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1. INTRODUCTION

This policy sets out RCLC’s approach to supporting employees during pregnancy, maternity leave and return to work. It ensures that employees are treated fairly and consistently and that RCLC complies with current UK employment legislation.

RCLC is committed to supporting the health, wellbeing and safety of pregnant employees and to ensuring that no employee is disadvantaged because of pregnancy, maternity leave or related circumstances.

2. SCOPE

This policy applies to all employees of RCLC, regardless of hours worked or length of service.
Statutory maternity leave is available from the first day of employment. Eligibility for maternity pay will depend on statutory criteria, including length of service and earnings.

3. RESPONSIBILITIES

· Board of Trustees - Responsible for approving and overseeing this policy and supporting its consistent application where required.
· CEO - Responsible for implementing the policy, supporting employees, ensuring compliance with legal requirements, and taking appropriate advice where necessary, ensuring decisions are fair, consistent and appropriately documented.
· Employees - Responsible for notifying RCLC of pregnancy and intended maternity leave in line with this policy.

4. RELATED POLICIES

This policy should be read alongside:
· Absence and Annual Leave Policy 
· Health and Safety Policy 
· Equality Policy 
· Data Protection Policy 
· Employee Contracts 

5. DEFINITIONS

· Expected Week of Childbirth (EWC) - The week, starting on a Sunday, in which the baby is due.
· Qualifying Week - The 15th week before the EWC.
· Statutory Maternity Pay (SMP) - Statutory payment made to eligible employees during maternity leave.


6. MATERNITY LEAVE

Employees are entitled to up to 52 weeks’ maternity leave, made up of:
· Ordinary Maternity Leave (OML), first 26 weeks 
· Additional Maternity Leave (AML), following 26 weeks 

Maternity leave can start:
· from the 11th week before the EWC 
· automatically if the employee gives birth early 
· automatically if pregnancy-related sickness occurs in the 4 weeks before the EWC 

Employees must take a minimum of 2 weeks’ leave after childbirth.

7. MATERNITY PAY

Employees may be entitled to Statutory Maternity Pay (SMP) if they meet statutory eligibility criteria. SMP is paid as follows:
· First 6 weeks, 90% of average weekly earnings 
· Next 33 weeks, statutory rate or 90% of average weekly earnings, whichever is lower 

Employees who do not qualify for SMP may be eligible for Maternity Allowance. RCLC does not provide enhanced contractual maternity pay unless stated in the employee’s contract.

8. NOTIFICATION REQUIREMENTS 

Employees should inform the CEO as soon as reasonably practicable of their pregnancy. By the qualifying week, the employee must provide:
· confirmation of pregnancy 
· expected week of childbirth 
· intended start date of maternity leave 

A MAT B1 certificate must be provided. RCLC will confirm maternity leave arrangements in writing within 28 days.  Further detail on medical evidence, employee consent and related rights is set out in the Annexe: Medical Evidence.

If it is not reasonably practicable to provide this information by the qualifying week, the employee must provide it as soon as reasonably practicable.

9. RIGHTS DURING PREGNANCY

· Antenatal care - Employees are entitled to reasonable paid time off for antenatal appointments.
· Health and safety - RCLC will carry out an individual risk assessment and take appropriate steps to reduce risks. This may include adjustments to duties, working conditions or hours. Where risks cannot be adequately controlled, suitable alternative work or suspension on full pay may be considered.
· Pregnancy-related sickness - Pregnancy-related sickness absence will be recorded separately and must not be used to the employee’s detriment, including in absence management, disciplinary decisions, redundancy selection or promotion decisions.

10. RIGHTS DURING MATERNITY LEAVE

· Terms and conditions - All contractual terms continue during maternity leave, except for pay.
· Annual leave - Annual leave continues to accrue during maternity leave. Where leave cannot reasonably be taken, may be carried forward where required by law or where it has not been reasonably practicable to take it.
· Pension - Pension arrangements will continue in line with statutory requirements and scheme rules.
· Pay increases - Any pay increases will be applied in line with statutory requirements and reflected in maternity pay calculations where applicable.
· Contact during leave - Reasonable contact may take place during maternity leave to:
· provide updates 
· discuss return to work 
· inform the employee of relevant workplace developments 
Contact will be appropriate and not excessive.
· Keeping in touch (KIT) days – Employees may work up to 10 KIT days during maternity leave by mutual agreement. These are optional and paid at the normal rate unless otherwise agreed.

