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Purpose of the Pack

This information pack is intended to guide you through the steps an employer should take when an employee is pregnant. You should also refer to the second part of this pack: Information for employees.

Contents

The first part titled Information for Managers/Supervisors sets out information, which is specific to the employer. It is intended to help you fulfil your responsibilities. It contains:

· A checklist which sets out the key steps

· Guidelines on how to carry out a risk assessment

· A sample maternity leave form 

· A sample letter to use when the employee is eligible for SMP

· A sample letter to use when the employee is not eligible for SMP.

It is good practice to keep a copy of letters, which are sent to employees. 

The second part Information for Employees sets out information, which can be given to the employee as soon as she advises you she is pregnant. You should make sure you are familiar with the contents.

Further Information

If you are uncertain about the process you can seek further information or advice from 

· The Arbitration, Conciliation and Advisory Service, telephone 08457 474747 

· Your District Lay Employment Secretary (contact details are normally available from the District Synod directory or from the Development & Personnel Office of the Methodist Church)

· The Development and Personnel Office of The Methodist Church at Methodist Church House, 25 Marylebone Road, London NW1 5JR. Telephone 020 7486 5502

Part 1 - Information for Managers/Supervisors

Maternity Checklist

















1 See Part 2 section 12 
The Management of Health and Safety at Work Regulations 1999 requires employers to take account of new and expectant mothers and to conduct a risk assessment. This should take account of any risks where the employee may be exposed to any process, working conditions, or physical, chemical, or biological agents which might adversely affect the health and safety of the employee or their baby. 

Guidelines for Managers on conducting Risk Assessment

1. Check the employee's job description – consider the duties she carries out.

2. Check the expected week of childbirth.

3. Agree with the employee 

· The date of the assessment

· Time of the day most suitable

· How long you think the risk assessment might take 

· Who needs to be present at the assessment 

4. Conduct the risk assessment 

The person carrying out the risk assessment should ensure that:

· All significant risks and hazards are addressed

· All aspects of the work are considered – both routine and non-routine

· Consideration is given to how the work is organised

· The assessment is carried out in a systematic way which is appropriate to the worker's tasks and organisation

· The employee is fully involved: ask her questions about any specific problems she may have encountered in the job. As the pregnancy progresses she may have difficulties that you have not thought about; for example, a smell makes her feel nauseous.

· Document the findings using the Maternity Leave Risk Assessment form.

· Advise the employee of the findings, seek her agreement and take appropriate action.

· Carry out the assessment at appropriate intervals e.g. 

a) As soon as possible after the employee informs you that she is pregnant

b) A few weeks before the employee commences maternity leave

c) When the employee returns to work from maternity leave.

Example of Specific Risk Assessment Form for an Office Worker

The first and second columns list typical hazards and risks to pregnant women or new mothers that may occur. The third column identifies the type of action that should be taken to eliminate or control any potential harm occurring. A general risk rating is given in the fourth column identifying both the likelihood of the risk actually causing harm occurring and the severity of harm if an accident or ill health which has been identified as a risk actually arises. This allows the employer to prioritise their actions in correlation with the risk rating.

	Name of employee:
	

	Location:
	

	Task:
	General office duties

	Assessment Date:
	


	Hazard
	Risks
	Control measures
	Risk rating

	Display screen equipment
	Radiation emissions concerns
	Pregnant workers do not need to stop working with VDUs but should be given the opportunity to discuss their concerns with someone adequately informed
	Low

	Ergonomics 
	Design and layout of work station and work equipment 
	1. Liaise with worker
	Medium 

	
	
	2. Redesign if appropriate in order to limit the need to undertake tasks requiring excessive movements
	

	Manual handling 
	Miscarriage/pre-term birth 
	1. Avoid the need for manual handling
	Medium 

	
	
	2. Provide appropriate equipment
	

	
	
	3. Training in lifting techniques
	

	Fatigue and stress 
	Miscarriage/pre-term birth/low birth weight 
	1. Assess hours, volume and pacing of work
	Medium 

	
	
	2. Organise work targets
	

	
	
	3. Give longer or more frequent rest breaks
	

	
	
	4. Ensure appropriate seating available
	

	
	
