



Maternity leave and pay
Model policy

Introduction
[Name of school/trust] is committed to supporting good practice in relation to parental rights. In support of this, we provide parental benefits for our staff, including enhanced maternity pay that is above the statutory minimum.
This policy is designed to ensure that all employees of [name of school/trust] are aware of their statutory and contractual maternity rights, and that they are treated fairly and consistently.

Scope
This policy applies to all directly employed pregnant women and new mothers including women who experience a stillbirth (when a baby dies before or during birth, after 24 weeks of pregnancy) or neonatal death (the death of a baby within 28 days of being born) and surrogate mothers.
It covers teachers and support staff regardless of their role, contract type or length, including directly engaged supply staff; it doesn’t cover agency workers.
Staff who have experienced pregnancy loss before 24 weeks of pregnancy, including a miscarriage, ectopic or molar pregnancy or termination, are entitled to up to an additional ten working days of paid pregnancy loss leave under our Pregnancy loss and termination policy.
Risk assessments for pregnant women, time off for antenatal care, sickness during pregnancy, returning to work, flexible working and breastfeeding are covered in our policies on Being pregnant at work, Flexible working and Breastfeeding women at work.



Equality
It is unlawful to treat a woman unfavourably on the grounds of her pregnancy or maternity leave. [Name of school/trust] will promote equality of opportunity in employment for all our employees and is committed to complying with the Equality Act 2010.
[Name of school/trust] has a public sector equality duty to eliminate discrimination, harassment and victimisation; to advance equality of opportunity; and to foster good relations.
[Name of school/trust] will undertake an equality impact assessment of this policy and will ensure that appropriate arrangements are in place to enable the consistent application of this policy.

Maternity leave
All pregnant women, regardless of their length of service with [name of school/trust] or hours worked, are entitled to take up to 52 weeks’ maternity leave.
Employees can decide on how much maternity leave they wish to take; for health and safety reasons, they must take a minimum of two weeks’ ‘compulsory leave’ from the date of childbirth.

Notification
To be eligible to take maternity leave and receive occupational maternity pay, a pregnant woman must provide [name of school/trust], in writing either via letter or email, the following information:
❱ notice that she is pregnant
❱ her expected week of childbirth
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❱ a copy of her maternity certificate (MATB1 form) confirming her expected week of childbirth; this is usually issued by a midwife or GP around the 20th week of pregnancy
❱ the date she intends to start maternity leave.
The notice must be provided by the 14th week before the expected week of childbirth unless there are exceptional circumstances in which case the notice should be provided as soon as possible.
[Name of school/trust] will respond in writing within 28 days, confirming the start and end date of the employee’s maternity leave. [Name of school/trust] will assume that the employee is going to take her full entitlement to maternity leave.
If she wishes to change this date, she will need to give 21 days’ notice of the change. If the employee starts maternity leave on a different date to that in her original notification, she will receive a new confirmation of her expected return-to-work date.
Within 14 days of being notified of an employee’s intention to take maternity leave [name of school/ trust] will provide a full breakdown of how maternity pay has been calculated, a maternity pay forecast for each week of absence, and when it will finish.
A revised breakdown, forecast and pay adjustment will be provided within 14 days of any pay increase during a woman’s pregnancy or maternity leave.

Statutory maternity pay
To qualify for statutory maternity pay (SMP), an employee is required to have worked for her employer continuously for at least 26 weeks continuing into the ‘qualifying week’ – the 15th week before her expected week of childbirth.

Maternity allowance
If a pregnant woman does not qualify for statutory maternity pay [name of school/trust] will issue her with a SMP1 form within five days of making this decision, to enable her to claim maternity allowance (MA).
Maternity allowance is payable if a woman has been employed for at least 26 (non-consecutive) weeks in the 66 weeks before her baby is due, and she must have been earning (or classed as earning) £30 a week or more for at least 13 weeks of her employment.
Maternity allowance is paid for 39 weeks and is not taxable or pensionable.


