB1 certificate (you need to provide the original so take a copy for your 
own records)  

• Complete the Maternity Form (Appendix A) and provide it to HR along with the 
original MATB1. Amongst other things this informs us of the date you intend to start 
your maternity leave.  

You can change your mind about when you want to start your maternity leave providing you 
give at least 28 days notice (unless this is not reasonably practicable because of pregnancy 
related sickness or premature birth).  

You may lose your entitlement to statutory maternity leave and pay (where eligible) if you do 
not give the required notice of your intention to take leave.   
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4.  Period of Maternity Leave  
 
All employees are entitled to 52 weeks maternity leave regardless of their length of service. 
 

5.  Health and Safety 

 
After you formally notify the Council that you are pregnant, the Council has an obligation to 
undertake a risk assessment to ensure your working conditions are not detrimental to you or 
your baby.  The reason for the assessment can be kept confidential if you prefer.  A risk 
assessment may also be carried out on any officer returning from a period of maternity leave 
or breast feeding. 
 
You are strongly advised to make Human Resources aware of any health related matters, 
which arise during your pregnancy and pass on any advice given to you by a medical 
practitioner, so any necessary adjustments can be made to your working conditions or work 
station. 
 

6.  Time off for antenatal Care 

The expectant mother is entitled to reasonable time off with pay to attend antenatal 
appointments and classes, or any other pregnancy related classes that have been 
recommended on the advice of a medical practitioner.  

You should tell your manager when your appointments/classes are, giving as much notice as 
possible. Your manager may ask to see your appointment card or confirmation that you have 
booked to attend a particular appointment, class or series of classes.  

 
7.   Timing of Maternity Leave 

Providing you follow the notification requirements you can start your maternity leave at any 
time after the beginning of the 11th week before the EWC (this is likely to be when you are 29 
weeks’ pregnant).  

If you are absent from work with a pregnancy related illness after the beginning of the 4th 
week before the EWC (this is likely to be when you are 36 weeks’ pregnant) your maternity 
leave will automatically begin on the day after the first day of absence.  

If you have your baby before the date you have notified us as being your maternity leave 
start date, or before you get the chance to notify us, your maternity leave will start 
automatically on the day after your baby is born.  

 

8.   Compulsory Maternity Leave 
 
It is illegal for a woman to work within the first 2 weeks following child birth.  The Council will 
not allow any person to work during this period, including workers who are not directly 
employed by the Council. 
 

9.  Statutory Maternity Pay (SMP)  

 
This is an allowance paid by the Council, on behalf of the Government. It is payable for a 
period of 39 weeks, provided that you satisfy the conditions set out below and is payable 
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regardless of whether or not you are intending to return to work and even if you leave for non 
maternity related reasons:-  
 

• you have been employed continuously for 26 weeks up to and into the 15
th 

week 
before the week your baby is due  

 

• your average weekly earnings have been not less than the lower earnings limit for 

National Insurance contributions (in the 8 weeks ending with the 15
th 

week   
before the week your baby is due)  

 

• you are pregnant in the 15
th 

week before the week your baby is due  
 

• you have advised the Council of your pregnancy and given 28 day’s notice of the date 
you wish to start your maternity leave  

 

• you have provided medical evidence (MATB1 or approved substitute) of the date your 
baby is due within 21 days of the start of the SMP period.  

 
The amount of SMP payable will be:  

• 90% of your average weekly earnings for the first 6 weeks of maternity absence  
 

• the standard flat rate of SMP (or 90% of your average weekly earnings if lower) for the 
next 33 weeks  

 
If you do not satisfy the conditions for payment of SMP, HR will provide you with a form 
(SMP1), which will explain why and which you can use to claim Maternity allowance.  

 

10.  Occupational Maternity Pay  

Employees with at least 1 year’s continuous service at the 11
th 

week before the week the 
baby is due will be entitled to 18 weeks Occupational Maternity Pay as follows:  
 
Weeks 1-6    9/10 of a week’s pay (offset against payments made by way of Statutory 
Maternity Pay or Maternity Allowance).  
 
Weeks 7-18    ½ of a week’s pay without offset of SMP or MA (except to the extent that the 
half pay plus Statutory Maternity Pay or Maternity Allowance exceeds full pay) PROVIDED 
you have declared in writing that you will return to work for at least 3 months.  
 
