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1. Purpose
1.1. Employees are advised to inform their line manager as soon as possible upon confirmation of pregnancy. This policy is intended to summarise your statutory rights to antenatal care and maternity leave. 
1.2. For information about your potential entitlement to shared parental leave, see our Shared Parental Leave Policy.  
1.3. The following abbreviations are used in this section:
1.3.1. EWC 	Expected Week of Childbirth – the week, starting on a Sunday, in which your doctor or midwife expects you to give birth
1.3.2. SMP		Statutory Maternity Pay
1.3.3. QW		The Qualifying Week for SMP – the 15th week before the EWC


2. Pregnancy in work – Health and Safety
2.1. On becoming pregnant, you should notify your line manager as soon as you feel able to do so. This is important because we want you to have a safe pregnancy at work and once you inform us that you are pregnant, we will conduct a Risk Assessment to assess any hazards or risks to you or your baby. We will consider any safety issues or concerns that you may have, and we will look to eliminate any risks to you during your pregnancy. We will continue to monitor you throughout your pregnancy, and you should make us aware if there are any changes for you around coping with work throughout your pregnancy. 
2.2. You should also make us aware if your doctor has identified any potential risks to your health or the unborn child, with a doctor’s certificate we may look at suitable alternatives to redeploy you at work. If it is not possible to alter your working conditions to remove the risks to your health and there is no suitable alternative work to offer you on a temporary basis, it may be necessary to ‘suspend you ’ on maternity grounds’ from work until such time as there is no longer risks to you or your unborn child. If you are ‘suspended on maternity grounds’ it does not affect your statutory or contractual rights and maternity rights.  You will be entitled to receive your normal salary and contractual benefits during the period of your suspension, unless you have unreasonably refused an offer of suitable alternative employment. 


3. Antenatal care appointments
3.1. Once you have notified us that you are pregnant; you will be entitled to attend any antenatal care appointments such as midwife, doctors or hospital appointments or parenting classes, this will be paid time off work.  We would ask you to let your line manager know with as much notice as possible when the appointments are. You may be asked to bring in or send copies of your appointment cards by your line manager. 
3.2. Wherever possible, you should arrange appointments outside of working hours. If this is not possible, they should be arranged for a time when disruption to the business is minimised, usually at the start or end of the working day. You should try to give us as much notice as possible of appointments.


4. Non-pregnant parent time off to attend antenatal care appointments
4.1. The non-pregnant parent (e.g. father, mother, or partner) who work for us are also entitled to take unpaid time off to accompany the expectant mother to two antenatal appointments, for example to attend the 12 week and 20 week scan. We would ask you to let your line manager know with as much notice as possible when the appointments are and bring in any appropriate appointment cards to show your line manager.  
4.2. The non-pregnant parent of your expected child who does not work for Disability Sport Wales may be eligible to take time off to accompany you to antenatal appointments and should make enquiries of their own employer in this respect. 


5. Sickness absence during pregnancy 
5.1. If you are absent from work during pregnancy due to sickness, you will receive normal sick pay as you would during any other absence, provided you have not started your OML. You must notify your line manager that you are absent from work wholly or partly because of pregnancy as soon as reasonably practicable and, until your maternity leave commences, you are still required to comply with the reporting procedure set out in the Sickness Absence Management Policy.
5.2. However, if you are absent for a pregnancy-related illness after the start of the fourth week before your EWC as notified by your MATB1 form, your OML will start automatically.  


6. Eligibility for Maternity Leave
6.1. In order to be eligible for paid maternity leave through DSW you must:
6.1.1. Have 26 weeks' continuous service by the end of the qualifying week (QW)
6.1.2. Have normal weekly earnings in the eight weeks up to and including the QW (see below) are not less than the lower earnings limit for the payment of National Insurance contributions
6.1.3. Still be pregnant 11 weeks before the start of the expected week of childbirth (EWC) (or you have given birth)
6.1.4. have provided a MAT B1 certificate stating your EWC
6.1.5. give the company proper notification of your pregnancy in accordance with the rules set out above
6.2. If you have not worked for DSW for 26 consecutive weeks prior to the end of your Qualifying Week then you may be eligible for Maternity Allowance instead.