	5. Give information and training on adjusting work stations
	


NEW AND EXPECTANT MOTHER RISK ASSESSMENT

This form is provided for managers to carry out a risk assessment in order to identify any additional risks likely to be experienced by a pregnant member of staff, so that appropriate risk control measures can be put in place for the health and safety of the employee and her unborn child.  The initial risk assessment should be carried out as soon as the employee notifies the manager she is pregnant.  It will then need to be carried out again at the second and third trimester and on her return to work.  Further guidance is available from the Development and Personnel Office or HSE leaflet ‘A guide for new and expectant mothers who work’.
	Name :  
	
	Estimated due date: _________________________________________

	Job Title: 
	
	Location: _________________________________________________

	Assessor: 
	
	Date of assessment:   ________________________________________

	Is the woman:   Expectant mother/New Mother (within last 6 months)/Breastfeeding?

	Physical hazards
	Risk

(H/M/L or n/a)
	Identified Risk
	Guidance on Suggested Control Measures
	Assessor Comments/Adjustments Made

	Manual handling
	
	Pregnant workers may be especially at risk from manual handling injury
	· Restrictions on manual handling as the pregnancy progresses may be required

· Colleagues may provide support for this activity as the pregnancy develops


	

	Ergonomics/

posture
	
	Pregnant workers are more at risk of fatigue caused by work demands such as standing or sitting for long periods

Postural problems can occur due to increasing size

Dexterity co-ordination and balance may be impaired, increasing the risk of accidents e.g. From slips, trips and falls.
	· Breaks from a seated position can help promote good circulation and posture

· More frequent breaks from workstation may help reduce fatigue

· The person’s comfort should be reviewed regularly and adjustments made as required

· Driving duties should be risk assessed

· Ensure workstation assessment is completed
	

	Vibration
	
	Regular exposure may affect pregnancy
	· Avoid excessive exposure, for example to machinery which vibrates
	

	Extremes of heat and cold
	
	Heat and cold tolerance may reduce with pregnancy
	· Rest facilities and access to refreshments should be available

· Avoid prolonged exposure to excessive heat if possible

· Avoid dehydration
	

	Night working
	
	There are no specific known risks to pregnant or breastfeeding workers from working at night although levels of fatigue need to be considered
	· Advise worker of need to monitor fatigue levels

· If medical advice indicates that a pregnant worker should not do night work look for a suitable day time alternative
	

	Lone working
	
	Pregnant women may be more likely to need urgent medical attention
	· Work location and medical condition should be reviewed and control measures implemented
	

	Psychological wellbeing
	
	Excessive physical or mental pressure may lead to stress which may affect the pregnancy by resulting in raised blood pressure, and may interfere with breast feeding
	· Discuss working hours with employee

· Consider allowing greater control over the worker’s working day

· Look at work load and work demands

· Avoid excessive working hours

· Encourage good time management
	

	Noise
	
	Prolonged exposure to loud noise can lead to increased blood pressure and stress
	· Noise is likely to be too loud if you are unable to hold a conversation 1m apart without shouting
	

	Chemicals
	
	Certain chemicals are potentially harmful to a pregnancy or may affect breastfeeding
	· Review COSHH assessments

· Avoid exposure to chemicals with the following risk phrases:

· R40: risk of irreversible effects

· R45: may cause cancer

· R46: may cause inherited genetic harm

· R47: may cause birth defects

· R61: may cause harm to the unborn child

· R63: possible risk of harm to the unborn child

· R64: may cause harm to breastfed babies
	

	Biological agents
	
	Exposure to certain bacteria and viruses e.g. Rubella can present an increased risk to pregnant workers and their unborn child
	· Ensure good hygiene and infection control

· Contact GP if there are any concerns

· Where exposure is likely as a result of work, introduce restrictions to prevent the exposure

· Check if woman is a first aider and be aware of good practice for first aiders.
	


