
 

 

 

MATERNITY POLICY 

 

 

Introduction  

1. This policy sets out the procedure for employees on maternity leave and maternity 

pay.   It is not contractual but sets out the way Homemaker will manage maternity 

leave.  

 

2. The Homemaker Maternity Policy provides benefits above the statutory minimum.  

 

3. If you have any questions about this policy or about any other aspect of your 

maternity rights you should speak with your manager. 

 

Principles of the Procedure 

4. These provisions are available from your first day of employment. 

 

5. We will ensure that, if you take leave detailed in this procedure, you are treated in 

a fair and consistent manner. 

 

6. You have the right to return to your role following periods of ordinary and additional 

leave or to an alternative suitable role if that role no longer exists.  Your 

employment remains continuous during this time. 

 

Time off for Antenatal Care  

7. You are entitled to take time off during normal working hours to receive antenatal 

care, although wherever possible you should arrange your appointments at the 

start or end of your working day. Antenatal care includes appointments with your 

GP, hospital clinics and relaxation classes. 

 

8. You should advise your manager that you will be absent as far in advance of your 

appointment as possible, and you may be asked to produce your appointment card. 

 

9. There will be no deduction of salary for attendance at authorised antenatal 

appointments. 

 

Maternity Provision 

Ordinary maternity leave  

10. You are entitled to a 26-week period of ordinary maternity leave irrespective of your 

length of service or the number of hours you work each week. During this time you 

will continue to recieve any contractual benefits you would normally receive as if 

you were at work.  

 

Additional maternity leave  

11. You are entitled to take an additional period of maternity leave of a further 26 

weeks irrespective of your length of service or the number of hours you work each 

week. You can therefore return to work at any time up until the end of 52 weeks 

after you begin your maternity leave.  

 

 



 

 

 

 

 

 

Starting maternity leave  

12. You can choose when to start your maternity leave at any time after the start of the 

11th week before the week in which your child is due. 

 

13. The only exception to this is if you are ill because of your pregnancy at any time 

after the start of the 4th week before your child is due. In such a case Homemaker 

reserves the right to require you to start your maternity leave on the first day of 

your absence. 

 

14. If child birth occurs after 24 weeks and the baby dies you must notify your line 

manager and full maternity provision will still be given.  If less than 24 weeks 

normal absence management procedures apply.  

 

15. You must not work for the two weeks following childbirth, this period is known as 

compulsory maternity leave.   

 

Notification requirements 

16. You should notify your manager at least 15 weeks before the expected week in 

which your child is due (although it is in your best interests to notify your line 

manager as soon as possible.  This must be in writing and contain the following: 

a) Confirmation that you are pregnant 

b) The date maternity leave is required to start from 

c) The week in which childbirth is expected. 

 

17. Where possible the signed MAT B1 form should be supplied at that time, which you 

can obtain from your doctor. If not possible the MAT B1 should be supplied as soon 

as possible.  

 

18. You have a right to change your mind about the date you intend to commence 

maternity leave, provided you give at least 28 days notice prior to the new 

commencement date. 

 

19. You must give adequate notice/evidence as stated, otherwise you may lose the 

entitlement to maternity pay. 

 

20. You are responsible for notifying your manager of the birth of your baby.   

 

Returning from maternity leave 

21. If you return to work at the end of your ordinary maternity leave period you do not 

need to notify your manager in advance of the date of your return. 

 

22. If you wish to return to work before the end of your ordinary maternity leave period 

you must give your manager 8 weeks advance written notice specifying the date of 

your return. 

 



 

23. Your manager is responsible for maintaining contact with you during your maternity 

leave and discussing your return to work with you.  This should include any 

induction back into the work environment.    

 

24. If you return to work after a period of additional maternity leave you need to give 

your manager notice if you wish to return before the end of your additional leave 

period (in which case you must give at least 8 weeks advance written notice) or if 

we write to you requesting confirmation of your intention to return. 

 

25. If you return to work and you have been absent for 12 weeks or more than you will 

receive a short re-induction. 

 

26. If you choose not to return to work you will need to notify your manager in writing 

providing the appropriate notice.   

 

Shared Parental Leave 

27. Shared Parental Leave Is a new entitlement for eligible parents of children due to 

be born or adopted on or after 5 April 2015. Homemaker has a separate policy 

relating to this. 

 

Maternity Pay 

28. To qualify for Statutory Maternity Pay you must have at least 26 weeks' service by 

the end of the 15th week before the week in which your child is due and earn more 

than the National Insurance lower earnings limit.  SMP is payable whether or not 

you intend to return to work.  

 

29. SMP is payable for a maximum of 39 weeks. Week 1 of your maternity pay period 

starts on the first working day after you leave work to start your maternity leave.  

 

30. To claim SMP you must give 28 days’ written notice of your intention to take 

maternity leave. (See notification requirements)  

 

31. The exact amount of SMP that you are entitled to receive will vary depending upon 

your salary and the amount of maternity leave you take. As a general rule you can 

expect to receive 90% of your salary for 12 weeks followed by the lower statutory 

rate for up to a further 27 weeks.  

 

32. Your SMP will be paid into your bank account on the same date that your salary 

would have been payable, and will be subject to deductions for tax, National 

Insurance and pension contributions in the usual way. 

 

33. If you do not qualify for SMP you may be entitled to claim state maternity 

allowance.  

 

Contractual Benefits 

34. When you are absent on ordinary maternity leave, as well as receiving SMP you 

will be entitled to the following: 

 

a. You will continue to accrue holiday entitlement.  

 

b. Any other contractual benefits excluding pay will also be continued. 

 



 

35. When you are absent on additional maternity leave you will receive SMP for the 

first 13 weeks. All other contractual benefits will be stopped. 

 

36. You are also legally allowed to work up to a total of 10 days during your maternity 

leave as “Keeping In Touch” days eg: to attend training events, without it affecting 

your maternity pay.  You will receive paying for any days working during this time.     

 

Health and Safety 

37. Your manager will carry out a risk assessment once they have been notified of your 

pregnancy.  You and your manager are responsible for identifying any potential 

risks.  If any risks are identified, alternative arrangements will be discussed and put 

in place 

 

38. The risk assessment will be reviewed if you decide to work during the 4 weeks 

period prior to the expected week of confinement.  

 

39. If you have any concerns about your own health and safety at any time you should 

speak to your manager immediately. 
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