	
7. Maternity Leave/Time off from Work
7.1. Statutory Maternity Leave is 52 weeks regardless of your length of service or how many hours you work or how much you are paid.  The leave is split in to two parts Ordinary Maternity Leave (OML) for the first 26 weeks and Additional Maternity Leave for the last 26 weeks (AML).
7.2. To qualify for Maternity Leave you must tell us by the end of the 15th week before the baby is due that you:
7.2.1. Are pregnant
7.2.2. The expected week of childbirth
7.2.3. The date you wish to start maternity leave


8. Notification requirements
8.1. You should complete the attached “Request for maternity leave and statutory maternity pay” form and provide us with a copy of your MATB1 form at least 15 weeks before the baby is due. We also require a medical certificate confirming your pregnancy or a MATB1 form. 
8.2. Around the 20th week of pregnancy you will be provided with a MATB1 certificate by your doctor, midwife or medical practitioner, which will tell you when your baby is due or your Expected Week of Childbirth (EWC).  You must show us this form and a copy will be taken to ensure that you are paid the correct Statutory Maternity Pay (if you qualify). The certificate must have both your doctor’s name and address on it, or if issued by a midwife, their name and registration number.


9. When you can start maternity leave 
9.1. You can choose to start your maternity leave at any time from the 11th week before the EWC.
9.2. Maternity leave and SMP will start on the day you have chosen, unless: 
9.2.1. Your baby is born before the date you have chosen as the start of your maternity leave. In this case, your maternity leave and SMP will start on the day after the birth of your child. You must let us know the date of the birth in writing as soon as possible or you risk losing your rights 
9.2.2. You are absent from work for a pregnancy-related reason in the four weeks before your EWC. In this case, your maternity leave and SMP will start on the day after your first day of pregnancy-related absence. Again, you must let us know that you are absent for a pregnancy-related reason as soon as possible so as not to risk losing your rights
9.2.3. You must take two weeks OML immediately after the birth or four weeks if you are a The Company worker


10. Changing the start of maternity leave
10.1. You can bring forward the date you want to start your maternity leave by giving us written notice at least 28 days before the new start date or, if this is not possible, as much notice as you reasonably can.  
10.2. You can postpone your intended start date by giving us written notice at least 28 days before the original intended start date or, if this is not possible, as much notice as you reasonably can.


11. Return to work date
11.1. Once we know the date you intend to start your maternity leave, we will write to you within 28 days to inform you of the date of the last day of your maternity leave. If you change the day you want to start your maternity leave, or your maternity leave is automatically triggered by your child's birth or by a pregnancy-related absence in the four weeks before the EWC, the last day of your maternity leave will change. In this case we will write to you again advising you of the new end date.
11.2. We will assume that you will take the full one year’s maternity leave when calculating the end date. You can return sooner than this if you wish, but you must give us at least eight weeks’ written notice.

12. Shared parental leave
12.1. You and/or your baby’s other parent may, subject to eligibility requirements, choose to opt into the shared parental leave scheme.  See the DSW Shared Parental Leave Policy for further details, and how this would affect your maternity leave and pay entitlements.
 

13. Maternity Pay
13.1. When on maternity leave you will qualify for statutory maternity pay (SMP) for 39 weeks, as long as:
13.1.1. You have 26 weeks' continuous service by the end of the qualifying week (QW) (see below)
13.1.2. Your normal weekly earnings in the eight weeks up to and including the QW (see below) are not less than the lower earnings limit for the payment of National Insurance contributions
13.1.3. You are still pregnant 11 weeks before the start of the expected week of childbirth (EWC) (or you have given birth)
13.1.4. You have provided a MAT B1 certificate stating your EWC
13.1.5. You give the company proper notification of your pregnancy in accordance with the rules set out above
13.2. The QW is the 15th week before the EWC. The EWC is the week in which your baby is due. A week for this purpose runs from Sunday to Saturday, so if your baby is due on a Wednesday your EWC starts on the Sunday before. Your GP or midwife will supply you with a MB1 form which will confirm your EWC.
13.3. The lower earnings limit is reviewed annually. We will inform you if your normal weekly earnings are below the lower earnings limit.
13.4. In the devastating event that you lose a child after 24 weeks of pregnancy, or during maternity leave, you will not lose your entitlement to maternity leave and pay. 