* a weeks pay includes all contractual allowances other than essential car user allowance 
which will continue in payment at full rate for the first 3 months and then 50% for the 
next 3 months. 

 
Payments made by the authority during maternity leave under (ii) above shall be made on 
the understanding that the employee will return to local authority employment for a period of 
at least three months. If the employee does not return for this period she must refund the 
monies paid, or such part thereof, if any, as the authority may decide. Payments made to the 
employee by way of SMP are not refundable.  Please contact your HR Contact for further 
information.  

 
11.  Terms and Conditions  
 
During the maternity leave period you will continue to accrue annual leave.. Employees are 
encouraged to take any outstanding annual leave due to them prior to the commencement of 
ordinary maternity leave.  You will also continue to be covered by the Breckland Remuneration 
and Reward Scheme.  Maternity leave will not break your continuous service. 
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During your leave period, you are eligible to apply for other posts.  
 

 
12.  Pension  
 
You continue with full membership of the Local Government Pension Scheme (LGPS) for 
any part of your maternity leave where you are receiving pay. Your pension contributions will 
be based on the actual pay you receive during this period whether this is Occupational 
Maternity Pay, Statutory Maternity Pay or a combination of both.  
 
You may wish to make contributions during your period of unpaid maternity leave.  If this is 
the case, you will need to elect to pay these amounts within 30 days of your return from 
maternity leave.  Please discuss payments with Payroll. 
 
 

13.  Keeping in Touch Days  
 
Except during the first two weeks after childbirth you may agree with your manager to take 
up to 10 days work during your period of maternity leave without affecting your statutory 
maternity pay. These are known as ‘Keeping in Touch’ days. However, neither you nor your 
manager can insist that you undertake work during your maternity leave. 
 
You will be paid for any work undertaken offset by any payment already in place. Any work 
carried out on a day shall constitute a day’s work for these purposes and must be taken as 
whole days. 
 
Completion of a KIT Day Claim Form is required which must be signed by both you and your 
line manager. The completed form should be returned to Human Resources. 

 
14.  Return to Work 
 
Towards the end of your maternity leave, you will need to decide whether you intend to return 
to work.  You have a right to return to work on terms and conditions not less favourable than 
when you began maternity leave, unless your post is made redundant or you were employed 
on a fixed term or temporary contract which has expired.   

You will be expected to return at the end of your maternity leave period unless you advise 
otherwise.  This will be either 26 or 52 weeks after you start leave, depending on whether you 
qualify for additional maternity leave.  You should give as much notice as possible, if you 
intend to return on an alternative date.  If you do not give at least 56 days notice, the Council 
may delay your return date.    

You are entitled to request a period of annual leave or parental leave (unpaid) immediately 
following your maternity period, which will not be unreasonably refused.  

If you take unpaid parental leave at the end of your maternity leave, this unpaid leave does not 
contribute towards the three months whereby you must return to paid work. 

If you decide not to return to work or do not complete 3 months service following a return to 
work and have been paid your half pay, the Council will reclaim the half pay.  If you are 
employed on a fixed term contract, part of your maternity pay may be reclaimed if you fail to 
return for 3 months or until the end of your contract, whichever is the earliest. 

If you are unsure whether you will return for a period of at least 3 months, you can request that 
your half pay entitlement is paid to you in a lump sum after you complete the 3 months service, 
this will avoid having to repay the Council. 
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15.  Family Friendly Policies 

 
Your right to return to work is on the same terms and conditions of work as when you left.  If 
you worked full time prior to your maternity leave you do not have an automatic right to return 
to work on a part time basis or to make other changes to your working pattern. However, if you 
wish to alter your hours you may make a request to your manager who will liaise with Human 
Resources.  The Council is not obliged to accept any request, but will consider the implications 
of your request thoroughly and not refuse your request without full consideration (see also 
Right to Request Flexible Working). 
 
After you return to work, you may take advantage of parental leave and dependants 
leave. 
 
16.  Transfer of Maternity Leave 
 
If you propose to return to work by giving proper notification in accordance with the rules set 
above, your spouse, civil partner or partner may be eligible to take up to 26 weeks’ additional 
paternity leave (and additional statutory paternity pay) on your return to work The earliest that 
additional paternity leave may commence is 20 weeks after the date on which the employee’s 
child is born, and it must end no later than 12 months after the date of birth. The minimum 
period of additional paternity leave is two consecutive weeks and the maximum period is 26 
weeks.  
 
