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This policy does not form part of the contract of employment and may be amended from time to time.
The School reserves the right to depart from it as appropriate to individual circumstances, whilst always 

taking account of the ACAS Code of Conduct.



          INTRODUCTION 

This policy sets out the rights and responsibilities of Employers, and the employees who are 
pregnant or have recently given birth.
 
This policy applies to all Trust employees on permanent, temporary and fixed term contracts. 

Statutory maternity rights are set out in the Work and Families Act 2006, the Employment 
Rights Act 1996 and other associated regulations. Teachers are also covered by the maternity 
rights set out in the Burgundy Book national agreement on conditions of service.

Where there are differences between the terms and conditions of employment of teachers and 
support staff, this has been indicated.

You are advised to consult a representative of your Trade Union/Professional Association or the 
Trust’s HR Provider on any matters which are unclear or are of concern to you.

          ELIGIBILITY FOR MATERNITY LEAVE 

All pregnant employees are entitled to fifty-two weeks’ maternity leave regardless of length of 
service or the number of hours worked each week. This must be taken as a continuous block. 
Maternity leave is made up of twenty-six weeks ordinary maternity leave (OML) and a further 
twenty-six weeks additional maternity leave (AML). 

Only one period of leave is available per pregnancy irrespective of whether more than one child 
is born.

1.0

2.0

          COMPULSORY MATERNITY LEAVE 

The Maternity (Compulsory Leave) Regulations 1994 stipulates a minimum period of maternity 
leave for all women of two weeks after the date of the birth. This means that you cannot return 
to work until at least two weeks after the actual date of the birth.

You are entitled to stay off work for up to fifty-two weeks counting from the day your maternity 
leave commences.

3.0
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          INITIAL OBLIGATIONS

Expectant mothers should advise their Headteacher of their pregnancy at the earliest 
convenient time. This will enable a timely risk assessment to be carried out.

4.0

          WHEN CAN MATERNITY LEAVE START?

You have the right to choose when to start your Maternity leave, provided that it is not   
before the eleventh week before your expected week of confinement (EWC). The latest you can 
start your Maternity leave is the day before the date of your EWC.

Your maternity leave will therefore commence from the date you have given in writing. The only 
exceptions to this will be if:

• You are absent from work “wholly or partly because of pregnancy or childbirth” 
after the beginning of the fourth week before the EWC. In these circumstances, your 
Maternity leave will start immediately.

• Your baby is born before the date on which your Maternity leave was due to    
commence. In which case the first day of your Maternity leave will be the day following 
the first day of absence.

• You change the date that your maternity leave commences, provided you give twenty-
eight days’ notice. 

• If the employee resigns or is dismissed before the intended start date then they will   
lose the right to maternity leave but may still qualify for statutory maternity pay. 

Expectant mothers must notify their Headteacher, in writing, by the fifteenth week before the 
expected week of confinement (EWC) confirming:

• That you are pregnant and the date your baby is due.
• The date when you intend to start your maternity leave. (This must be no earlier than 

the beginning of the eleventh week before the EWC and no later than the day before 
your EWC).

• Produce an original Maternity Certificate (form MAT B1) from your Doctor or certified 
Midwife stating the date on which your baby is due. The earliest this certificate can be 
obtained is twenty weeks before your EWC i.e. no earlier than the end of your twentieth  
week of pregnancy. Maternity pay cannot be paid without the original MAT B1. In 
addition the personal details (i.e. name) on the MAT B1 must match the personal details 
held on the Payroll system.

• Once you have notified us of the date on which your OML will start or that it has 
commenced early due to premature absence or birth, we will write to you within 28 
days of receiving your notification to advise you of the day on which your maternity 
leave will end.

• If you subsequently notify us that your intended maternity leave start date will change, 
we will write to you with the above information within 28 days of the start of your OML.

5.0



          HEALTH AND WELLBEING

6.1 ANTENATAL CARE

  You are entitled to paid time off to attend ante-natal care appointments which may 
include relaxation and parent-craft classes which are advised by your midwife or 
medical practitioner. However, you must produce evidence of appointments, if asked to 
do so. You must advise your Headteacher of the appointment as far in advance of the 
appointment as possible.

6.2 HEALTH AND SAFETY

 Consideration must be given to any health and safety implications, for pregnant or breast  
 feeding employees. Risk assessments should be carried out in accordance with the form  
 and guidance as outlined in Appendix B.