14. Parental Bereavement Leave
14.1. Under The Parental Bereavement (Leave and Pay) Act 2018, bereaved parents have the right to two weeks of leave following the loss of child under the age of 18, or a stillbirth after 24 weeks of pregnancy. 
14.2. You are entitled to take your leave in one two-week block or in two separate blocks of one week. The leave must be taken before the end of a period of at least 56 days beginning with the date of the child’s death. Mothers who lose a child after 24 weeks of pregnancy, or during maternity leave, will not lose their entitlement to maternity leave and pay. Rights to paternity leave and shared parental leave (where notice of leave has been given) will generally also be maintained in these circumstances.

15. What pay you will receive
15.1. For the first six weeks, SMP is paid at the higher rate, which is equivalent to 90% of your average weekly earnings calculated over the period of eight weeks up to and including the QW.  For the purpose of calculating average weekly earnings, shift allowances, on-call allowance, over-time payments, bonuses and commission are all included.
15.2. The standard rate of SMP is paid for the remaining 33 weeks (or less if you decide to return to work sooner).  This is paid at a rate set by the Government for the relevant tax year, or 90% of your normal weekly earnings calculated over the period of eight weeks up to and including the QW if this is lower than the Government’s set weekly rate.
15.3. If you become eligible for a pay rise between the start of the original calculation period and the end of your maternity leave (whether ordinary or additional maternity leave), the higher or standard rate of SMP will be re-calculated to take account of your pay rise, regardless of whether SMP has already been paid.  This means your SMP will be re-calculated and increased retrospectively, or that you may qualify for SMP if you did not previously.  You will be paid a lump sum to make up any difference between SMP already paid and the amount payable as a result of the pay rise.
15.4. Payment of SMP cannot start prior to the 11th week before your EWC.  SMP can start from any day of the week in accordance with the date you start your maternity leave.  
15.5. SMP is payable whether you intend to return to work after your maternity leave.
15.6. It is important for maternity pay purposes that you notify your line manager if, during the maternity pay period, you are taken into legal custody or start to work for another employer.
15.7. To claim SMP, you must give us 28 days’ notice of the date you want this to start. In practice it is usually easiest if you give this notice at the same time as notifying us of the date you want your maternity leave to start.  The attached form contains a box for this purpose.
15.8. You will be paid SMP on your normal pay day, subject to deductions for tax and National Insurance contributions.
15.9. If you are not entitled to SMP we will give you a form explaining why not. This form can be used to apply for Maternity Allowance from the Department of Work and Pensions should you meet their qualifying conditions. 

16. Keeping in touch during maternity leave 
16.1. Shortly before your maternity leave starts, your line manager will discuss with you the arrangements for you to keep in touch during your leave, should you wish to do so. We may be in touch with you occasionally during your maternity leave, for example to update you on the situation at work or to discuss arrangements for your return. 
16.2. You can also work or attend training for up to ten days during your maternity leave without affecting your rights to SMP or interrupting your maternity leave, except for the two weeks after the birth. These are known as “keeping in touch days” and are entirely optional. We will aim to agree an appropriate rate of pay with you in advance for any such days which we agree you will work. Any keeping in touch days worked do not extend the period of your maternity leave.  Once the keeping in touch days have been used up, you will lose a week’s SMP for any week in which you agree to work. 

