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INTRODUCTION

This manual, relating to Occupational and Statutory Maternity Leave/Pay Schemes, is intended to be used as a reference document when staff apply for Maternity Leave and Pay.  The guidance notes cover both the Occupational Maternity Regulations as contained in General Council (GC3/94) and the Statutory Maternity Pay regulations.

In the majority of cases the implications of SMP will have little or no effect on the payments made to staff as the OMP regulations are superior and therefore staff will receive the benefits of these payments.  However, in certain circumstances SMP will be payable and as such an explanation of both schemes has been incorporated into this manual.

The first part of the manual relates to the Occupational Maternity Pay regulations (OMP) as extracted from General Council and the second part relates to Statutory Maternity Pay (SMP) as extracted from the DSS Regulations.

Whilst this manual is intended to provide a reasonable overview of both schemes you are encouraged to refer detailed questions relating to Maternity Pay to the Payroll Department.  The guide also contains a copy of the initial information pack as handed to staff applying for Maternity Leave/Pay and an application form.

HOW TO APPLY

Members of staff who wish to apply for Maternity Leave/Pay should study the document 'Maternity Leave and Pay', Application Form and Guidance Notes, when deciding which option(s) is open to them.  Advice is also available from the appropriate Payroll Officer or Personnel Officer at this and subsequent stages.

Having decided which option to apply for the member of staff should complete the necessary application form as soon as they have a reasonably accurate idea of the expected date of confinement and, in any case, no later than three weeks prior to the date of leaving work.

The 'Certificate of Expected Confinement' will usually only be given to the expectant mother, no sooner than the 14th week prior to confinement.  However, the Maternity Leave application should not be delayed because of the absence of this document, but rather the application should be submitted for approval subject to the production of the Certificate.  If the Certificate of Expected Confinement is not submitted no payment in respect of Maternity Leave/Pay will be made.

This application form should then be signed by the Head of Department and forwarded to the Payroll Department who will check for eligibility and obtain any necessary approval and a approval letter will be sent to the employee.  

PART 1

STATUTORY MATERNITY LEAVE

MATERNITY LEAVE
Listed below are the statutory rights of employees under maternity leave regulations, in most circumstances employees will qualify for the occupational maternity leave and pay.

Ÿ All women, are entitled to 18 weeks ordinary maternity leave, regardless of length of service.

Ÿ Additional Maternity Leave - employees who have one years continuous service with one employer by the eleventh week before the expected week of childbirth are entitled to additional maternity leave (which runs from the end of ordinary maternity leave to the 29th week after childbirth). 

NOTE: any employee who qualifies for statutory additional maternity leave will automatically qualify for occupational maternity leave/pay (52 weeks).

 MATERNITY LEAVE - CONDITIONS FOR APPLICANTS

Maternity Leave normally commences no sooner than 11 weeks prior to the expected week of confinement (see Note, page 3, on Postponed Maternity Leave).

CONDITIONS FOR APPLICATIONS  - START OF LEAVE

At least 21 days before the employee wishes to start maternity leave, or as soon as is reasonable practicable, she must inform her employer

Ÿ that she is pregnant

Ÿ her expected week of childbirth

Ÿ produce a certificate giving the expected date of confinement from a General Practitioner or Midwife as soon as is reasonably practicable 

Ÿ when she wishes to start leave, in writing

INDIVIDUALS WHO QUALIFY FOR OCCUPATIONAL PAY MUST, IF THEY INTENT TO RETURN :-

Ÿ declare in writing their intention to return to work for at least 3 months after the expiry date
RETURN TO WORK
a) Ordinary Maternity Leave - 

ends 18 weeks after the start date, so Managers will know exactly when she is due to return.  The employee will not, therefore, need to give notice of her return (unless returning early).

b) Additional/Occupational Leave - 

It is encouraged by the Trust that the Manager and the employee should keep in touch during the employees maternity leave.  However, where the manager is unable to contact the employee they should contact the Personnel Department for further advice.