Further details should be obtained from your spouse’s or partner’s employer. You will be 
required to submit a written and signed declaration form to that employer, which may also 
make additional enquiries of the Council to verify its employee’s entitlement to additional 
parternity leave and pay. 
 
 

17.  Sickness  

 
Absence for pregnancy related reasons are not counted as sickness absence under the 
Council’s Managing Sickness Absence Policy.  You should ensure that such absence is 
classified as pregnancy related on the Council self-certification form or doctors certificate.   
 
If you are off work for pregnancy related reasons in the 4 weeks before the expected week of 
childbirth, your maternity leave period will be automatically triggered and you will not be 
allowed to return to work again until the end of your maternity leave period. 
 
If you are sick during your maternity leave period, your illness will be disregarded.  This means 
that the maternity leave period can not be extended and you will not be entitled to sick pay. 
 
If you are unable to return to work following maternity leave because you are sick, you should 
report your sickness to your manager and forward a Doctor’s Certificate,  in the normal way 
and you will be recorded as being on sick leave. 
 
 

18. Special circumstances 
 
Maternity entitlement may be adjusted in the cases of miscarriage, termination, still-birth, baby 
death or adoption of the baby.  Please contact HR in any of these circumstances. 
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19. Further information 
 
Maternity leave is granted in good faith.  Abuse of the entitlement may constitute gross 
misconduct and lead to your dismissal. 
 
If you would like further information on family friendly leave, please contact Human Resources. 
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Appendix A 
 

Application for Maternity Leave  
Personal Details of Employee:  
 

 
Surname: 
 

 
Forename 

 
Staff Number: 
 

 
Job Title: 
 

 
Address: 
 
 
 
 
 
 
 
 

 
Department: 

 
 

Maternity Details 
 

 
Expected Date of Childbirth 
 
 

 

Certificate MATB1 from Doctor/Midwife attached                   Yes/No 
 
 

 
Date intend Maternity Leave to commence 
 

 
Intending to Return to Work after Maternity Leave at this stage      Yes/No 
 

 
 
 
 
 

 
 
 
 
 
Employees Signature 
 
 

 
 
 
 
 
Date 
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Appendix B 

 
Questions you may have  
 

Question  Answer  

What do I do now I know I’m pregnant?  Let your line manager know so they can 
ensure you receive the appropriate health 
and safety protection and you receive no loss 
of pay for attending ante-natal appointments.  
 

How do I apply for maternity leave and pay?  Inform your line manager as soon as you 
know what date you wish to begin maternity 
leave.  
Complete the Notification of Maternity Leave 

form and send it to HR  by the 15
th 

week 
before the due date. 
You will then receive a letter confirming your 
maternity leave and pay entitlements.  
 
 

What happens if I am not entitled to Statutory 
Maternity Pay (SMP) or contractual maternity 
pay?  

You may be entitled to claim Maternity 
Allowance.  
 
 

What about time off for ante-natal care?  You can take paid time off for ante-natal 
care. You might be asked to show evidence 
of all but your first appointment.  
 
 

When can I start my maternity leave?  You may begin your maternity leave any time 

between the 11
th 

week before the due date 
and the due date.  
 

What if I carry on working after the 11
th 

week 
and fall sick?  

If you are away sick after the 4
th 

week before 
the due date and the sickness is related to 
your pregnancy, the Council will 
automatically begin your maternity leave. 

Any sickness before the 4
th 

week will be 
treated as sickness absence, even if it is 
pregnancy related.  
 
 

Where can I find further information ? Details can be found at:  
 
www.direct.gov.uk/Bfsl1/BenefitsAndFinancialSup
port/Expecting_or_bringing_up_children/fs/en  
 
and  
 
www.ppa.org.uk//pdfs/ppc/HC11.pdf  

 

 
 
 
APPENDIX C 
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Claim Form for Keeping in Touch (KIT) Days 
 
 
 

Employee Personal Details 

Full Name: 
 
 

Date worked: 
  

Normal hours of work* Number of KIT days 
taken to date: 
 
 

Payroll Reference 
Number: 
 

Post Title: Department: 
 
 

Employee signature: 
 
 
 

Date: 

 
 
 

Manager’s Authorisation 

Manager’s Name: 
 