Occupational maternity pay
[Name of school/trust] has not placed a qualifying length of service requirement for contractual maternity pay.
Employees of [name of school/trust] will be entitled to six months’ maternity pay on full pay, followed by six months on half pay.

Multiple births
Where there are multiple births, paid special leave will be considered in addition to maternity leave entitlements in order to best support the health and wellbeing of the mother and her babies. Qualifying parents will also be entitled to 13 weeks of parental leave in respect of each child up to the age of five years, or up to the age of 18 if the child is disabled.

Starting maternity leave
Pregnant women may start their maternity leave on any day of the week they wish.
The earliest date maternity leave can start is 11 weeks before the expected week of childbirth, and the latest is the day that the child is born. If the baby is born earlier than the date notified to [name of school/trust], maternity leave will start from the day after the baby is born. In this circumstance, the mother should notify her line manager as soon as is reasonably practicable, and provide a document signed by a doctor or midwife that confirms the actual date of birth.
If a pregnant woman is absent on sick leave for a whole day with a pregnancy-related illness within four weeks of her expected week of childbirth, this will trigger the start of her maternity leave automatically. Her maternity leave and pay will start on the day after the first full day of her absence in the four-week period.
If the illness is not related to her pregnancy, she is entitled to remain on contractual sick leave until the maternity leave start date originally notified to the [name of school/trust], or when her baby is born, whichever is earlier. She will be required to provide medical statement/fit notes if the absence lasts for seven calendar days or longer.




Terms and conditions during maternity leave
During maternity leave, a woman’s terms and conditions will remain the same as other staff 
except for her salary; and her maternity leave will count as continuous service.

Salary increases
Maternity leave counts as employment for the purposes of annual increments on pay scales. Any salary increases arising while a woman is on maternity leave will increase the amount of her occupational maternity pay.
[Name of school/trust] recognises that where a woman is on maternity leave, it would be unlawful to deny pay progression because of her pregnancy, maternity or childbirth.
[Name of school/trust] will ensure that pregnant women and new mothers will receive the benefit of any pay rise that they would have received had they not been pregnant or on maternity leave. This applies to any increase in pay, such as performance-related pay, an annual cost-of-living increase, and any other increase due to a pay increment, promotion or re-grading. Teachers who are pregnant, on maternity leave or returning from maternity leave will continue to progress on the main pay scale or the upper pay scale.
Where a pay rise is effective between the start of the calculation period for SMP (eight weeks before the 15th week before the expected week of childbirth) and the end of maternity leave, [name of school/trust] will re-calculate the employee’s average earnings, backdate the increase to the initial SMP payment and pay her any additional SMP to which she is entitled.
Where a pay rise results in an employee in receipt of MA now qualifying for SMP, [Name of School/Trust] will re-calculate the employee’s average earnings, confirm her qualification for SMP and process any back pay due to her.
Where a pay rise is effective during an employee’s maternity leave, her occupational maternity pay will be recalculated and increased from the date of the pay rise.
The employee’s substantive salary will be adjusted to reflect the pay rise upon her return to work.
A revised breakdown, forecast and pay adjustment will be provided within 14 days of any pay increase during a woman’s pregnancy or maternity leave.



Keeping in contact
Before a woman starts her maternity leave, her line manager will arrange a meeting to discuss how she would prefer to maintain contact during her maternity leave and agree the frequency and method of communication. Contact may be agreed, for example, to discuss her plans to return to work; to inform her of any job opportunities; to discuss any special arrangements for training; to update her on developments at work during her absence; and/or to discuss a supportive induction on returning to work after her maternity leave. Women on maternity leave will not be expected to undertake work as part of these contact arrangements.
Keeping in touch (KIT) days
To support new mothers back in to work, employees will be encouraged, if they wish, to work or attend training for up to ten days during maternity leave without bringing their period of maternity leave to an end or impacting on their right to maternity pay – these are known as keeping in touch (KIT) days.
Any work carried out on a KIT day, or part of a working day, will count as one full KIT day. Employees will be paid at their normal rate of pay for any KIT days taken.