ADDITIONAL INFORMATION

1 FAILURE TO RETURN TO WORK

Where an employee has agreed to return and fails to (or fails to send notification to her employer of her change to a new Health Authority/Trust within 15 months of the beginning of her Maternity Leave), her entire Maternity Pay will be reclaimed, (N.B. that amount which is in excess of any entitlement under the Statutory Maternity Regulations). 

2 ANTE-NATAL CARE

An employee who is pregnant is entitled to paid time off to receive ante-natal care.  She must have made an appointment for the purpose of receiving ante-natal care and, if so requested, produce an appointment card and a certificate from a registered Medical Practitioner, Midwife or Health Visitor, stating that she is pregnant.  This is not a requirement for the first appointment.

3 RIGHT TO RETURN

Employees should note that there is no absolute entitlement to return to work in another post or on reduced hours.  Applications to do so will be considered sympathetically by Management, in the light of the operational needs of the Department.  The Whitley Council and Trust agreements state that an individual has 'the right to return to her job under her original contract and on no less favourable terms and conditions', and that "following Maternity Leave, women returning part-time or as a job share return at a grade commensurate with their leaving grade and to work of similar status".The Trust will follow these principles in attempting to support women to balance work and family commitments.

4 PENSION

Since Maternity Leave is counted as continuous service, contributions to the NHS Pension Scheme must be maintained if an employee intends to return to work.  While an employee is on maternity pay pension contributions will be deducted at the usual percentage rate from the amount received. 

When the employee returns to work following a period of unpaid leave the employee's pension contributions for that period will be deducted from subsequent pay over a period corresponding to the unpaid leave period.  (If this would cause undue hardship contact Payroll for special arrangements).

An employee who prior to maternity leave was a member of the pension scheme, but does not intend to return to work has the right to remain a pension scheme member for 14 weeks after commencing maternity leave.  Contributions must be paid for this period.  Employees who wish to exercise this option should apply in writing to the Payroll Section.

5 MATERNITY PAY

Maternity pay will be paid as at the employee's present frequency.

6 SERVICE CALCULATION

How to calculate the service an employee has attained at '11 weeks prior to confinement'.                    

The 'Certificate  of Expected Confinement' will state that confinement will take place in the week which includes a certain date, e.g. the 6th November 1999.

The Sunday immediately preceding the expected date of confinement is taken as the base (in this case Sunday, 3rd November, 1999).  Eleven weeks are then counted back from the Sunday (Sunday, 18th August).

The individual must, therefore, have the appropriate amount of service as at that date.

The calculation of the date of commencement of Maternity Leave which commences no sooner than the 11th week prior to confinement is carried out in the same way as described above.

7 POSTPONED MATERNITY LEAVE

An employee may, postpone the commencement of her Maternity Leave beyond the 6th week prior to confinement.

When this option is chosen absence because of illness after the 6th week before confinement must be distinguished as either related to pregnancy or as illness not related to pregnancy.  In terms of sick pay these situations will be dealt with as follows:-

ILLNESS NOT RELATED TO PREGNANCY (N.B. after 6th week)

-  to be dealt with in accordance with normal sick leave agreement.

ILLNESS RELATED TO PREGNANCY (N.B. on or after 6th week)

-  Maternity leave will commence from the fourth day of such absence, the first three days being dealt with in accordance with the normal sick leave agreement.

8 DATE OF RETURN

It will be assumed, when completing the application form for Maternity Leave, that individuals will return to work on the very last date that they can return within the regulations.

If an individual then decides that they wish to return sooner, by notifying us in writing three weeks before the date they want to return, they can do so.

9 ENTITLEMENT TO SICK PAY

Absence during the period from the beginning of the 6th week before the expected week of confinement shall be treated as Maternity Leave and entitlement under her normal sick leave shall be suspended except as outlined in paragraphs above.

Her normal sick leave agreement resumes:-

(a)  the date she has notified the Trust that she will return to work following confinement; or  b)  the date she and the Trust have agreed that she will return; or

(c)  where no date has been notified or agreed, the first day following the maximum period of Maternity Leave to which she is entitled.

