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NEW AND EXPECTANT MOTHERS 

Introduction 

The following Legislation determines the responsibilities that an employer has towards 

women of childbearing age, those who are pregnant and their unborn child, and those who 

are breastfeeding and their babies: 

• Management of Health and Safety at Work Regulations 1999 

• Workplace (Health, Safety and Welfare) Regulations 1992 

• Equality Act 2010 which provides protection to pregnant women.  

KLT’s recognises that the Health and Safety of these groups of staff can be affected by 

some work activities.  

It is important therefore that there are risk assessments on the activities carried out by 

female staff of childbearing age and new and expectant mothers. These can be divided into 

two categories: 

• General risk assessment of workplace  

• Personal/specific risk assessment for individuals who are pregnant or breastfeeding.  

At the point where an individual employee discloses that she is pregnant, it is the Managers 

responsibility to complete a specific/personal risk assessment. It is important that this takes 

account of any advice given by the employees GP. 

As required the risk assessment will be reviewed throughout the pregnancy to ensure 

personal needs are met if they change; the risk assessment will be reviewed each trimester 

but also in between if needed.  

The policy aims to: 

• Identify any activities that may put female staff of childbearing age, pregnant staff, 

their unborn children or breast-fed babies at risk. 

• Carry out a risk assessment on the activities carried out by pregnant staff and 

introduce additional control measures, where necessary, to protect those at risk.  

• Bring the results of the assessments to the attention of relevant staff. 

• Ensure female staff are aware of the need to inform management of pregnancy as 

soon as it is known, and that this information will be held in confidence.  

• Re assess an individual’s work activities and conditions when we have been formally 

notified that they are pregnant, have given birth within 6 months or are breast 

feeding.  

• Comply with the employment law on this subject.  

 

It remains the employee’s responsibility not to put either her own health and safety, or that of 

her baby, at risk.   

I confirm that I have read, understood and will abide by this policy. I understand that failure 

to follow this policy may result in disciplinary action.  

 

 



Right to time off work for ante-natal care 

Pregnant employees are entitled to take reasonable amounts of paid time off during normal 

working hours to receive antenatal care. This includes time spent travelling to and from the 

appointment and also waiting time.  

Ante natal care includes appointments with the GP, hospital clinics, relaxation classes, 

midwife. 

Wherever possible, employees should attempt to make appointments outside working hours. 

However, if this is not possible, in order to exercise their right to time off work, the employee 

must have made an appointment to receive ante natal care on the advice of a registered 

medical practitioner, registered midwife or registered health visitor. For second and 

subsequent appointments, the employee must, upon request produce their green notes to 

confirm appointments. Wherever possible employees should attempt to make appointments 

at the beginning or end of their working day; however, KLT’s recognises that this may not 

always be possible.  

Employees with a ‘qualifying relationship’ with a pregnant women or her expected child, 

irrespective of their length of service or earnings, may request to take unpaid time off work to 

attend two ante-natal appointments of up to 6.5 hours each (including travelling and waiting 

time), to accompany the woman when she attends an ante-natal appointment made on the 

advice of a registered medical practitioner, registered midwife or registered nurse. 

The employee will need to provide us with a signed declaration (this can be done via email) 

confirming that he/she has a qualifying relationship with a pregnant woman or her expected 

child, that the purpose of the time off is to accompany her to an appointment; the date and 

time of the appointment will be included. Time off will only be refused if the expected 

standards of childcare cannot be maintained with them not present. Employees must notify 

us of any proposed absence as far in advance of the appointment as possible.  

 

Statutory Maternity Leave 

All employees are entitled to 52 weeks’ statutory maternity leave, irrespective of their length 

of service or the number of hours worked each week.  

The first 26 weeks is known as ‘ordinary maternity leave’ (OML); the second 26 weeks are 

known as ‘additional maternity leave’ (AML) 

If an employee becomes pregnant again during maternity leave, she has the right to further 

ordinary and additional maternity leave.  

If an employee loses her baby, but meets all other eligibility conditions1, she can still take 

maternity leave if the child is either stillborn after 24 weeks of pregnancy or born alive at any 

point of the pregnancy.  

 

 
1  
Be on your payroll in the ‘qualifying week’- the 15th week before the expected week of childbirth. Give you the correct notice. 

Give you proof they’re pregnant. Have been continuously employed by KLT’s for at least 26 weeks up to any day in the 

qualifying week. Earn a least £118.00 a weeks (gross) in an 8 week ‘relevant period’  

 



Compulsory Leave  

Compulsory leave is the 2 weeks period commencing with the date of birth. All employees 

are expressly prohibited from doing any work whatsoever for KLT’s during this period. It is 

the responsibility of the manger to ensure this requirement is strictly adhered to; any breach 

of this provision amounts to a criminal offence.  

 

Ordinary Maternity Leave (OML) 

Ordinary maternity leave will commence on the earlier of: 

• The notified start dates 

• The day following childbirth 

• The day which follows the first day after the beginning of the fourth week prior to the 

expected week of childbirth on which she is absent from work wholly or mainly 

because of her pregnancy (unless the period of absence is only for a day, in which 

case the employee can choose whether to begin her OML then, or return to work 

until her planned OML start date- however, this may have a detrimental effect on any 

entitlement to SMP).  