11. RETURNING TO WORK

Employees are expected to return on the agreed return date unless they notify RCLC otherwise. A minimum of 8 weeks’ notice is required to return early. If an employee does not return, contractual notice must be given.

12. RIGHTS ON RETURN

· Right to return
· After up to 26 weeks’ leave, employees return to the same role 
· After more than 26 weeks, employees return to the same role unless not reasonably practicable, in which case a suitable alternative role will be offered 
· Flexible working - Employees may request flexible working from the first day of employment in line with statutory rights.
· Breastfeeding - RCLC will provide reasonable facilities and adjustments to support breastfeeding employees.
 
13. REDUNDANCY PROTECTION

Employees who are pregnant, on maternity leave, or within the statutory protected period following maternity leave are entitled to priority consideration for suitable alternative roles in redundancy situations.

RCLC will comply with all statutory redundancy protection requirements.



14. PROTECTION FROM DISCRIMINATION AND DISMISSAL

Employees are protected from discrimination, detriment or dismissal related to pregnancy or maternity. Dismissal for a reason connected to pregnancy or maternity leave will normally be automatically unfair. Any formal process relating to dismissal will follow a fair procedure in line with ACAS guidance, including the right to be accompanied at formal meetings.

15. TERMINATION OF EMPLOYMENT

If employment ends during maternity leave, statutory entitlements will be applied in accordance with current legislation. SMP may continue where statutory conditions are met.

16. EQUALITY AND DIVERSITY

RCLC is committed to equality of opportunity and will ensure that no employee is treated less favourably because of pregnancy, maternity, or any protected characteristic. All decisions under this policy will be fair, consistent and non-discriminatory.

17. STORING PERSONAL INFORMATION

The table below outlines how RCLC complies with UK GDPR and the Data Protection Act 2018 in relation to maternity-related data. Further details are set out in the Data Protection Policy, Confidentiality Policy and Privacy Notice.
	Holding your personal information
	RCLC processes personal data to administer maternity leave and pay, meet legal obligations, and support employee wellbeing. This includes pregnancy notifications, medical information, leave dates and pay records.

	Lawful basis for processing
	Processing is carried out under legal obligations (employment law), performance of contract, and legitimate interests. Health-related data is processed as special category data where necessary for employment and social protection law.

	How your personal information will be stored
	Personal data will be stored securely in locked cabinets and/or password-protected electronic systems with restricted access on a need-to-know basis.

	How long we will store your information for
	Information will be retained only for as long as necessary in line with legal, regulatory and operational requirements, and in accordance with RCLC’s data retention schedule.

	The type of information that we will store
	This may include contact details, payroll information, maternity leave dates, medical certificates (e.g. MAT B1), and any relevant correspondence.

	Why we will keep your information
	To administer maternity leave and pay, ensure health and safety compliance, meet legal obligations, and manage employment records appropriately.

	Your rights
	Employees have the right to access, correct or request deletion of their personal data where appropriate, subject to legal requirements.





Appendix 1: Maternity Leave Confirmation Letter
Dear [Employee Name]
Thank you for confirming your pregnancy and your expected week of childbirth.
This letter confirms your maternity leave arrangements.

Based on the information provided:
· Your maternity leave is due to start on: [insert date] 
· If you take your full entitlement, your expected return date will be: [insert date] 

You are entitled to up to 52 weeks’ maternity leave, made up of Ordinary and Additional Maternity Leave. You are protected from discrimination and unfair treatment related to pregnancy or maternity leave.