10 EARLY CONFINEMENT

The DSS have now ruled that, when confinement occurs prior to the 11th week before the expected week of confinement, Maternity Leave shall commence from the beginning of the actual week of confinement and is therefore entitled to payment for work done, the Maternity Leave will commence from the first day of absence in the week of confinement.

The employee may then choose, with the agreement of the Trust, to split her Maternity Leave entitlement, taking as short period of leave immediately after confinement and then returning to work to take the balance of leave following the child's discharge from hospital.

If a still birth occurs prior to the 16th week before the expected week of confinement then any absence covered by a Medical Certificate should be treated as sick leave and no entitlement to Maternity Leave or Pay will arise.  If still birth occurs after 11th week then there is entitlement to full Maternity Pay and Leave.

11 POSTPONEMENT OF RETURN AFTER MATERNITY LEAVE

Employees who qualify under Statute (i.e. one or more year's service and who wish to return to work) should normally return to work not later than 52 weeks after commencement of Maternity Leave.  The Personnel Department can give advice in these circumstances.

12 ALTERNATIVE EMPLOYMENT DURING PREGNANCY

If it is the opinion of a registered Medical Practitioner that the employee and/or her unborn child will be at risk were she to continue her normal duties then the Trust shall provide alternative work at her normal pay-rate (regardless of what the pay-rate is for the new work).  This is assuming that the employee is not advised to refrain from work altogether.

13 FURTHER PREGNANCIES

Once an employee has established her entitlement to Maternity Leave in respect of one pregnancy future Maternity Leave can be granted without the need to gain further qualifying service.

14 ANTE-NATAL CARE

A pregnant employee has the right:-

a)  not to be unreasonably refused time off work to receive ante-natal care, and

b)  to be paid by the Trust for the permitted time off.

The rights are subject to the following conditions:-

a)  the employee must have made an appointment for the purpose of receiving ante-natal care and the time off must be requested in order to keep that appointment.

b)  except in the case of the request for time off in respect of the first appointment the employee shall produce on request for inspection by the employer:-

i)   a certificate from a registered Medical Practitioner, registered Midwife or registered Health Visitor, stating that she is pregnant, and

ii)  an appointment card or some other document showing that the appointment has been made.

15 ANNUAL LEAVE

Entitlement to annual leave does NOT accrue during the UNPAID leave period which follows paid Maternity Leave or during any period of unpaid Maternity Leave.

However, the period of unpaid leave does count towards qualifying service for the purposes of additional holiday based on the length of service.

An officer taking Maternity Leave would have sufficient warning of her pregnancy and ensuing maternity leave period to take any annual leave due before Maternity leave commences.  This might be the full year entitlement in the Maternity Leave year, but where it is not, some adjustment of entitlement may be necessary because of the unpaid portion of the leave.

If an officer fails to take annual leave due prior to Maternity Leave and has not been prevented from taking dates of her own choosing, there is no carry-forward of unexpired leave over 5 days.

16 FIXED-TERM OR TRAINING CONTRACTS

All employees regardless of service will have their contract extended so that they will receive 18 weeks Maternity Leave.

Employees who are on fixed-term or training contracts, who have completed one years service by the 11th week before the expected week of confinement and/or 6 weeks after the expected week of confinement shall have their contracts extended in order that they may receive the 29 weeks' Maternity Leave, or if eligible occupational maternity leave/pay. 

Where the employee is on a planned rotation of appointments, or on an agreed programme of training, she shall return to work according to this schedule regardless of where she was when her Maternity Leave began.

17 INCREMENTS

Absence on Maternity Leave, whether paid or unpaid, counts towards service for incremental purposes.

18 LEASE CARS/REGULAR CAR USERS

An officer on Maternity Leave who has a lease car has a continued obligation to pay for the car during Maternity Leave.  Arrangements can be made whilst on reduced or no pay to reduce contributions, but arrears will be collected following return to duty.

