APPENDIX C: MATERNITY LEAVE: NOTICE OF INTENTION TO
RETURN TO WORK

Please complete this form no later than eight weeks before the return date stated on your
Maternity Entitlement letter. Ensure a copy of the approved form is sent to your HR
Coordinator. Refer to the Maternity, Adoption and Paternity Policy on the Intranet or
contact HR for further guidance.

Return to work details (Please complete all fields)

I will return to work at the end of my maternity leave ]
I will return to work on a different date [ | Specify date: .............ccccovveeeeeneernnnn...

I will not return to work []
| wish to apply for Flexible Working []
To apply for a flexible-working pattern that is different to your current working pattern,
please complete (APPLICATION FOR FLEXIBLE WORKING (FLEX 1) and submit to
your line manager). Further information can be found under Standard Operating

Procedures (SOPs) HR 012/07 on INsite.

Annual leave

| intend to take annual leave following my Maternity Leave: Yes []
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Number of days annual leave

I am returning to work on the following date

Annual leave continues to be accrued during maternity leave as normal and continues to
be calculated over a 12 month period. Your leave year starts on the first day of your
birthday month. For Part-time staff annual leave is proportional to the number of hours
worked per week. This includes time off in lieu for any bank holidays or privilege days
that occur during the period of maternity leave. It is important if you have excess annual
leave that you discuss with your manager a leave plan in reducing your excess hours so
you do not lose any hours at the end of your annual leave year. Annual leave is always
subject to agreement with your line manager. (Please refer to annual leave policy)

Add any comments as appropriate:

Comments

Signed:

Date:

For Human Resources purposes only
Oracle amended to active assignment

Letter sent to employee confirming return

Form forwarded to payroll
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Payroll

Any additional comments




APPENDIX C: MATERNITY FLOW CHART

GP/Midwife confirms that you are expecting a baby

Y
You are entitled to paid time off for antenatal care

You are entitled to 52 weeks’ Maternity Leave regardless of your length of service

'

Will you be in paid service at the time your maternity leave begins and have completed 52 weeks’ continuous
employment within the Civil Service at the beginning of your expected week of childbirth (EWC)?

Yes No
A 4 A 4
Do you intend to return to work at the agency Will you have completed 26 weeks’
following maternity leave and agree to repay continuous employment with the University at
any contractual payment made during that the beginning of trl‘:efﬂ}it: week before your
period if you fail to return?
Yes No
v A 4 v
You are entitled to the following maternity leave You are not entitled to receive SMP
and pay: but may be entitled to Maternity

39 weeks’ maternity leave with Statutory

; - Allowance (39 weeks at the SMP
Maternity Pay (SMP) comprising;

rate or at 90% of your average

Yes e 33 weeks at the SMP standard rate or . O
at 90% of average weekly earnings if wgekly earnings if this is less). _HR
this is less than SMP. will send you a SMP1 form, which
e 6 weeks at 90% of your average weekly explains why you do not qualify for
earnings SMP. Your local job centre office
e Up to 13 weeks’ Additional Maternity will be able to tell you more.

Leave (unpaid)

\ 4

You are entitled to the following maternity
leave and pay:
e 26 weeks’ maternity leave on full pay
¢ 13 weeks at the SMP standard rate or at
90% of average weekly earnings if this
is less than SMP.
e Up to 13 weeks’ Additional Maternity
Leave (unpaid)
l A 4 A 4

To receive your maternity leave and pay entitlements you must complete the form in Appendix A with your
line managers approval and submit this with you MATB1 form to HR at least 15 weeks before your EWC, or
as soon as is reasonably practicable.

HR will send you an email inviting you to a maternity meeting to outline your maternity leave and pay
entitlements and arrangements for your maternity leave.

A4

If you are returning sooner than the date you indicated on your maternity notification form or wish to leave the

agency you must give at least 28 days’ notice of your intention by completing the form in Appendix B and returning
to HR.