Other Related Factors which should be considered (nb. These are not physical hazards but relate to the actual state of being pregnant or breastfeeding)

	Related Factor
	Risk (H/M/L or n/a)
	Identified Risk
	Control Measure Guidance
	Assessor Comments/

Adjustments Made

	Nausea/

Sickness
	
	Early shift work

Exposure to nauseating smells
	· Consider changes to working hours

· Remove from work involving smells until nausea ceases
	

	Backache
	
	Standing/sitting/manual handling
	See ‘Manual Handling’ above
	

	Increasing size
	
	Access/Egress quickly

Evacuation in an emergency

Manual handling

Protective clothing
	· Make arrangements to ensure emergency evacuation is not compromised

· Consider any impact on display screen equipment work and review as required
	

	Frequent toilet visits
	
	Difficulty in leaving work site/duties due to work demands
	· Ensure adequate welfare provision
	

	Breastfeeding
	
	Difficulties associated with expressing breast milk due to lack of privacy
	· Consider provision of private room 
	


	Does the employee have any particular concerns relating to the workplace and/or pregnancy or breastfeeding in the workplace?  If so, record these concerns here and state how you intend to address them.




	Summary of significant risks (identified as High or Medium):
	Control measures to be implemented

	
	


Signed

Employee __________________________________________
Assessor _____________________________________________

Date         __________________________


Date        ____________________________

This assessment should be reviewed at the following points:

Initial Assessment

Upon receiving written notice of pregnancy

1st Review


Second trimester (3-6 months) or earlier if required

2nd Review


Third trimester (6-9 months) or earlier if required

3rd Review


Prior to return to work

4th Review


Following return to work

Date of next review ___________________________________
A COPY OF THE COMPLETED RISK ASSESSMENT SHOULD BE GIVEN TO THE NEW/EXPECTANT MOTHER AND THE ORIGINAL STORED ON HER PERSONAL FILE
Appendix A
MATERNITY LEAVE FORM

Please complete and return to your manager/supervisor with MATB1 certificate by the beginning of the 15th week before the expected week of childbirth or as soon as it is reasonably practical to do so.
	Surname:
	     

	Forenames:
	     

	Home Address:

Telephone no.:

Email Address:
	     
     

	
	     

	
	     

	Start Date:
	     

	Hours worked:
	     
	Working Pattern:
	     

	Job Title:
	     

	Expected date of childbirth:
	(as stated on  MATB1)     

	Date you intend to commerce maternity leave:         
	     



All employees are entitled to a period of up to 52 weeks maternity leave (39 weeks with maternity pay, subject to certain criteria, see below.)

	NOTE: 

If you have less than 26 weeks service by the end of the 15th week before the expected week of childbirth and/or earn less than the Lower Earning Limit, you will not be eligible for maternity pay.  You may be able to claim maternity allowance from your local Benefits Agency Office.  


	


	Please tick one of the following statements regarding your maternity leave.



	I wish to apply for 26 weeks maternity leave with maternity pay. I understand that I need to give 8 weeks’ written notice to manager/supervisor, if I wish to return early from maternity leave.


	 FORMCHECKBOX 


	I wish to apply for up to 52 weeks maternity leave (39 weeks with maternity pay). I understand that I need to give 8 weeks’ written notice to manager/supervisor, if I wish to return early from maternity leave.  


	 FORMCHECKBOX 


	Employee’s Signature:
	
	Date:
	


	FOR OFFICE USE ONLY

	Date Received by manager/supervisor: -
	

	Employee Qualifies for SMP:
	Yes  FORMCHECKBOX 
                                 No  FORMCHECKBOX 


	Latest Return Date:
	

	Comments:


	


Eligible for SMP
PRIVATE AND CONFIDENTIAL

Date

Dear 

Subject

Congratulations and thank you for telling me about your pregnancy and the date that your baby is due. I am writing to confirm your maternity leave and pay entitlements.

As we have discussed, you are eligible for 52 weeks’ maternity leave (26 weeks’ ordinary maternity leave plus 26 weeks’ additional maternity leave).

You have indicated that you wish to start your maternity leave on [insert date], therefore, your maternity leave will end on [insert date].

If you wish to change either the date your leave starts or your date of return from maternity leave, you must give a minimum of 28 days’ written notice or as soon as it is reasonably practical to do so.

You are eligible for 39 weeks’ Statutory Maternity Pay (SMP). Your maternity pay will be £[insert amount] from [insert date] to [insert date] and £[insert amount] from [insert date] to [insert date].

If you decide not to return to work you must give us the required notice as stated in the Statement of Terms and Conditions issued when you commenced your employment. Your decision not to return will not affect your entitlement to SMP.