An officer on Maternity Leave who is in receipt of regular user allowance will continue to receive this for up to 3 months whilst on Maternity Leave.  After this period, the allowance will reduce to 1/2 for the remaining paid period.  

For more information on lease cars/regular user allowance, please contact the Travel Payments Officer in the Pay Department.

19 REIMBURSEMENT OF TELEPHONE RENTAL CHARGES

The existing arrangements for the reimburse of telephone rental charges should continue during the period of maternity leave.

20 DEDUCTION OF NATIONAL INSURANCE BENEFITS

A married woman who has retained her option to pay the reduced rate of Class 1 National Insurance Contributions shall be deemed for the purposes of this section to be in receipt of the full rate of National Insurance benefits, which would have been receivable if she had not elected to pay the reduced rate contributions.

PART 2

STATUTORY MATERNITY PAY (SMP)

1.  INTRODUCTION

For those staff who do not satisfy the service criteria for the payment of OMP (at least 12 months' service at 11th week before confinement) SMP has been introduced, and as such certain members of staff will qualify for payments under these regulations.

2.  WHO CAN GET SMP?

     To qualify for SMP an employee must

-  have been continuously employed with the Trust for 26 weeks continuing into the 15th week before    confinement:  this 15th week is known as the Qualifying Week;

-  have average weekly earnings of not less than the Lower Earnings Level;

-  be pregnant at the 11th week before confinement;

-  have stopped working.

3.  HOW LONG IS SMP PAID?

Payable for maximum of 18 weeks and cannot start before 11th week before confinement.

4.  RATES OF SMP

     There are 2 rates of SMP:-

Higher - 90% of Average Weekly Earnings - payable for 1st 6 weeks

Lower  - Set by DSS - reviewed annually.  W.e.f. 6.4.99  £59.55 payable for 12-18 weeks, depending on service.

5.  WHAT THE EMPLOYEE HAS TO DO

The decision on whether OMP or SMP is payable is that of the employer, based on the employee's service details.  As such all employees must apply for Maternity Leave/Pay and will receive notification of which payment, if any, is applicable.  However, the employee must give details of when she intends to stop work and provide medical evidence of her Expected Week of Confinement (EWC).  Please note that the actual certificate (MAT B1) is required by the Payroll Department:  copies will not be accepted.

Please note that SMP is payable for complete weeks only, commencing on a Sunday.  Therefore, please ensure that the employee's last day of employment is the Saturday preceding the week in which she wishes to commence her period of absence.

6.  HOW WILL SMP BE PAID?

It will be paid via the normal method of payment (BACS or cheque).

7.  NOTIFYING A CHANGE OF CIRCUMSTANCES

It is the employee's responsibility to notify the Payroll Department of any change of circumstances occurring during the period of SMP.

8.  EMPLOYEE NOT ENTITLED TO SMP

If an employee is not entitled to OMP or SMP then she will be informed and issued with Form SMP1 together with her original maternity certificate (MATB1).  Form SMP1 explains why SMP is not being paid and will tell the employee how to claim Maternity Allowance direct from the DSS.

9.  WHAT HAPPENS IF AN EMPLOYEE'S CONTRACT ENDS?

If an employee satisfies the qualifying conditions SMP will be payable even if her contract of employment ends at the start of her maternity absence or while SMP is being paid.

10. DEDUCTIONS FROM SMP

SMP is treated like other pay in that it is subject to Income Tax, N.I. and Pensions.

MID CHESHIRE HOSPITALS TRUST

MATERNITY PAY AND LEAVE

APPLICATION FORM AND GUIDANCE NOTES FOR EMPLOYEES

This application form must be completed by all staff who finish work as a result of pregnancy irrespective of their intention to return to work.

NOTES ON PROCEDURE

1.  Read the attached notes.  Ask for clarification about anything you do not understand, from your Manager or Payroll Department.

2.  Complete the application form as soon as you have an idea of your expected date of confinement and in any case no later than three weeks prior to the date you want to leave.