 If the identified risks (including rubella/swine flu etc.) cannot be avoided, the    
 Headteacher will offer suitable alternative work (with no less favorable terms and
 conditions). If no suitable alternative work is available, the employee will be granted
 leave with full pay until the risk has been removed.

6.3 SICKNESS ABSENCE DURING PREGNANCY

  Absence on account of illness during pregnancy shall be treated as follows:

Absence Pregnancy Related 
Illness

Not Pregnancy Related 
Illness

Prior to commencement of 
Maternity Leave Sick Leave Sick Leave

Prior to notified sick leave 
commencement of maternity leave, 
but earlier than the fourth week 
before EWC

Sick Leave Sick Leave

Prior to notified commencement of 
maternity leave but on or after the 
fourth week before EWC

Maternity Leave Sick Leave

After notified commencement of 
maternity leave Maternity Leave Maternity Leave

6.0

Any pregnancy related sickness will be disregarded for the purposes of managing
absence under the Absence Policy. 
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  ELIGIBILITY FOR MATERNITY PAY

Maternity pay will depend on your length of service and on whether or not you return to 
work following your maternity leave. Maternity pay is subject to the condition that no work is 
undertaken during the period of maternity leave.

Your maternity pay can be made up of two elements: 

• Occupational Maternity Pay (OMP) (i.e. paid by the Trust under your contract of    
employment) and

• Statutory Maternity Pay (SMP) (a statutory entitlement - if you qualify which is paid   
by the Trust on behalf of the Department for Work and Pensions (DWP) and forms    
part of your Occupational Maternity Pay).

7.0

  MATERNITY PAY

The first thirty-nine weeks of your maternity leave will be with pay and this will be made up as 
follows:

8.1  TEACHERS
 If eligible for Statutory Maternity Pay (SMP) you will have the payments made in the first  
 six weeks of absence offset against the payments made under (i) and (ii):

 i. For the first four weeks of absence - full pay, offset against SMP (based at 9/10ths   
      of average weekly earnings) or Maternity Allowance (MA) from the Department of   
   Work and Pensions (DWP) for employees not eligible for SMP; provided that the total
   weekly payments shall not be less than 9/10ths of a week’s salary reduced only by
   flat-rate maternity allowance. MA is paid directly by the DWP therefore any amount
   which you actually receive will be deducted from your maternity pay.

 ii. For the next two weeks of absence - 9/10ths of a week’s salary, offset against SMP   
    (based at 9/10ths of average weekly earnings) or Maternity allowance (MA) for
    employees not eligible for SMP.

 iii. Provided you have said you intend to return to work then the next twelve weeks will  
     be paid at a rate of half your weekly pay without deductions (except by the extent to  
               which the combined pay and SMP (or, if not eligible for SMP, Maternity Allowance)      
     exceeds full pay).
     SMP will be paid at the lower rate or 90% of average weekly earnings, if this is less.

 iv. Providing employees qualify for the payment of SMP, a further twenty-one weeks SMP  
     will be paid at the lower rate or 90% of average weekly earnings if this is less.

 v. No pay for the remaining thirteen week period of absence.

8.0



8.2  Support Employees

 If eligible for Statutory Maternity Pay (SMP) you will have payments made in the first six  
 weeks of absence offset against the payments made under:

 i. For the first six weeks of absence - 9/10ths of a week’s salary, offset against SMP   
   (based at 9/10ths of average weekly earnings) or Maternity allowance (MA) for
   employees not eligible for SMP.

 ii. Provided you have said you intend to return to work then the next twelve weeks will  
     be paid at a rate of half your weekly pay without deductions (except by the extent to  
     which the combined pay and SMP (or, if not eligible for SMP, Maternity Allowance)
     exceeds full pay). SMP will be paid at the lower rate or 90% of average weekly   
     earnings, if this is less.

 iii. Providing employees qualify for the payment of SMP, a further twenty-one weeks SMP  
      will be paid at the lower rate or 90% of average weekly earnings if this is less.

 iv. No Pay for the remaining thirteen week period of absence.

 If you are undecided about whether or not you will be returning to work (Teachers and  
 Support employees), then you can elect to receive your Occupational Maternity
 Pay in a lump sum upon return to work therefore you will not be liable to refund any   
 monies if you decide not to return. It is important that you consider your options
 and make it clear on the Form MATB2 (sent to you following receipt of your MAT
 B1) how you want your Maternity Pay paid. Bear in mind that although you may
 have been required to state your intention to return to work, this is not a definite   
 commitment to do so.