I will be contacting you shortly to arrange a health and safety risk assessment to ensure that you and your unborn baby are not exposed to any undue risks in the workplace. 
In the mean time, if you have any questions about any aspects of your maternity entitlement please do not hesitate to contact me. 

With every good wish

Yours sincerely,

Name

Manager/Supervisor

Not Eligible for SMP
PRIVATE AND CONFIDENTIAL

Dear 

Date

Subject

Congratulations and thank you for telling me about your pregnancy and the date that your baby is due. I am writing to confirm your maternity leave and pay entitlements.

As we have discussed, you are eligible for 52 weeks’ ordinary maternity leave without pay (26 weeks’ ordinary maternity leave plus 26 weeks’ additional maternity leave).

You have indicated that you wish to start your maternity leave on [insert date], therefore, your maternity leave will end on [insert date].

If you wish to change either the date your leave starts or your date of return from maternity leave, you must give us a minimum of 28 days’ written notice or as soon as it is reasonably practical to do so.

As we discussed, you are not eligible for Statutory Maternity Pay. Please find enclosed an SMP1 Form which explains why you do not qualify for Statutory Maternity Pay. You may however be entitled to Maternity Allowance. You should take this form to your nearest local Benefits Agency Office and they will be able to tell you more.

If you decide not to return to work you must give us the required notice as stated in the Statement of Terms and Conditions issued when you commenced your employment. Your decision not to return will not affect your entitlement to maternity leave.

I will be contacting you shortly to arrange a health and safety risk assessment to ensure that you and your unborn baby are not exposed to any undue risks in the workplace. 

In the mean time, if you have any questions about any aspects of your maternity entitlement please do not hesitate to contact me. 

With every good wish

Name

Manager/Supervisor

Part 2 – Information for employees

Congratulations on your pregnancy!

This document aims to provide you with information about your entitlement to maternity leave and pay. 

1.
Notifying your employer

1.1
You must notify your manager/supervisor by the fifteenth week before the expected week of childbirth (EWC) or as soon as is reasonably practical: 

a) That you are pregnant

b) The expected week of childbirth

c) The date you expect to commence maternity leave

A Maternity Leave application form (see Appendix A) should be completed and signed. The completed application form should be sent to your supervisor with a MATB1 certificate, which you can get from your doctor or midwife from the 21st week of your pregnancy. Failure to give the required notice and produce a MATB1 certificate may affect your rights to leave and/or pay entitlements.
You may change the commencement date of maternity leave provided you give a minimum of 28 days’ notice. 

1.2

Maternity leave will commence when one of the following events occurs:

a) On the date you notify your employer as being the first day you intend to  start maternity leave; or

b) The baby’s date of birth if he/she is born before the expected week of childbirth; or

c) The date you are first absent from work due to illness, wholly or partly because of pregnancy, provided it is after the start of the fourth week before the expected week of childbirth.

1.3

After you notify your manager/supervisor of your pregnancy, he/she should arrange for a health and safety assessment to be carried out to ensure that you and your unborn child are not exposed to undue risks in the workplace. A similar assessment of risks to mother and child should be made on your return to work. Any concerns about workplace risks should be referred to your manager/supervisor. 

2. 
Time off for antenatal care
2.1
Irrespective of your length of service or hours of work you are entitled to reasonable paid time off during working hours to attend antenatal care appointments. Your manager/supervisor may, at any time, request to see the appointment card.
3. 
Sickness during Pregnancy

3.1 
If you are unable to attend work as a result of ill health wholly or partly because of pregnancy you will be entitled to sick pay in line with sick pay regulations provided this does not occur after the start of the fourth week before the expected week of childbirth. 
4. Maternity Leave

4.1
All pregnant employees are entitled to take up to 52 weeks maternity leave irrespective of their length of service.  This is divided into 2 periods – Ordinary Maternity Leave (26 weeks) and Additional Maternity Leave (26 weeks).

5. Ordinary Maternity Leave (OML)

5.1 Maternity Leave can begin 11 weeks before the expected week of childbirth. You may work later than this if you are fit to do so and there is no unreasonable health and safety risk involved.