Ask your Manager or the Payroll Department for help if you are not clear about your entitlement. Additional information is contained in the Employment Policies Handbook on your ward or department.

3.  Give the form to your Manager to send to the Payroll Department where your application will be checked for eligibility and approval obtained.  Please also enclose your Maternity certificate (Form MATB1) original.

Do not delay even if form MATB1 is not yet available.  A copy will then be sent to you, one to your Manager, and one to the Payroll Department for retention on your file.

4.  Give the original of your certificate of expected confinement to your Manager as soon as you receive it.  See 3. above.

5.  Date of Finishing.

Under Occupational Maternity Pay (OMP) regulations you can leave at the 11th week before your expected week of confinement (EWC) or at any time between the 11th week and the expected day of confinement.

Under Statutory Maternity Pay (SMP) regulations you can leave at any time between the 11th week before the baby is due and the Sunday following date the baby is born.

Please note that SMP is payable for whole weeks only, commencing on a Sunday.  Therefore, please arrange with your Manager for your last day of employment to be the Saturday preceding the week you wish to commence your period of absence.

                                       OCCUPATIONAL MATERNITY PAY (OMP)

                                     SOME COMMONLY RAISED QUESTIONS

1.  When can I commence my maternity leave?

You can take maternity leave from the eleventh week prior to confinement.

2.  Can I leave before this?

Yes, but you would have to resign and would lose all rights to maternity payments and benefits.

3.  Can I work beyond the eleventh week prior to confinement?

      Yes.

4.  Do I have to return to work after maternity leave?

      The straight answer is no, but:-

If you have less than one years' service at 11 weeks before EWC and want to receive maternity pay then you are obliged to return.

If you have more than two years' service you are entitled to six weeks' maternity pay whether or not you return to work.  You will be entitled to enhanced benefits if you are returning to work.  These will be reclaimed if you fail to return for the minimum period.

If you have more than two years' service you can have the six weeks' maternity pay and choose to keep your job open and decide whether or not you are going to return after the baby is born.

5.  What if I say I am coming back to work and then I do not?

By saying that you intend to return to work you may become eligible for increased maternity payments.   If you do not then return we will reclaim from you the amount you have been overpaid.  This can be quite a considerable sum so please make sure that you make the right decision.

6.  Do I have to return to work for a minimum period?

Yes, you have to return to work for a minimum period of three months after the expiry of maternity leave.  It can be on agreed reduced hours.

7.  When should I apply for maternity leave/pay?  

           As soon as you have an idea of the date of your confinement.

8. Should I wait until I get my Certificate of Expected Confinement from the doctor?

No, we will need the original certificate because we cannot give you maternity pay without it, but you can let us have that when it is received.

The doctor or midwife is not permitted to release the Form MATB1 until fourteen weeks before the baby is due.  Please ask for this form as soon as it is available.

STATUTORY MATERNITY PAY (SMP)

1.  What is SMP?

SMP is a Maternity Pay scheme designed to ensure that most women will receive some level of Maternity payment.  The scheme consolidated the Maternity Pay Scheme and the Maternity Allowance Scheme.

Within the NHS most staff will qualify for OMP, but for those that do not SMP, may well be payable.

2.  Who can get SMP?

To qualify for SMP from us you must:-

- have been employed continuously for 26 weeks, continuing into the 15th week before your baby is due;

- have average weekly earnings of not less than £66.00 (subject to annual review);

- still be pregnant at the 11th week before your expected week of confinement;

- have stopped work.

3.  How long is SMP payable?

          SMP is payable for 18 weeks.

4.  What notification must I give?

You must notify the Trust of your intention at least 21 days  before your absence from work is due to begin.  You must also provide medical evidence of the EWC.  Please note that the original certificate (MAT B1) must be submitted:  copies will not be accepted.  

5.  Who decides if SMP is payable?

The decision on whether to pay OMP or SMP is that of the employer, based on your service details.

6.  How will I know if OMP/SMP is payable?

You will receive notification of which scheme applies to you.  If SMP is not payable you will be issued with a form of exclusion (SMP1).  This form explains why SMP is not payable and will tell you how to claim maternity allowance direct from the DSS.