You are eligible / not eligible for Statutory Maternity Pay (SMP).
[Delete as appropriate]

If eligible, your SMP will be paid as follows:
· First 6 weeks: 90% of your average weekly earnings 
· Next 33 weeks: statutory rate or 90% of your average weekly earnings (whichever is lower) 

If you wish to change your maternity leave start date, please provide at least 28 days’ notice where possible. If you wish to return to work earlier than your expected return date, you must give at least 8 weeks’ notice.

We will carry out a pregnancy risk assessment to ensure your health and safety at work. Please let us know if you have any concerns.

We will agree how to keep in touch during your maternity leave, including any updates you would like to receive.

If you have any questions, please contact me.

Yours sincerely

[Name]
CEO








Appendix 2: RCLC Maternity Plan
How to use this plan
This plan supports maternity notification, leave planning and return to work arrangements. It should be completed by the employee and discussed with the CEO.

The plan has three parts:
· Part A confirms eligibility and key dates 
· Part B records maternity leave intentions and contact preferences 
· Part C is used if return dates change 

Personal data collected in this form will be processed in accordance with RCLC’s Data Protection Policy, Privacy Notice, UK GDPR and the Data Protection Act 2018.

Part A – Notification and eligibility

To the CEO
I am notifying RCLC that I am pregnant and confirming my maternity leave intentions.

1. Personal details

Your Name: ___________________________

Your Job title: ________________________

CEO at RCLC Name: ____________________________

2. Expected week of childbirth (EWC)

My baby is due in the week beginning (Sunday):

The expected week of childbirth is the week, beginning on a Sunday, in which your baby is expected. This is stated on your MATB1 certificate.

3. MATB1 certificate

Tick as appropriate:

☐ Provided

☐ Enclosed with this form

☐ Will be provided as soon as reasonably practicable

The MATB1 must be provided in line with statutory notification requirements.

4. Qualifying week

The 15th week before my expected week of childbirth begins on:
This date is used to determine eligibility for Statutory Maternity Pay (SMP).
5. Continuous service

By this date, I will have at least 26 weeks’ continuous service with RCLC:

☐ Yes

☐ No

If no, you may still qualify for Maternity Allowance and are entitled to maternity leave.
Further detail on medical evidence and employee rights is set out in the Annexe: Medical Evidence.

Part B – Maternity leave and contact arrangements

6. Intended start date of maternity leave

I intend to start my maternity leave on:

Maternity leave can start any time from the beginning of the 11th week before the expected week of childbirth. It may start earlier in certain circumstances, including pregnancy-related absence.

7. Maternity leave entitlement

Maternity leave can last up to 52 weeks in total:
· 26 weeks Ordinary Maternity Leave 
· 26 weeks Additional Maternity Leave 

8. Intended return to work

Please complete one option:

☐ I intend to take my full maternity leave and return on:

☐ I intend to return earlier on:

You must provide at least 8 weeks’ notice if you wish to change your return date.









9. Contact during maternity leave

I would like to be kept informed about workplace developments during my maternity leave:

☐ Yes

☐ No

Preferred method of contact:
☐ Email
☐ Telephone
☐ Letter

If no preference: ☐

RCLC will maintain reasonable and appropriate contact during maternity leave where necessary. Contact will be supportive and not excessive.

10. Keeping in Touch (KIT) days

I am interested in discussing Keeping in Touch (KIT) days:

☐ Yes

☐ No

KIT days allow up to 10 days’ work or training during maternity leave without ending the leave period. Participation in KIT days is voluntary and must be agreed in advance.

Signature (Part A & B)

Employee signature: ___________________________

Your Name: ______________________________________

Date: ______________________________________

CEO signature: _______________________________

Date: ______________________________________







Part C – Change to return date

If you wish to change your return date, complete this section.

To: CEO
I wish to change my return to work date to:

You must provide at least 8 weeks’ notice. If this notice is not given, RCLC may delay your return to ensure the full notice period is met, subject to statutory requirements.

The law requires a minimum of two weeks’ maternity leave immediately following childbirth.

Signature (Part C)

Your signature: ___________________________

Your Name: ______________________________________

Date: ______________________________________
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