5.1 At the end of the 26 weeks’ OML, you will have the right to return to work in the same, or similar, post under the same terms and conditions, with no break in continuous service.  If there is any organisational changes that affects your post you will be included as part of the consultation process.
5.3 
By law a woman is not allowed to return to work within two weeks of giving birth. The two-week period is counted from the actual date of birth.

5.4
If you wish to return early from OML you must give a minimum of 8 weeks’ written notice. Failure to give the required notice may delay your return to work but not beyond the end of the maternity leave period.

6. Additional Maternity Leave (AML)

6.1
At the end of the 26 weeks’ AML, you will have the right to return to work in the same, or similar, post under the same terms and conditions, with no break in continuous service. If there is any organisational changes that affects your post you will be included as part of the consultation process.
6.2
If you wish to return early from AML you must give a minimum of 8 weeks’ written notice. Failure to give the required notice may delay your return to work but not beyond the end of the maternity leave period. 
6.3
There is no right on either side to extend maternity leave beyond the AML entitlement.
7. Statutory Maternity Pay  (SMP)

7.1
If you have completed 26 weeks service at the end of the fifteenth week before the expected week of childbirth (EWC) you shall be entitled to Statutory Maternity Pay* as follows:


 First 6 weeks 

- 
90% of average gross weekly earnings.

Further 33 weeks 
-
Standard rate of SMP (or 90 per cent of the your average weekly earnings if this is less than the Standard rat of SMP)

7.2
The standard rate of SMP is a flat rate set annually by the Government. Information on the current amount can be obtained from your manager/supervisor. 

7.3

If you leave your job voluntarily for a reason not connected with your pregnancy between the qualifying week (the beginning of the fifteenth week before the expected week of childbirth) and the start of maternity leave, you will not be eligible for SMP

7.4
If you are not entitled to Statutory Maternity Pay you may be eligible for Maternity Allowance. If so, the MATB1 form will be returned to you with form SMP1. You must then go to your local Benefits Agency Office to claim Maternity Allowance.

* SMP is only payable to employees who earn above the Lower Earnings Limit (LEL) for National Insurance contributions. The LEL figure is set and reviewed annually by the Inland Revenue. 

8. Contractual Conditions

8.1
You will normally have the right to return to the same job under your original contract of employment and on terms and conditions no less favourable than would have been applicable if you had not been absent.

If it is not possible for you to return to your original job (e.g. because of redundancy or reorganisation), then you will be treated as any other employee in a similar situation. You will be offered an alternative job, if one exists, providing it is suitable and appropriate to your circumstances with terms and conditions no less favourable than if you had been able to return to your original job unless you agree to alternative arrangements.

8.2
If it not possible for you to return to work at the end of your maternity period because of work related issues, you may return as soon as it is practical to do so. This should be discussed and agreed with your manager/supervisor.

8.3
The period of maternity leave absence is regarded as continuous service for all legal and contractual purposes except pension (see section on ‘Pensions’).

8.4
You will be entitled to benefit from any terms and conditions of employment, other than pay, which would apply if you had not been absent for maternity reasons. If a pay award for which you are eligible occurs during the maternity absence period this will be applied on your return. 

8.5
You will continue to accrue annual leave during maternity leave. If you go on maternity leave without taking most of your annual leave due, or start your maternity absence early in the leave year, the leave may be taken in one of the following ways:

a) at the beginning of the maternity leave period, or

b) at the end of the maternity pay period, so extending the weeks for which you receive pay, or

c) in the last weeks before you are due to return to work - in effect returning to paid status before you actually return to work. If you intend to do this you must agree the arrangements with your manager/supervisor at least two months before the end of maternity absence.

These options have the effect of reducing the number of weeks of unpaid maternity absence.
2.6 If you have any accrued but unused holiday entitlement before starting your maternity leave, you will be required to take it prior to maternity leave commencing.

2.7 If you decide not to return to work following maternity leave, you will be paid for any holiday entitlement accrued during maternity leave. Equally if you resign rather than returning to work following maternity leave, and at that time you have taken more holiday than you have accrued during the current holiday year, you will be required on request to repay the equivalent of the excess holiday taken.
9. Pensions

9.1
If you are a member of a pension scheme, you should contact the scheme administrator regarding your entitlements and contributions whilst you are on maternity leave.