Pension contributions
During paid maternity leave, employees will be credited with service in the pension scheme. They will pay contributions based on the pay they receive during maternity leave. Further information is available from HR.

Returning to work
There is no requirement on a new mother to inform the [name of school/trust] if she returns to work on the date notified to her by the employer at the start of her maternity leave. If she wishes to return earlier than this date, she is required to give 21 days’ notice.
A woman who returns to work after ordinary maternity leave (the first 26 weeks) on her previous contract (ie the same hours), will return to the same job with the same terms and conditions as before, subject to any increase in salary.
A woman who returns after additional maternity leave (second 26 weeks) may either return to her original role or, if there are exceptional reasons as to why that is not reasonably practicably possible, she will return to a similar role. This will be discussed and agreed 




with her, and the role will not be on a lower salary or have reduced responsibilities.

Sickness
If a new mother is not able to return to work at the end of her maternity leave due to sickness, the normal arrangements for reporting procedures for sickness absence will apply, and she will receive her contractual sick pay entitlement.

Shared parental leave (SPL)
Shared parental leave (SPL) allows the mother of the child to end her maternity leave/pay early so that one or both parents can take leave in a more flexible way during the baby’s first year. Parents can decide to be off work at the same time or take periods of leave separately. They must both satisfy the qualifying criteria and decide how to divide the total SPL and pay between them.
A mother has to take a minimum of two weeks’ leave after she has a baby, but the remaining 50 weeks’ leave can be shared between both parents. SPL for the other parent/partner can start before the mother’ maternity leave has ended, provided she has given her binding notice to [name of school/trust] that the maternity leave will come to an end early. Further information on the process and notice requirements is available on the ACAS website at acas.org.uk/shared-parental-leave-and-pay

Neonatal leave
We note that mothers and parents of babies in neonatal care will be entitled to additional statutory paid leave of up to 12 weeks from 2025.
[Name of school/trust] recognises the emotional and financial difficulties which arise from premature births and situations where a newborn is immediately hospitalised after the birth.
In supporting this, if a parent’s newborn receives neonatal care for more than seven continuous days before the age of 28 days, employees will be entitled to an additional 12 weeks of leave on full pay to add at the end of their maternity leave, or longer depending on individual circumstances.

Resigning from post
New mothers will be encouraged to return to work and [name of school/trust] will take positive steps to facilitate returning to work and flexible working.

If an employee wishes to resign from her post while on maternity leave, she would still be subject to the normal contractual resignation dates, unless agreed otherwise with [name of school/trust] on a discretionary basis.
[Name of school/trust] does not require staff to work a certain number of weeks to retain their occupational maternity pay.

Redundancy or reorganisation
If [name of school/trust] undergoes any reorganisation while a woman is on maternity leave, she will be fully involved and consulted during the process. No woman will be selected for a reason related to her pregnancy, maternity or childbirth – a dismissal on these grounds would be automatically unfair and regarded as unlawful discrimination.
If an employee’s job is at risk of redundancy, the following employees will be prioritised and given first refusal on any suitable alternative vacancy (if there is one), without having to go through a competitive interview process:
❱ Pregnant women – have priority from the date they give notice of pregnancy.
❱ Women on maternity leave – have priority during maternity leave until 18 months from the expected date of childbirth (or date of childbirth if notice has been given of the date of childbirth). This includes women who have a stillbirth after the end of 24 weeks of pregnancy or whose baby is born alive at any stage of her pregnancy but does not survive.
❱ Women who are not entitled to maternity leave – have priority from the date that she notifies her employer of her pregnancy until two weeks after the end of her pregnancy. This includes women who have had a miscarriage before the end of 24 weeks of pregnancy.

Review and monitoring
This policy will be reviewed biennially, in consultation with the recognised unions, to ensure consistency, fairness and effectiveness, and to reflect any changes in employment legislation.
[Name of school/trust] will monitor, review and report on the outcomes and impact of this policy 
annually and in line with the Equality 
Act 2010.
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