[image: Logo

Description automatically generated]

34 Pregnancy Policy

Policy Statement


To support any member of staff who is pregnant, so that they are safe, and can carry out their role. The policy lays out the basic information needed by pregnant employees to navigate their pregnancy and timelines for arranging maternity leave.


Aims 

The aims of this policy are to set out what us an employer, and what the employee is required to do during a pregnancy. The policy will state our duty of care to the employee, and what we are required to do.

Procedures 

As the Employee

· The employee should ideally tell the Manager as soon as possible about a pregnancy, so that a risk assessment can be put in place. The employee should tell the Manager about a pregnancy no later than 15 weeks before the due date.
· The employee must tell the Manager in writing the date they plan to go on Maternity leave, no later than 15 weeks before the due date.
· The employee can start maternity leave anytime in the 11 weeks before the due date.
· To change the date you start maternity leave, you must give the Manager 28 days written notice.
· If you have a pregnancy related illness in the 4 weeks before the due date, maternity leave will automatically start the day after the 1st day of absence.
· If you plan to take holidays accrued before maternity leave, or directly after, this must be arranged with the Manager as soon as possible. This will need to be confirmed in writing by the Manager.
· You are entitled to 52 weeks maternity leave. If receiving Statutory Maternity pay, the last 13 weeks are unpaid.
· If you wish to take less than 52 weeks Maternity leave, this must be put in writing with 8 weeks’ notice of when you would like to return.
· You are entitled to paid time off for appointments, as long as this is reasonable. For example, you are expected to work before and after appointments, only leaving work for the length of the appointment time and travel.
· Whilst on Maternity it is your responsibility as an employee to respond to update emails and update your employer of any changes which may effect your ability or return to work





As the Employer

· When we receive the start date you wish to commence Maternity leave, we must confirm this in writing to you within 28 days.
· We have a general pregnancy risk assessment in place. Although if you have any special circumstances surrounding your pregnancy, a specific pregnancy risk assessment will made for you.
· If for any reason related to your pregnancy, you can not perform some/all of your duties, we will strive to change your duties, or find suitable alternative work for you to do.
· Whilst on Maternity leave, we must tell you about job opportunities, redundancies, or any re-shuffling which could affect your job role. This will be done by email.
· We will discuss and agree with a pregnant employee before they go on Maternity leave, if we will use the 10 keeping in touch days, and the work that will be performed on these days.



Policy Review 

This policy will be reviewed regularly and in response to accident, incident or change in National or Local policy or guidance. 

Date of Issue: February 2023 
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Policy Author: Ashleigh Christie – Manager
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