 

Manager’s Signature: 
 
 

Date: 

 
 

Please return to Human Resources 
 
 

 
 
 
** you will be paid a normal day’s pay for each KIT day, even if you only attend for part 
of the day. Any SMP entitlement for that week will be offset against your earnings. 
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Appendix B – Old Maternity Policy & Procedure  
 

 
 MATERNITY POLICY AND PROCEDURE 

  
1. Policy Statement   

The Council wishes to provide maternity provisions, which deal fairly with women during 
pregnancy and following childbirth. This policy and procedure attempts to ensure that 
employees are aware of their benefits, entitlements and responsibilities during this important 
time. This policy incorporates all relevant legislation.  

2. Scope  
 
The Maternity Procedure applies to all temporary and established employees, working under 
a contract of service. It does not apply to workers who are self-employed or employed on 
Council business through another employer (e.g. agency staff).  
All Council employees will be entitled to some maternity benefits although the amount of 
leave and pay will vary depending on your earnings and your length of service.  
If you are part-time, you will have the same entitlement as full-time employees on a pro rata 
basis. If you are on a fixed term or temporary contract and your contract expires without 
renewal whilst you are on leave, you will not be entitled to further payments or have a right to 
return to work.  

3. Maternity Leave Eligibility and Notification  

At around your 20th week of pregnancy your doctor or midwife will provide you with written 
confirmation of the date on which your baby is due - this is your MATB1 certificate. The week 
that your baby is due, the expected week of childbirth (EWC) always begins on a Sunday.  

By the end of the 15
th 

week* before the week in which your baby is due (which is likely to be 

your 25
th

/26
th 

week of pregnancy) you must:  

• Inform your manager of your pregnancy  

• Provide a MATB1 certificate (you need to provide the original so take a copy for your 
own records)  

• Complete the Maternity Form (Appendix A) and provide it to HR along with the original 
MATB1. Amongst other things this informs us of the date you intend to start your 
maternity leave.  

 
You can change your mind about when you want to start your maternity leave providing you 
give at least 28 days notice (unless this is not reasonably practicable because of pregnancy 
related sickness or premature birth).  

You may lose your entitlement to statutory maternity leave and pay (where eligible) if you do 
not give the required notice of your intention to take leave.  

4. Period of Maternity Leave  
All employees are entitled to 52 weeks maternity leave regardless of their length of service.  
Approved 30 January 2008 1 
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5. Health and Safety  

After you formally notify the Council that you are pregnant, the Council has an obligation to 
undertake a risk assessment to ensure your working conditions are not detrimental to you or 
your baby. The reason for the assessment can be kept confidential if you prefer. A risk 
assessment may also be carried out on any officer returning from a period of maternity leave 
or breast feeding.  
You are strongly advised to make Human Resources aware of any health related matters, 
which arise during your pregnancy and pass on any advice given to you by a medical 
practitioner, so any necessary adjustments can be made to your working conditions or work 
station.  
 

6. Ante-Natal Care  

The expectant mother is entitled to reasonable time off with pay to attend antenatal 
appointments and classes, or any other pregnancy related classes that have been 
recommended on the advice of a medical practitioner.  

You should tell your manager when your appointments/classes are, giving as much notice as 
possible. Your manager may ask to see your appointment card or confirmation that you have 
booked to attend a particular appointment, class or series of classes.  

7. Timing of Maternity Leave  

Providing you follow the notification requirements you can start your maternity leave at any 

time after the beginning of the 11
th 

week before the EWC (this is likely to be when you are 29 
weeks’ pregnant).  

If you are absent from work with a pregnancy related illness after the beginning of the 4
th 

week before the EWC (this is likely to be when you are 36 weeks’ pregnant) your maternity 
leave will automatically begin on the day after the first day of absence.  

If you have your baby before the date you have notified us as being your maternity leave 
start date, or before you get the chance to notify us, your maternity leave will start 
automatically on the day after your baby is born.  

8. Compulsory Maternity Leave  
 
It is illegal for a woman to work within the first 2 weeks following child birth. The Council will 
not allow any person to work during this period, including workers who are not directly 
employed by the Council.  