17. Job on return
17.1. Whilst you are under no obligation to do so, it would assist us if you could confirm as soon as convenient during your maternity leave that you will be returning to work as expected. Unless notified otherwise, we will expect you to return to work on the date that you have notified us that when you commenced your leave. If you decide to return to work within 26 weeks, you are entitled to return to the same job. If you return to work after 26 weeks, or after a period of at least 4 weeks parental leave on top of a period of ordinary maternity leave, and it is not reasonably possible for you to return to the same job, you are entitled to an alternative position on no less favourable terms and conditions.
17.2. If you are unable to return to work following the end of your maternity leave for medical reasons you will need to submit a medical certificate. The normal arrangements for sickness absence will apply. In any other case, late return without prior authorisation may be treated as unauthorised absence.
17.3. If you are interested in applying for different working arrangements on your return to work, you should refer to the DSW Flexible Working Policy. If you want the changes to start on your return from maternity leave, you need to ensure that you make your application in the appropriate time requirements. There is no automatic right to return to work on a part-time basis or make other changes to your working pattern at the end of your maternity leave.  However, all requests for part-time work or other flexible working arrangements will be considered in line with the operational requirements of the Company’s business.
17.4. Returning to work after maternity is different for every working parent and we realise that women will react in different ways once returning to the workplace.  The policy is to outline all your rights and responsibilities, but it cannot consider emotional impact. If you do feel that you need additional support or feel that you are not coping with the initial transition back into the workplace, then speak to your line manager or the CEO. Disability Sport Wales places high value on the welfare of its people and we are here to ensure that your experience back into work is a positive one.

18. Resignation
18.1. If you wish to resign from DSW, you must give the correct amount of notice which is due under your contract of employment. You will retain your full entitlement to SMP unless you start working for a new employer after your baby is born.

19. Benefits during leave
19.1. DSW will maintain your contractual benefits, except for salary.  Any benefits in kind, holiday entitlements will continue to accrue and pension contributions will continue to be made.  Salary will be replaced by statutory maternity pay (SMP) if you are eligible to receive it.  On resuming work after maternity leave, you will be entitled to benefit from any general pay increases that may have been awarded in your absence.

20. Holiday during maternity leave 
20.1. If the holiday year is due to finish during your maternity leave or shortly after it ends you should plan with us to use your holiday entitlement before starting your maternity leave. Alternatively, you might consider ending your maternity leave early and transferring onto paid holiday in order to use up your entitlement. 
20.2. Under the Annual Leave Policy, holiday entitlement cannot be carried over from one holiday year to the next unless in exceptional circumstances and with the written permission of your line manager. Normally, we would expect you to plan your maternity leave to enable you to take your holiday entitlement in the relevant holiday year. However, if there are circumstances where this is not possible, please speak to your line manager. 

21. Pension
21.1. For as long as you are receiving SMP we will continue to make employer contributions into the scheme based on what your earnings would have been if you were not on maternity leave. You must continue to make contributions based on the maternity pay you are receiving, although you can make additional contributions if you wish to do so.

22. Status of this policy
22.1. We will comply with our statutory duties as stated in law with regards to maternity leave. This policy does not give contractual rights to individual employees. DSW reserves the right to alter any of its terms at any time although we will notify you in writing of any changes.
22.2. This policy is reviewed in line with our Policy Review Matrix and is owned by the Governance Committee.
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Request for maternity leave and statutory maternity pay


To qualify for maternity leave you must complete and return this form to your Line manager by the end of the 15th week before your EWC.  This form will also cover your notice requirements if you wish to claim SMP (in respect of which you are obliged to give 28 days notice).  You will also need to provide us with a medical certificate (MATB1 form) once you receive this from your doctor, midwife or medical practitioner. 


	First name(s)
	

	Surname
	

	Department
	

	National Insurance (NI) number
	


My dates for pay and leave

	I am expecting a baby on
		/	/

	If the baby has been born, please enter the actual date of birth
		/	/

	I would like my maternity leave and SMP to start on
		/	/




I enclose my MAT B1 certificate / I do not yet have my MAT B1 certificate but will provide it as soon as possible*.

* delete as appropriate

I confirm that the information given above is true and accurate. I understand that the Company Secretary will keep a record of my maternity leave in my personnel file.




Signature  	


Date  	
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