10. Premature birth


We hope your pregnancy develops without incident however occasionally a pregnancy does not go to full term. In these circumstances the following arrangements will apply:

10.1
If your baby is born prematurely but after the maternity pay period has started, maternity payments will not be affected and you will continue to be paid in the normal way, as set out above.

10.2
If your baby is born before the commencement of the maternity pay period, then maternity pay will start on the day following the date of the birth. If you are taking advantage of option point 8.5a above and the baby is born before the expected week of childbirth, you should notify your manager/supervisor as soon as possible so they can assess the impact on your annual leave entitlement.  

11. Death of Baby

11.1
If there is a stillbirth or the baby dies after 24 weeks of pregnancy, you will still be entitled to maternity leave and pay as stated above. If this happens before 24 weeks, you will not be entitled to maternity leave and pay as stated above. However, your manager/supervisor should be informed as soon as reasonably possible and suitable arrangements regarding time off and return to work will be discussed and agreed.

12. Extended Leave

12.1
There is no right to extend the period of maternity leave beyond the period of additional leave. If however you are unable to return to work as a result of ill-health you may be entitled to sick pay.

12.2
If the baby is born with a disability it may be necessary to extend the period of leave. The employee may take Parental Leave in addition to maternity leave. This should be discussed with your manager/supervisor to agree suitable arrangements.

12.3
If you are unable to return to work at the end of the maternity leave period as a result of personal problems, a further period of unpaid leave may be granted. In these circumstances you should contact your manager/supervisor as soon as possible to discuss your needs.

13. Communication with employees

13.1
Before you start maternity leave you should discuss with your manager/supervisor what contact and information you would like while you are on maternity leave, for example job circulars, newsletters, information on training and workplace development opportunities. You may prefer not to receive information from the office and you should indicate if this is the case.
14. Keeping in Touch Days

14.1 
Staff are encouraged to make use of Keeping In Touch days as a positive way to keep in contact with developments in their team and department. As work during maternity leave may only take place with the agreement of both parties, you will not be at any disadvantage regarding the options you choose. If the employee is unable or declines the opportunity to work any of the Keeping in Touch Day she is entitled to do so without suffering any detriment.

You will be allowed to work during your maternity leave on ‘Keeping in touch’ days without bringing your maternity leave to an end or losing your entitlement to SMP.

You can work for up to 10 days and there are no restrictions on when these days are taken as long as the two weeks compulsory maternity leave period immediately following birth is avoided.

‘Keeping in touch’ days must be by agreement between you and your line manager, in consultation with the Development and Personnel Office. The days may be used for any activity which would ordinarily be classed as work under your contract, and could be particularly useful in enabling attendance at a conference, training activity, away day, Departmental meeting etc. 

There is no obligation on you to undertake work or on your line manager to provide  work.

You will be entitled to be paid for these Keeping in Touch (KIT) Days, which will be equivalent to a full day’s pay. 

15. Probationary period

15.1
If you commence maternity leave before satisfactorily completing your probationary period, the probation will continue on your return from leave in order to complete the period.

16. Failure to return to work

16.1
If you fail to return to work at the end of your maternity leave period and do not provide a written explanation, you will be considered as having terminated your contract of employment. Your manager/supervisor will write to you, no later than one week from the date you were expected back requesting confirmation that you are not returning and making it clear that failure to reply will be taken as termination of your contract. 




Employee notifies manager/supervisor that she is pregnant


(This should be done as soon as possible or but no later than the 15th week before the expected week of childbirth)





Send out Maternity Information – (Part 2 – information for employees and maternity leave application form)





Employee returns completed form to manager/supervisor by 15th week before the expected week of childbirth





Meet with employee to discuss entitlements, risk assessments and type of contact employee would like during maternity leave, 1 including ‘Keeping in Touch’ days





Remind employee to confirm maternity details.





YES





NO





Send Maternity Confirmation Letter to employee. You must write to your employee within 28 days of her notice about her maternity leave to confirm when she is due back at work.


A file copy of the letter should be kept.





Arrange for a health and safety risk assessment to be carried out with the employee Keep a copy of completed risk assessment form. A further assessment should be carried when the employee returns to work.





If an employee fails to return from maternity leave, seek advice.
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