Maternity Policy

Add/delete information in brackets as appropriate

Aims:
· Understand the company policy on maternity leave
· Understand how to apply for maternity leave
· Understand the company policy on breastfeeding

It is the policy of <<Company Name>> (“the Company”) to ensure that, as far as possible, employees are able to combine their career and family responsibilities. The Company recognises that parenthood brings additional responsibilities. The Company values the contributions of our female staff, and every effort is made to encourage women to return to work from Maternity Leave.
This Maternity Policy sets out the statutory rights and responsibilities of employees who are pregnant or have recently given birth. The Company implements the maternity rights set down in legislation.
This policy only applies to employees and does not apply to agency workers or self-employed contractors. It does not form part of employees’ contracts of employment, and the Company may amend it at any time.
Almost all of the rights covered by this policy apply to each period of pregnancy and subsequent leave, and not to each baby. This means, for example, that the rights covered and the periods of leave for twins (or more) are the same as those for just one baby.
To assist you during your pregnancy, the company asks you to advise us of your pregnancy at the earliest opportunity (see Notification section below). This enables us to help you plan for your pregnancy and allows us to consider any necessary adjustments to your environment or work.
This is our most detailed policy because the law concerning maternity leave is quite detailed. However, we have identified the key points you need to be aware of to help you and us effectively plan and manage your leave.  
Time off for Antenatal Care
Once you have advised your [manager/supervisor] that you are pregnant, you are entitled to take reasonable paid time off to attend antenatal appointments made on the advice of your doctor, midwife or health visitor. Antenatal care may include antenatal classes. 
In order to be entitled to take time off for antenatal care, you will be required to produce a certificate from your doctor, registered midwife or registered health visitor stating that you are pregnant and giving your expected date of childbirth.  
You will receive paid time off for any antenatal medical appointments before the birth and postnatal medical appointments for the first 14 weeks following the birth. The Company requests that, where possible, the appointments be outside working hours or at the beginning or at the end of the working day. 
You must also produce evidence of your appointment, such as a medical certificate or appointment card, if requested to do so.
You must give your [line manager/supervisor] (delete as appropriate) as much notice as possible of antenatal appointments, but a minimum of 2 weeks written notice is required.  
If you have to go for an unscheduled antenatal visit and you can’t give the notice needed, you should give us proof that you attended the appointment and the reason why you couldn’t give notice. You should do this within a week of the date of the appointment.
You are also entitled to paid time off work to attend a total of one set of antenatal classes (other than the last three classes). Your last three classes would normally be after your maternity leave has begun.
If the appointment finishes during the working day, you are expected to return to work. 
Maternity Leave 
Employees are entitled to up to 42 weeks’ maternity leave, consisting of a minimum period of 26 weeks ordinary maternity leave (OML) and the option of taking a further 16 weeks’ additional maternity leave (AML). 
You can begin and end your maternity leave on any day you choose but you must: 
· take at least two weeks' leave before the end of the week that the baby is due; and
· take four weeks’ leave after the baby is born.
You can decide how you would like to take the remaining weeks. 
You are entitled to at least 26 weeks’ leave beginning on whichever of the following is earlier:
· the first day of maternity leave; or
· the date that you give birth; or
· a specified date (for certified medical reasons such as a caesarean section).
Early delivery
Should you give birth four weeks or more before the expected week of confinement, you are entitled to take the full 26 weeks beginning on the date of birth or the first day of maternity leave (whichever is earlier).  
Late delivery
If your baby arrives late and you have less than 4 weeks’ maternity leave remaining after the week in which the baby was born, you may then extend the maternity leave to ensure that you have a full four weeks off following the week of the birth.
An extension of maternity leave in this way would affect the expected date of return to work.  If an extension does, in fact, prove necessary, you must confirm to us, in writing, that you will be extending the maternity leave with an indication of the length of the extension. This should be done as soon as practicable after the birth of the baby.  
If you have your maternity leave extended because of a late birth, you are still entitled to take additional maternity leave.
In the event of a stillbirth occurring after 24 weeks of pregnancy, you are still entitled to 26 weeks’ maternity leave. Employees who miscarriage before 24 weeks are not entitled to take maternity leave.
Notification of Pregnancy and Leave
On becoming pregnant, you should notify your [manager/supervisor] as soon as you feel able to do so. This is important because there are health and safety considerations for the employee and the Company. A health and safety risk assessment will be undertaken, and action taken to eliminate risk (see the health and safety section below).
You must notify us in writing of your intention to take maternity leave at least 4 weeks before the maternity leave commences.  To assist us in making arrangements for work cover, it is requested that you notify us as early as possible of the date on which you intend to take maternity leave.
If you subsequently wish to change the start date of your maternity leave, you must give 4 weeks’ written notice of the revised start date.  
The company will write to you confirming the latest date on which you must return to work after your additional maternity leave.
[Shortly before the start of your maternity leave, the Company will discuss with you the arrangements for covering your work.  As far as possible, such arrangements will be finalised in consultation with you. If you have staff reporting to you, you will be involved in all decisions relating to the temporary reporting arrangements to cover your maternity leave. The Company will also discuss opportunities for you to remain in contact during your maternity leave.]
Rights during maternity leave
You will continue to benefit from all of the rights conferred by your Terms and Conditions of Employment, except for the right to remuneration. 
As stated above, your contract of employment remains in force during OML and AML for all purposes except remuneration. Therefore, both statutory and contractual annual holiday entitlement continue to accrue in the normal way during both ordinary and additional maternity leave.
Prior to the commencement of maternity leave, the Company will discuss the timing of your holiday in relation to your forthcoming maternity leave. The Company may:
1. require you to use all your outstanding holiday entitlement before starting maternity leave; or
2. agree that you may carry the holiday forward and take it on your return to work after maternity leave; or 
3. pay you for any outstanding holiday entitlement as if you were leaving the Company. This applies to holiday entitlement in excess of the statutory minimum.
Should a public holiday fall during your maternity leave period, you are entitled to that public holiday, and this would normally be added to the end of your maternity leave.
On your return to work during the next holiday year, you will be able to take your full annual leave entitlement in the usual way in accordance with the Company’s annual leave policy.
[bookmark: Text8][If you are a member of the pension scheme, the Company shall make pension contributions during OML [and any period of paid AML] based on your normal salary. Any employee contributions will be based on the amount of any maternity pay you are receiving unless you inform <<state e.g. the HR Manager, line manager>> that you wish to make up the shortfall.]
Return to Work
You must advise your [manager/supervisor], in writing, of your intention to return to work after confinement at least four weeks prior to your intended date of return.  
If you wish to take the additional sixteen weeks' unpaid maternity leave, you should notify your [manager/supervisor] at least four weeks before the date on which you would have returned to work if you had not taken the additional maternity leave.
There is a general right for you to return to the same job which you left prior to going on maternity leave.  However, in the event this is not possible, we will provide you with suitable alternative employment.
Payment while on maternity leave
The company [does/does not] pay your salary during the period of 26 weeks OML.
For 26 weeks of the 42-week maternity leave period, you may be eligible to receive maternity benefits provided that you have sufficient PRSI contributions. 
If you wish to obtain maternity benefits, you should complete Parts 1 to 7 of the Social Welfare Form MB1 and have us Form MB2.  
Breastfeeding
If you are breastfeeding your baby, you are entitled to:
· paid time off to feed your baby in the workplace; or
· reduced working hours – without loss of pay – to feed your baby outside the workplace.
The Company may decide which option is most suitable.
The definition of ‘breastfeeding’ includes expressing milk to feed the baby immediately or storing the milk to feed your baby at a later time.
If you are breastfeeding your baby and you want to continue to breastfeed when you return to work, you must notify the Company in writing of your intention to breastfeed at work. You should confirm this at least 4 weeks before your return date from maternity leave.
If you are breastfeeding at work, you are entitled to take 1 hour off work each day as a breastfeeding break for up to 104 weeks after the birth of your child. You will not lose pay for this hour. 
You can take this break in a number of ways:
· one 60 minute break
· two 30 minute breaks
· three 20 minute breaks.
· as agreed by you and the Company