7.  How will SMP be paid?

It will be paid via your normal method of payment (BACS or cheque).  SMP is payable for whole weeks only, commencing on a Sunday.

8.  Change of circumstances.

It is your responsibility to notify the Payroll Department of any change of circumstances occurring during your period of SMP, which may affect your entitlement to benefit, such as:-

-  if you start work with another employer after your baby is born;

- if you go abroad outside the EC;

- if you are taken into legal custody.

9.  What happens if my contract ends?

If you satisfy the qualifying conditions SMP will be paid even if your contract or employment ends at the start of your absence or while SMP is being paid.

10. SMP is treated like any other pay in that it is subject to income tax, N.I. and superannuation.

                                                      THE TWO SCHEMES
As you can see, the rules and regulations relating to OMP/SMP are complex and, although different in some respects, they must be viewed as an all-embracing set of regulations.

In the majority of cases the implications of SMP will have little or no effect on the payments made to you as OMP will be paid.  However, in certain  circumstances SMP will be payable and, as such an explanation of both schemes has been incorporated in this pack.

If you wish to apply for Maternity Leave/Pay then please complete the enclosed application form and submit it to your Manager for certification and, thereafter, for onward transmission to the Payroll Department for approval.

If you are in any doubt as to your entitlements then please apply and you will be notified in due course.

USEFUL TELEPHONE NUMBERS AND ADDRESSES:-

Local DSS Offices:  Wellington House,

                    Delamere Street,

                    CREWE.                 Tel. Crewe 538000

                    Hartford House,

                    Meadow Street,

                    NORTHWICH.       Tel. Northwich 46121

Tax Office:    Crewe House,

                    4 Oak Street,

                    CREWE.

                    (Quote ref: 187/M1513)  Tel. Crewe 411070

                                                 Ext. 2022

Payroll:        Leighton Hospital,

                    Crewe, Cheshire.       Tel. Crewe 255141

GLOSSARY OF TERMS/ABBREVIATIONS

B.A.C.S.  Bankers' Automated Clearing System.  Payment direct into Bank or Building Society.

CONFINEMENT  Labour resulting in a live birth or labour after at least 28 weeks pregnancy.

D.S.S.  Department of Social Security

E.W.C.  Expected week of confinement (week in which the baby is expected).

L.E.L.  Lower Earnings Limit (for National Insurance contribution liability).

M.M.S.  Forms for notification of changes to employee status/personal details.

FORM MAT B1 Maternity Certificate  Certificate issued by a doctor or midwife to a woman, showing the date on which the baby is expected or was born.

O.M.P.  Occupational (Employer's) Maternity Pay.

Q.W.  Qualifying Week.  the 15th week before the start of the week in which the baby is due.

S.M.P.  Statutory Maternity Pay.

                                                     MATERNITY LEAVE PLAN

You do not have to fill in this plan in order to have the right to maternity leave, but you will have to give the Trust most of the information it contains.  You and your manager may find it useful to complete this plan together.  You should both keep a copy.  Section 8 cannot be completed until you baby is born.

1) NAME________________________________   POST_________________________________

2)ADDRESS____________________________________________________________________
                 _____________________________________________________________________                  _____________________________________________________________________

3) DATE COMMENCED AT MID CHESHIRE____________________________________________

4) PREVIOUS NHS SERVICE ? * YES/NO

If possible, please attach your Certificate of Confinement (form MATB1) normally issued at 28 weeks.  However, you do not need to provide this inform at this stage, you can inform your employer you are pregnant before you have decide to take maternity leave.  The MATB1 may be forwarded at a later date.

You are protected from dismissal or detrimental treatment on grounds of pregnancy as soon as your manager knows you are pregnant.  
------------------------------------------------------------------------------------------------------------------------------------------- 

MATERNITY LEAVE ENTITLEMENT
5a) By the beginning of the 11th week before my baby is due (i.e. when I am 29 weeks pregnant) I will have worked with you for less than one year.  I am intending to take ordinary maternity leave 

(18 weeks).     