  HOW YOU QUALIFY FOR STATUTORY      
  MATERNITY PAY

To qualify and obtain SMP you must:

a) Have twenty-six weeks continuous service with the current employer at your    
 qualifying week, which is the fifteenth week before your EWC (i.e. at
 twenty-five weeks of pregnancy). Service from Academies may not qualify as    
 continuous local authority service (contact the Trust’s HR Provider for
 more information).

b) your average weekly earnings in the 8 weeks up until and including the 15th week before  
 the EWC must have been at least equal to the lower earnings limit for NI contributions;  
 and

c) Not be on unpaid leave e.g. unpaid sick leave at your qualifying week.

d) be still pregnant 11 weeks before the start of the EWC or have already given birth and are  
 absent on maternity leave

e) Still be pregnant and on payroll at the fifteenth week before your EWC or have already  
 given birth.

9.0
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f) Give at least twenty-eight days’ notice of when you  want to start SMP. This is usually the  
 same date that you want to start maternity leave.

g) Provide notice of your expected date of when your baby is due by obtaining a Maternity  
 Certificate (form MAT B1) from your Doctor or certified Midwife stating the date on   
 which your baby is due. This certificate can only be obtained twenty weeks before your  
 EWC. Any earlier certificates will not be accepted.

NB. SMP may be disallowed if the maternity certificate MAT B1 is not provided within three 
weeks of the start of your maternity pay period.

If you do not qualify for SMP, the Trust Payroll provider will issue you with a Form SMP1 which 
will enable you to make a claim for Maternity Allowance directly from the Department for Work 
and Pensions (DWP).

The fixed rate SMP changes regularly and the prevailing rate can be found at https://www.gov.
uk/maternity-pay-leave/pay. 

  DISENTITLEMENT FROM STATUTORY     
  MATERNITY PAY
In addition to the qualifying conditions identified above, you will not be entitled to SMP or will 
stop being entitled to SMP if any of the following apply to you during the period in which you 
are being paid SMP:

• You start working, after the birth of your baby, for another employer
• You are taken into legal custody

Please note that it is your responsibility to notify the Trust if any of the above events occur 
during the period in which you are being paid SMP.

10.0

  STILL BIRTHS

If your baby is stillborn and the still birth occurs after the start of the twenty-fourth week of 
pregnancy you will still be entitled to the same rights to maternity leave and pay as if the 
pregnancy had gone to full term. For stillbirths before twenty-four weeks, the procedures in the 
Leave of Absence Policy will apply (see Leave of Absence Policy).

You should approach your Headteacher to discuss your individual needs together with the 
advice from your Doctor. Your Headteacher may discuss a referral to Occupational Health or 
counselling to help give advice with regards to workplace adjustments and/or return to work 
arrangements.

11.0



  KEEPING IN TOUCH (KIT) DAYS

The Working and Families Act 2006 introduced the provision for you to engage in a maximum 
of ten ‘Keeping in Touch’ (KIT) days to ensure you stay in touch with developments and 
undertake training, without losing your rights to maternity pay.

KIT days are optional and can only take place by agreement between both you and your 
Headteacher. You cannot be penalised for refusing to take up a KIT day. Similarly, you do not 
have a right to work a KIT day if your Headteacher does not agree to it. It should be noted that 
any work undertaken as a KIT day would not extend the statutory maternity period in any way.

Any work done on a particular day will count as one KIT day. The KIT days can be undertaken 
at any stage during maternity leave apart from the first two weeks after the date of the birth. 
An employee must put their request for a KIT day in writing to the Headteacher at least two 
weeks prior to the KIT day taking place. This should state the nature and purpose of the work 
to be undertaken during that day. The Headteacher will approve (or not) the request within five 
working days and confirm the work to be undertaken.

You will be paid at your normal basic pay for time spent working on a KIT day and this will be 
inclusive of any SMP and additional maternity pay entitlement A KIT claim form, attached at 
Appendix C, must be completed so that payment can be processed. This should be forwarded 
to the Headteacher for authorisation and then this will be sent to the Trust’s Payroll Provider to 
process the appropriate payment.