If OML commences on the day following childbirth, the employee must notify the manager as 

soon as it is reasonably practicable that she has given birth and of the date on which it 

occurred.  

 

Additional Maternity Leave (AML)  

There is no requirement for an employee to notify the manager of her intention to take AML, 

as the business will presume that it is her intention to take AML if she is entitled to.  

AML commences on the day after the last day of OML. 

 

Starting Maternity Leave 

Maternity leave may begin at any time after the start of the 11 th week before the week in 

which the baby is due. 

The only exception to this is if the employee is absent because of her pregnancy-related 

illness at any time after the start of the fourth week before her baby is due. In such 

circumstances maternity leave will start automatically on the first day of her absence.  

 

Notification Requirements  

To exercise the right to take statutory maternity leave, the employee must notify us of her 

pregnancy, the expected date of her baby’s birth, her intention to take maternity leave and 

the date on which she intends this to start. This notification should be in writing and should 

be provided no later than the end of the 15th week before the expected week of childbirth. 

The employee should also provide a form MATB1, gained by the doctor or midwife, 

confirming her pregnancy. 



We will write to the employee to confirm receipt of her notification within 28 days of receiving 

and to confirm the date on which her maternity leave will end. This will normally be 52 weeks 

from the intended start of her leave.  

The employee must give 8 week’s notice is she wishes to change the return date.  

 

Maternity- Illness during pregnancy 

Absence due to illness will be treated the same as any other sickness absence, in line with 

our sickness procedures within the company handbook, unless the absence is pregnancy 

related.  

If the absence is pregnancy related and occurs during the period starting four weeks before 

the expected week of childbirth in which the maternity leave will automatically begin from the 

first date of the absence (or four weeks before the EWC if the absence is pregnancy-related 

and commenced prior to this date).  

Contractual terms and conditions 

During the maternity leave, the employment terms and conditions continue, and employees 

are entitled to any pay increments and improvements within terms and conditions given 

during their leave. Employee pension contributions will stop for the unpaid period of the 

maternity leave however employer pension contributions will be paid during the period of 

maternity leave only. Employee contributions will be based on the full pensionable pay the 

employee would receive if working.  

Full holiday entitlement will continue to accrue throughout the period of maternity leave. 

 

Statutory Maternity Pay 

To qualify for Statutory Maternity, Pay (SMP), employees must have at least 26 weeks’ 

service extending into the 15th week before the week in which the baby is due (the qualifying 

week) and must have average earnings equal to, or greater than, the lower earnings limit for 

National Insurance Contributions. SMP is payable whether or not the employee intends to 

return to work.  

SMP is payable for a maximum of 39 weeks. Week one of maternity pay is the week after 

the employee leaves work or starts her maternity leave. To claim SMP the employee must 

give 28 days written notice of when she wishes her SMP payments to commence.  

The rate of SMP will vary depending upon earnings and the amount of maternity leave 

taken; the first six weeks are paid at 90% of average weekly earnings followed by the lesser 

of either 90% of average earnings or the lower statutory weekly rate up to 33 weeks. SMP is 

paid into the employee’s bank account on the same date that pay would have been paid, 

and is subject to deductions for tax, National Insurance and pension contributions in the 

usual way.  

Employees who do not qualify for SMP may be entitled to claim Maternity Allowance.  

 

 

 



Work and Contact during maternity leave 

An employee on maternity leave can work for a few days without losing her right to maternity 

leave or a week’s statutory pay, via ‘keeping in touch days’ or ‘KIT days’. The number of 

days is limited to 10, irrespective of the length of maternity leave taken by the employee. KIT 

days may be taken at any time during the maternity leave period (excluding the period of 

compulsory maternity leave) and may be taken singly or in blocks. KIT days do not extend 

the employees period of maternity leave, but simply allow her to do some work during the 

period of maternity leave should she wish to do so. 

days. These days are not limited solely to her normal work, but can be used for training or 

other events, or to help ease her return to work. There is no obligation to work any KIT days, 

and we are under no obligation to provide them.  

Employees on maternity leave are encouraged to keep in touch with us and we will continue 

to make reasonable contact with them during their maternity leave.  

KIT days are paid at the normal rate of pay and are paid in the usual way.  

 

Returning from Maternity Leave 

An employee returning to work after ordinary maternity leave has the right to return to the 

same job. The right to return following additional maternity leave is to the same job unless 

this is not reasonably practicable, but any alternative job must be both suitable and 

appropriate. The terms must be no less favourable than those which would have applied had 

the employee not been absent on maternity leave. 

If an employee wishes to return to work before the end of her statutory maternity leave 

period she must give eight weeks advance written notice specifying the date of return. 

An employee who decides not to return to work at the end of her maternity leave is required 

to give full contractual notice.  

Any employee who wishes to change her working pattern or hours on return from maternity 

leave should apply to do so.  

We request that employees who return to work and who are breastfeeding notify us of this 

so that suitable arrangements can be made to facilitate this if required.  

The employee may elect to end her maternity leave at any time after the compulsory leave 

period and share the remainder of her maternity leave and pay with the father/partner.  

 

Date devised 6th January 2020.  