                                                                *  YES/NO       

or

5b) By the beginning of the 11th week before my baby is due (i.e. when I am 29 weeks pregnant) I will have worked with you for at least a complete year.  I intend to take additional maternity leave and 

as I qualify for additional maternity leave I wish to exercise by right under, Occupational Maternity leave, to return to work any time within the 52 weeks from the commencement of Maternity Leave.

                                                                  *  YES/NO         

5c) I intend to return to work on_____________________________________________________

If I do not return to work I accept that I will have to repay any overpayment of Maternity pay that I      have received.

MATERNITY PAY

6a)I wish to take my period of statutory maternity pay from ____________ to __________ as I have no entitlement to Occupational Pay

6b) As I qualify for Occupational maternity leave I wish to apply for occupational maternity pay.   I intend, therefore,  to continue in my present service or with another NHS employer for a minimum period of 3 months after the expiry of Maternity Leave  or return to the NHS to the NHS within 15 months             

                                                            * YES/NO

6c) I wish to apply for maternity pay commencing on_____________________________________  and do not intend to return to work (please see section ref. Pension for statutory rights).

         ---------------------------------------------------------------------------------------------------------------------------------

7a) My baby is due in the week beginning (expected week of childbirth) :_______________________

7b) As you have requested, I have given you a certificate confirming this date (You must produce a certificate from your doctor or midwife giving the expected week of childbirth, at least 21 days before you wish to commence maternity leave.    * YES/NO

          -----------------------------------------------------------------------------------------------------------------------------

8) You must complete this section if you are taking additional maternity leave

     My baby was born on :_________________________________________

If you do not let your employer know the date of birth of you baby and confirm your intention to return to work, your employer may contact you  to request this information ( no earlier than 21 days before the end of your ordinary maternity leave period).  You are required to respond within 21 days of receiving this request.

        --------------------------------------------------------------------------------------------------------------------------------

RETURNING EARLY
9) If applicable :     I intend to return earlier than the date given above, I will return  on the________

If you intend to return to work before the end of your maternity leave period you must give your employer at least 21 days notice before your return date

SIGNED_____________________________________________________________________

NAME______________________________________________________________________

DATE_______________________________________________________________________

COUNTERSIGNED (DEPT/WARD MANAGER)________________________________________

     P LEASE PHOTOCOPY ALL CORRESPONDENCE FOR PERSONAL FILE AND THEN FORWARD ORIGINAL DOCUMENTS TO PAYROLL DEPT.

ENC :     MATB1      -   enclosed/ to follow *

             MMS4        -    to be completed as soon as start dates for maternity leave is established

     * PLEASE DELETE AS APPROPRIATE                                                

                                                       MATERNITY LEAVE/PAY

                                                     NOTES FOR MANAGERS

NAME:.................................................................. DESIGNATION:...........................................

UNIT/WARD:................... PR....... PP....... PERS NO........

EXPECTED DATE OF CONFINEMENT:..........................................................

COMMENCING DATE OF MATERNITY LEAVE: ............................................

DATE OF RETURN (last date they can possibly return):   ...............................

1.  Has APPLICATION FOR MATERNITY LEAVE PAY been completed ?                                           

                                                                                       

YES/NO

2. Has the MATB1 been obtained from employee? 

(Not valid if issued more than 14 weeks  before due date)   

YES/NO

3. Has MMS4 been completed with Sunday commencement date? 

    (approx 1 month before commencement)                      

YES/NO

4. Send letter to individual reconfirming return date?

    (only if they have not already informed you of the date of birth of the baby)                                                                                                                       

 YES/NO

5  Keep in brought forward file and submit MMS4

    stating date of return and reaffirm contract

    hours and grade (approx 1 month prior to

    commencement).                                                          

YES/NO

6  Any subsequent changes to dates, please inform

   the Payroll Dept immediately via amended MMS form.     

YES/NO