9. Statutory Maternity Pay (SMP)  

This is an allowance paid by the Council, on behalf of the Government. It is payable for a 
period of 39 weeks, provided that you satisfy the conditions set out below and is payable 
regardless of whether or not you are intending to return to work and even if you leave for non 
maternity related reasons:-  

• you have been employed continuously for 26 weeks up to and into the 15
th 

week before 
the week your baby is due  

 
Approved 30 January 2008 2 
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• your average weekly earnings have been not less than the lower earnings limit for National 

Insurance contributions (in the 8 weeks ending with the 15
th

week  
before the week your baby is due)  

• you are pregnant in the 15
th 

week before the week your baby is due  
• you have advised the Council of your pregnancy and given 28 day’s notice of the date you 

wish to start your maternity leave  
• you have provided medical evidence (MatB1 or approved substitute) of the date your baby 

is due within 21 days of the start of the SMP period.  
 
The amount of SMP payable will be:  
• 90% of your average weekly earnings for the first 6 weeks of maternity absence  
• the standard flat rate of SMP (or 90% of your average weekly earnings if lower) for the 

next 33 weeks  
 
If you do not satisfy the conditions for payment of SMP, HR will provide you with a form 
(SMP1), which will explain why and which you can use to claim Maternity allowance.  

10. Occupational Maternity Pay  

Employees with at least 1 year’s continuous service at the 11th week before the week the 
baby is due will be entitled to 18 weeks Occupational Maternity Pay as follows:  
Weeks 1-6 9/10 of a week’s pay (offset against payments made by way of Statutory 
Maternity Pay or Maternity Allowance).  
Weeks 7-18 ½ of a week’s pay without offset of SMP or MA (except to the extent that the 
half pay plus Statutory Maternity Pay or Maternity Allowance exceeds full pay) PROVIDED 
you have declared in writing that you will return to work for at least 3 months.  
* a weeks pay includes all contractual allowances other than essential car user allowance 
which will continue in payment at full rate for the first 3 months and then 50% for the 
next 3 months.  

Payments made by the authority during maternity leave under (ii) above shall be made on 
the understanding that the employee will return to local authority employment for a period of 
at least three months. If the employee does not return for this period she must refund the 
monies paid, or such part thereof, if any, as the authority may decide. Payments made to the 
employee by way of SMP are not refundable. Please contact your HR Contact for further 
information.  
 

11. Terms and Conditions  
During the maternity leave period you will continue to accrue annual leave, which can 
be taken on your return. You will also continue to be covered by the Breckland 
Remuneration and Reward Scheme. Maternity leave will not break your continuous 
service.  
 
During your leave period, you are eligible to apply for other posts.  
Approved 30 January 2008 3 
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12. Pension  
You continue with full membership of the Local Government Pension Scheme (LGPS) for 
any part of your maternity leave where you are receiving pay. Your pension contributions will 
be based on the actual pay you receive during this period whether this is Occupational 
Maternity Pay, Statutory Maternity Pay or a combination of both.  
You may wish to make contributions during your period of unpaid maternity leave. If this is 
the case, you will need to elect to pay these amounts within 30 days of your return from 
maternity leave. Please discuss payments with Payroll.  
 

13. Keeping in Touch Days  
You may agree with your manager to take up to 10 days work during your period of 
maternity leave without affecting your statutory maternity pay. However, neither you nor your 
manager can insist that you undertake work during your maternity leave.  
You will be paid for any work undertaken, offset by any payment already in place, but 
keeping in touch days must be taken as whole days.  
For health reasons you may not work during the first two weeks following the birth of your 
child.  
 

14. Return to Work  
Towards the end of your maternity leave, you will need to decide whether you intend to 
return to work. You have a right to return to work on terms and conditions not less favourable 
than when you began maternity leave, unless your post is made redundant or you were 
employed on a fixed term or temporary contract which has expired.  

You will be expected to return at the end of your maternity leave period unless you advise 
otherwise. This will be either 26 or 52 weeks after you start leave, depending on whether you 
qualify for additional maternity leave. You should give as much notice as possible, if you 
intend to return on an alternative date. If you do not give at least 56 days notice, the Council 
may delay your return date.  

Your are entitled to request a period of annual leave or parental leave (unpaid) immediately 
following your maternity period, which will not be unreasonably refused.  

If you take unpaid parental leave at the end of your maternity leave, this unpaid leave does 
not contribute towards the three months whereby you must return to paid work.  