12.0

  RETURNING TO WORK

13.1 YOUR RIGHT TO RETURN TO WORK
 
 You have the right to return to the job in which you were employed under your original  
 contract of employment and on terms and conditions no less favorable than those which  
 would have been applicable to you had you not been absent. (‘Job’, for this purpose,   
 means the nature of the work that you are employed to do and the capacity and place  
 (Trust) in which you are employed).

 Where it is not practicable, by reasons of redundancy for the employer to permit you   
 to return to work in your job as defined in the above paragraph, you shall be
 entitled to be offered a suitable alternative vacancy, where one exists, provided that
 the work to be done in that post is suitable for and appropriate to the circumstances.
 Also that the capacity and place (Trust) in which you are to be employed and your
 terms and conditions of employment are not substantially less favorable than if you
 had been able to return to the job in which you were originally employed.

 Selecting a woman for redundancy because of her pregnancy, maternity leave or a   
 related reason is an automatically unfair dismissal as well as being unlawful
 discrimination. If you have taken AML and it is not reasonably practicable for us
 to allow you to return to the same position, we may give you another suitable and
 appropriate job on terms and conditions that are not less favourable. Different rules
 may apply if you have combined maternity leave with periods of other leave such as
 parental leave or shared parental leave. 

13.0
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13.2 RETURN TO WORK DATE

 Once you have given notice of your intention to take maternity leave, you will be   
 informed in writing when your Maternity leave period will end. This will automatically be  
 at the end of fifty-two weeks from the date on which your Maternity leave starts.

 You may return to work at an earlier date, in which case you must write to your
 Headteacher giving eight weeks’ notice of the date you intend to return. Where this
 notice is not given, the Headteacher may postpone the return for up to eight weeks
 from the date you inform them of the early return.

 If you choose to return to work before the end of the paid maternity period, maternity  
 pay will cease and you will receive your normal pay.

 An employee, who takes Maternity leave, having notified the date of return, should   
 provide the employer with a Doctor’s note if they are incapable of work due to sickness.  
 The normal Leave of Absence Policy procedures will apply (see Leave of Absence
 Policy).

 Upon your return to work your Headteacher should carry out a risk assessment, if   
 applicable.

 In order to retain all of your Occupational Maternity Pay, you will be required to work the  
 equivalent thirteen weeks, based on your normal working week prior to the
 commencement of your maternity leave. If you were working full-time prior to your
 maternity leave, then you are required to work thirteen weeks’ full-time service on
 your return to work. If you were working part-time hours prior to maternity leave,
 you are required to complete the thirteen weeks’ service on that part-time basis.
 Where you move to part-time work to part-time work on a different basis, following
 your return, you need to complete the equivalent of the thirteen weeks on your new
 part-time basis.

 The period of thirteen weeks (inclusive of school holidays and dates of school closure)  
 shall run from the date on which you return, having been declared medically fit and are  
 deemed to be available for work.

13.3 IF YOU DO NOT INTEND ON RETURNING TO WORK

 You are strongly advised to delay making a decision about whether or not to return   
 to work until after your baby is born. This way your job is kept open for you just in case  
 you change your mind or if your circumstances change.

 If, while on maternity leave, you decide that you do not wish to return to work after your  
 maternity leave, you must give us notice of resignation in accordance with your contract  
 of employment. The amount of maternity leave left to run when you give notice must be  
 at least equal to your contractual notice period, otherwise we may require you to return  
 to work for the remainder of the notice period.

 If you decide not to return to work, or you fail to complete the equivalent thirteen   
 weeks’ service requirement (inclusive of school holidays and dates of school closure),   
 which is applicable to your job prior to Maternity leave, you will then be required to
 refund all or part of the conditional element of your Maternity Pay.

 The conditional element of your Maternity Pay depends upon your length of continuous  
 service as at the eleventh week before your expected week of confinement (EWC):



• If you have less than one year’s continuous service as at the eleventh week before 
the EWC, the full eighteen weeks Occupational Maternity Pay is conditional upon you 
returning to work (i.e. six weeks at 9/10ths and twelve weeks at 1/2 pay).

• If you have more than one year’s continuous service as at the eleventh week before the  
EWC, the twelve weeks at 1/2 pay is conditional upon your return to work.

SMP is not conditional upon your return to work and is therefore not refundable by you.