Please discuss your personal requirements with your [supervisor/line manager] on your return to work. 
If you require longer or more frequent breaks this needs to be discussed and agreed by the Company. However, the Company is under no legal obligation to do so.
If you are breastfeeding away from the workplace, you are entitled to have your working hours reduced by up to one hour each day. Again, you will not lose pay for this hour.
Health & Safety
If you are pregnant, have recently given birth, or are breastfeeding, you may be entitled to health and safety leave in certain situations.
Health and safety leave is where the employee is entitled to 21 days paid leave from the job. 
The Safety, Health and Welfare at Work (Pregnant Employees) regulations obliges the Company to assess any risk to the safety or health of 
· any pregnant employee
· an employee who is breastfeeding, or
· an employee who has recently given birth
The company will assess any workplace conditions or tasks that might put your own health or your baby’s health and safety at risk. In cases where, for health and safety reasons, you are not allowed to continue in your normal job, you will either be offered suitable alternative work (if available) at the same level of pay or placed on health and safety leave. 
While on health and safety leave, you will receive your full pay for the first 21 days of the leave. 
If your leave is more than 21 days, you might be entitled to a social welfare payment if you have enough PRSI contributions. 
[If your company provides enhanced pay during health and safety leave, include the details here.] 
Such leave will not affect your other statutory or contractual rights in any way.
If you get health and safety leave you are entitled to ask for a certificate outlining the reasons why you have been given this leave. This certificate will also state the date on which the leave began and how long the leave is expected to last.
How long can health and safety leave last?
Health and safety pay can end in a number of ways:
· when your maternity leave begins;
· if you stop breastfeeding;
· if you have not stopped breastfeeding, then 26 weeks after the birth of your child;
· if the Company is able to move you to suitable and appropriate employment;
· if you are employed on a fixed term contract at the end of the fixed term.

If you stop breastfeeding or believe that you are no longer at risk, you should write as soon as possible to your [supervisor/line manager] to tell them that you believe it is safe to return to work.
On receipt of your written notification and if we have no reason to believe that you would be at risk, we will take all reasonable steps to return you to the job you had before your leave. 
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