If you decide not to return to work or do not complete 3 months service following a return to 
work and have been paid your half pay, the Council will reclaim the half pay. If you are 
employed on a fixed term contract, part of your maternity pay may be reclaimed if you fail to 
return for 3 months or until the end of your contract, whichever is the earliest.  

If you are unsure whether you will return for a period of at least 3 months, you can request 
that your half pay entitlement is paid to you in a lump sum after you complete the 3 months 
service, this will avoid having to repay the Council.  
Approved 30 January 2008 4 
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15. Family Friendly Policies  

Your right to return to work is on the same terms and conditions of work as when you left. If 
you wish to alter your hours you may make a request to your manager who will liaise with 
Human Resources. The Council is not obliged to accept any request, but will consider the 
implications of your request thoroughly and not refuse your request without full consideration 
(see also Right to Request Flexible Working).  
After you return to work, you may take advantage of parental leave and dependants 
leave.  

16. Sickness  

Absence for pregnancy related reasons are not counted as sickness absence under the 
Council managing sickness absence policy. You should ensure that such absence is 
classified as pregnancy related on the Council self-certification form or doctors certificate.  
If you are off work for pregnancy related reasons in the 4 weeks before the expected week of 
childbirth, your maternity leave period will be automatically triggered and you will not be 
allowed to return to work again until the end of your maternity leave period.  
If you are sick during your maternity period, your illness will be disregarded. This means that 
the maternity leave period can not be extended and you will not be entitled to sick pay.  
If you are unable to return to work following maternity leave because you are sick, you 
should report your sickness to your manager and forward a Doctor’s Certificate, in the 
normal way and you will be recorded as being on sick leave.  
 

17. Special circumstances  
 
Maternity entitlement may be adjusted in the cases of miscarriage, termination, still-birth, 
baby death or adoption of the baby. Please contact HR in any of these circumstances.  

18. Further information  
 
Maternity leave is granted in good faith. Abuse of the entitlement may constitute gross 
misconduct and lead to your dismissal.  
If you would like further information on family friendly leave, please contact Human 
Resources. 
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Application for Maternity Leave  
Personal Details of Employee:  
 

 
Surname: 
 

 
Forename 

 
Staff Number: 
 

 
Job Title: 
 

 
Address: 
 
 
 
 
 
 
 
 

 
Department: 

 
 

Maternity Details 
 

 
Expected Date of Childbirth 
 
 

 

Certificate MATB1 from Doctor/Midwife attached                   Yes/No 
 
 

 
Date intend Maternity Leave to commence 
 

 
Intending to Return to Work after Maternity Leave at this stage      Yes/No 
 

 
 
 
 
 

 
 
 
 
 
Employees Signature 
 
 

 
 
 
 
 
Date 

 
 
 
 
 
 
 
 

Appendix B 
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Questions you may have  
 

Question  Answer  

What do I do now I know I’m pregnant?  Let your line manager know so they can 
ensure you receive the appropriate health 
and safety protection and you receive no loss 
of pay for attending ante-natal appointments.  
 

How do I apply for maternity leave and pay?  Inform your line manager as soon as you 
know what date you wish to begin maternity 
leave.  
Complete the Notification of Maternity Leave 

form and send it to HR  by the 15
th 

week 
before the due date. 
You will then receive a letter confirming your 
maternity leave and pay entitlements.  
 
 

What happens if I am not entitled to Statutory 
Maternity Pay (SMP) or contractual maternity 
pay?  

You may be entitled to claim Maternity 
Allowance.  
 
 

What about time off for ante-natal care?  You can take paid time off for ante-natal 
care. You might be asked to show evidence 
of all but your first appointment.  
 
 

When can I start my maternity leave?  You may begin your maternity leave any time 

between the 11
th 

week before the due date 
and the due date.  
 

What if I carry on working after the 11
th 

week 
and fall sick?  

If you are away sick after the 4
th 

week before 
the due date and the sickness is related to 
your pregnancy, the Council will 
automatically begin your maternity leave. 

Any sickness before the 4
th 

week will be 
treated as sickness absence, even if it is 
pregnancy related.  
 
 

Where can I find further information ? Details can be found at:  
 
www.direct.gov.uk/Bfsl1/BenefitsAndFinancialSup
port/Expecting_or_bringing_up_children/fs/en  
 
and  
 
www.ppa.org.uk//pdfs/ppc/HC11.pdf  

 

 