13.4 RETURNING TO WORK ON REDUCED HOURS

 If you are full-time (i.e. 32.50 hours for teaching and 37 hours for non-teaching) you have  
 the right to request to return to work on reduced hours. Your reduced hours should not  
 be any less than 1/2 a full working week. The hours and the working arrangements must  
 be agreed with your Headteacher before you return to work.

 If you reduce your hours, you will be required to work the equivalent of thirteen full-time  
 weeks upon return from maternity leave. If you do not return for this length of time, you  
 may be asked to repay the 1/2 element of your Occupational Maternity Pay (OMP).
 To calculate the equivalent weeks you divide the current working hours by the
 proposed working hours and multiply by thirteen. For example 37 hours divided by
 18.5 hours multiplied by thirteen weeks equals twenty-six weeks equivalent.

 The period of equivalent thirteen weeks (inclusive of school holidays and dates of school  
 closure) shall run from the date on which you return, having been declared medically fit  
 and deemed to be available for work.

 Should you wish to reduce your working hours on a permanent basis, then you are   
 entitled to make a request under the Trust’s Flexible Working Policy (see Flexible
 Working Policy). 

13.5 SICKNESS ABSENCE UPON RETURN TO WORK

 If you are unable to return to work due to sickness at the end of your maternity leave   
 period, you should notify your Headteacher through the normal Leave of Absence
 Policy reporting procedure. You will be required to provide medical certificates
 as normal and the usual sick pay provisions will apply.

 If you delay your return due to sickness, the sick leave will not count as part of the   
 required thirteen weeks’ service.

  GENERAL INFORMATION

14.1 CONTACT DURING MATERNITY LEAVE

 It is important for Headteachers to maintain reasonable contact with you during   
 maternity leave, to keep up to date with developments at the Trust including job
 opportunities, newsletters, changes to posts etc. and to clarify return to work
 arrangements.

 Frequency and method of contact is best established before maternity leave    
 commences. Contact can be by telephone, email, letter or visit to the workplace.

14.0
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14.2 CONTRACTUAL BENEFITS

 You will continue to receive your contractual benefits including the accrual of your   
 annual leave and continuous service during maternity leave. Should you decide to leave
 whilst on maternity leave, you must still give notice in accordance with your contract.
 The discretion to waive the full notice requirements will be made by the Headteacher.
 
14.3 ACCRUAL OF ANNUAL LEAVE - TEACHERS

 Teachers are entitled to twenty eight days (including bank holidays) statutory annual   
 leave under the Working Time Regulations and must be allowed to take this leave
 outside of their maternity leave. The statutory annual leave is offset against
 periods of school closure,  therefore in most cases, periods of school closure before
 and after the maternity leave period will more than equal the twenty-eight days annua
 leave entitlement.

 Where the return from maternity leave is close to the end of the leave year (i.e. 31st   
 August) and there is not enough time to take annual leave, a teacher must be allowed  
 to carry this balance forward to the following leave year. This can then be taken during  
 the remaining periods of school closure after the twenty-eight days annual leave for that  
 year has been accommodated.

14.4 ACCRUAL OF ANNUAL LEAVE – SUPPORT EMPLOYEES (FIFTY-TWO WEEKS)

 Support employees are entitled to contractual annual leave and must be allowed to take  
 this leave outside of their maternity leave. The annual leave entitlement (including
 bank holidays)-is offset against periods of school closure that occurs in the leave
 year in question.

 Where the return from maternity leave is close to the end of the leave year and
 there are insufficient school closure periods to accommodate the outstanding annual
 leave entitlement, the individual must be allowed to take any remaining leave during
 term time. Where there is not enough time to take the remaining annual leave, this must
 be carried over to the next leave year and this can be taken during the remaining periods
 of school closure after the annual leave for that year has been accommodated.

14.5  PENSIONS

 During the time that you receive maternity pay; national insurance, tax and Pension   
 Contributions will be deducted from the gross pay. You will not have to pay tax or
 national insurance during the unpaid period.

 A teacher’s period of Maternity leave is classed as reckonable service for pension
 purposes if the teacher is receiving at least half pay (disregarding any deduction   
 e.g. on account of Social Security benefits, or refund provided for by terms of the
 teacher’s employment). The period of Maternity leave will count as continuous service
 but any unpaid Maternity leave will not count as reckonable service for pension purposes.
 Teachers do not have the option to pay pension contributions during a period of no pay.

• Support employees paying into the Local Government Pension Scheme do have the  
option to pay pension contributions on a period of no pay to maintain continuous 
service.



14.7  FIXED TERM AND TEMPORARY CONTRACTS

 Employees on fixed term or temporary contracts can be eligible to take maternity leave.  
 The same eligibility conditions for entitlement to maternity pay apply.

 If your contract is due to end whilst you are on maternity leave, you will not receive   
 Occupational Maternity Pay (OMP) however Statutory Maternity Pay (SMP) would
 continue to be paid, if you are eligible.

 There is no obligation to renew the temporary contract. However, if non-renewal is purely  
 on the basis of pregnancy then it will be treated as an automatically unfair dismissal as  
 well as unlawful discrimination.

 If the reason for non-renewal is due to a redundancy situation, the employee must be   
 offered a suitable alternative vacancy.
 
14.8 TRANSFER OF MATERNITY LEAVE AS SHARED PARENTAL LEAVE

 If you return to work giving proper notification of an early return, you may transfer some  
 of your outstanding maternity leave to your spouse, civil partner or partner, or the father  
 of the child, to be taken as Shared Parental Leave (see Shared Parental Leave Policy). 

  FREQUENTLY ASKED QUESTIONS 

To help and assist you with any questions that you may have about this policy, we have devised 
some Frequently Asked Questions (FAQs) for you which we hope will answer any questions you 
may have. See Appendix D. 

15.0



Appendix A
Maternity Pay Provisions

Continuous 
service with 
Local Authority 
recognised 
Employer by the 
end of the 15th 
week before EWC

Continuous service 
with one or more 
Local Authorities/
LA recognised 
Employers at the 
start of the 11h 
week before EWC

Maternity Pay
• SMP Statutory Maternity 

Pay
• MA Maternity Allowance

Maternity Leave
• OML Ordinary 

Maternity Leave 
• AML Additional 

Maternity Leave

At least 26 weeks At least 1 year

39 weeks occupational and 
statutory pay as follows:
Teachers
4 weeks @ full pay inclusive of 
SMP
2 weeks @ 90% of week’s 
salary inclusive of SMP
12 weeks @ half pay plus SMP
21 weeks @ SMP
Non Teachers
6 weeks @ 90% of week’s 
salary inclusive of SMP
12 weeks @ half pay plus SMP
21 weeks @ SMP

26 weeks  
OML 26  
weeks AML

Less than 26 weeks At least 1 year

39 weeks occupational and 
statutory pay as follows:
Teachers
4 weeks @ full pay inclusive of 
MA if eligible
2 weeks @ 90% of week’s 
salary inclusive of MA if
eligible12 weeks @ half pay plus 
MA if eligible
21 weeks @ MA if eligible
No entitlement to SMP
Non Teachers
6 weeks @ 90% of week’s 
salary inclusive of MA if
eligible
12 weeks @ half pay plus MA if 
eligible
21 weeks © MA if eligible
No entitlement to SMP

26 weeks  
OML 26  
weeks AML

At least 26 weeks Less than 1 year

39 weeks statutory pay as 
follows:
6 weeks @ SMP equal to 90% 
of weekly salary 33 weeks @ 
SMP
No entitlement to occupational 
pay

26 weeks  
OML 26  
weeks AML

Less than 26 weeks Less than 1 year 39 weeks MA (payable by 
DWP) No entitlement to SMP

26 weeks  
OML 26  
weeks AML



Appendix B
Risk Assesment Form - Pregnancy /Up to 6 months from return to work/Nursing mother

Employee Name: Name of the Risk Assessor:

Post Title: Date Assessment Carried Out:

School:
Is the employee Pregnant/During 6 months from returning/A nursing 
mother 
(Delete as appropriate)

HAZARD/TOPIC RISK IDENTIFIED
SIGNIFICANT

ACTION REQUIRED/BY WHOM AND WHEN/COMMENTS
YES NO

Is there exposure to shocks, 
vibration or excessive 
movement?

Is there any form of lifting, 
stretching, moving and handling?

Is there opportunity for the 
employee to move or change 
posture regularly to alleviate 
fatigue?

Is the employee expected to 
work at heights? i.e. use of 
ladders

Is there an excessive amount of 
noise in the employees working 
area?

Are there extremes of 
temperature (heat or cold)?



HAZARD/TOPIC RISK IDENTIFIED
SIGNIFICANT

ACTION REQUIRED/BY WHOM AND WHEN/COMMENTS
YES NO

Is a review of the employee’s 
workload needed? Are they likely 
to get over tired, or pressured 
resulting in stress?

Is the employee exposed to 
chemical agents?

Is there exposure to Ionising 
Radiation (X Rays, liquids or 
dusts)

Non-ionising Electromagnetic 
Radiation (Display Screen 
Equipment)

Is the work station, Ergonomics, 
and VDU sufficient for the 
employee?

Is there a risk of Violence within 
their role?

Will the employee be able to 
safely Evacuate the premises in 
the event of an emergency?

Aspects of Pregnancy that may 
affect work i.e. morning sickness, 
backache, frequent toilet visits

Are there any Infection risks due 
to routine work activities?
i.e. handling bodily fluids, 
Hepatitis A, Hepatitis B,C,D, HIV



HAZARD/TOPIC RISK IDENTIFIED
SIGNIFICANT

ACTION REQUIRED/BY WHOM AND WHEN/COMMENTS
YES NO

Are there any infection risks due 
to illness within the community/ 
Biological agents?
i.e. Rubella*, Chicken Pox*, 
Human parvovirus B19 
*May need to visit GP for advice

Signed: Risk Assessor

Signed: Employee



Appendix C
Keeping in Touch Form

EMPLOYEE DETAILS

Surname: Forename(s):

Pay Number: Post Title:

School Name: Contact Number:

Headteacher:

ARRANGEMENTS

Purpose for Contact, e.g. Team Updates, 
Training Forename(s):

Form of Contact, e.g. Telephone, Email Post Title:

Frequency of Contact, e.g monthly, 
termly Contact Number:

Who will initiate contact, Headteacher, 
employee

KIT Days – list dates and purpose

DECLARATION

Signed (Employee): Forename(s):

Date: Post Title:

Signed (Headteacher): Contact Number:

Date:

Headteacher and employee to keep one copy each. A scanned copy should be sent to the 
Trust’s HR Provider for processing and employees file.



Appendix D
Frequently Asked Questions

What should the employee do once they are aware they are pregnant?

Once the employee is aware they are pregnant, they need to consider when to inform 
the employer as the law only protects staff at work once your employer knows about the 
pregnancy.

Once the employer knows about the pregnancy, they must conduct a risk assessment and 
remove any risks or make alternative arrangements to protect the employee whilst at work.

Can the employee still work up until the birth?

Yes the employee chooses when her maternity leave will commence and may work up to the 
birth if she wishes.

What if the employee is sick?

If the employee is absent from work because of a pregnancy related illness on or after the 
fourth week before the EWC, maternity leave will automatically start If the employee is absent 
with an illness which is not pregnancy related, maternity leave will commence as notified.

What if the baby is born prematurely?

If the baby is born earlier than the excepted date of start of the maternity leave, then maternity 
leave and pay would start the following day.

What if the baby is born after the EWC?

This will not affect the maternity pay period and you will commence your maternity leave as 
originally stated. 

What happens if the employee is not entitled to SMP?

Payroll Services will send an SMP1 form to enable Maternity Allowance to be claimed directly 
from the Department for Work and Pensions. 

If an employee is sick during maternity leave are they entitled to contractual sick pay?

No, the entitlement to remuneration is excluded during maternity leave, this includes sick pay.

What if the employee resigns during maternity leave?

If an employee decided not to return she must give her written resignation giving appropriate 
notice. The discretion to waive the full notice will be made by the Headteacher. If the employee 
has been paid the conditional element of their maternity pay, then they will be required to 
refund all or part of it.   

What if the employee is ill and cannot return to work at the end of their maternity leave or on 
the notified date of return? 

The normal sickness absence reporting procedure would apply and would need to notify the 
Headteacher. 



What if the employee has more than one contract with the Trust/Local Authority?

If the employee has more than one contract, which attracts liability, for class 1 National 
Insurance contributions and she satisfies all the other conditions she will be entitled to 
maternity pay under each contract. However the gross wages from each contract will be added 
together as there can only be one SMP liability. 

What if the employee is on a fixed term contract?

If the employee satisfies all the qualifying conditions and is still in employment when the 
maternity leave commences then SMP still becomes payable.


