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Pregnancy key dates

Please refer to the dates below to ensure that everything is completed in preparation

for you going on maternity leave.

4

E-_'I By this week, your initial risk assessment should have been completed.
::A This should be done when you notify your supervisor.

(o]

You should request your MATB1 at your next antenatal appointment.

12
This is the latest you should inform your supervisor and LE about your
pregnancy and submit your application form and MATB1. This is

16 referred to as your qualifying week, for leave and pay purposes.

You should also make arrangements to meet with your TSTL / ES /MEM
to discuss and plan any KIT days and supported return to training days
that maybe required.

20 Please see page 7 for further information.

You should have completed a follow-up risk assessment for your

24 second trimester of pregnancy by week 27.

28 Providing LE has received all of your documentation, we will have
written to you to confirm your chosen start and expected due date of
maternity leave. This is the earliest point at which your maternity leave
can start.

32

Payroll will write to you the month you are due to go on maternity
leave to provide your maternity calculations.

36

Your due date; however, if you are absent from work due to a
pregnancy related illness in the last four weeks before your due date,
your maternity will commence at 36 weeks of pregnancy.




Maternity Leave: Entitlement

Occupational Maternity Pay (OMP)may be granted to colleagues-in-training who have 12 months
continuous service with the Trust or another NHS organisation at the beginning of the 11th week before
the expected week of childbirth (EWC).

The Trust must be notified in writing before the 15th week before the EWC stating the date she wishes
to start her maternity leave; provides a MATB1 certificate and intends to return to work with the Trust or
another NHS employer for a minimum period of three months.

To be eligible for Statutory Maternity Pay (SMP), the trainee must have completed 26 weeks
continuous service with the Trust by the 15th week before the expected week of childbirth. If a mother
elects to take Shared Parental Leave she will cease her Maternity Leave (see the Lead Employer
Shared Parental Leave Policy) and will no longer be entitled able to claim either OMP or SMP.
Statutory regulations state you are not permitted to work for the first two weeks after birth.

Commencement of Leave

Maternity leave shall not normally
commence prior to the 11th week
before the EWC (29 weeks pregnant)
but can commence at any time up to
the EWC.

Maternity Leave: Entitlement

Trainees who are eligible for OMP as outlined above will be entitled to the following:-

For the first 8 weeks of leave - full pay (less any SMP or Maternity Allowance to which they may be
entitled)

For the next eighteen weeks of leave - half of full pay plus SMP or Maternity Allowance (reduced only
to the extent that half pay and SMP do not exceed full pay)

For the next 13 weeks of Leave - SMP only (Extension of Maternity Pay)

For the next 13 weeks — Trainees may take additional unpaid maternity leave making a total of 52
weeks

By prior agreement with the employer this entitlement may be paid in different ways; for example, a
combination of full pay and half pay or a fixed amount spread equally over the maternity leave period.
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Maternity Leave: Eligibility

Trainees who are eligible for SMP will be entitled to the following:-

For the first six weeks of leave > 90% of salary
For the next 33 weeks of leave > Standard rate of SMP / 90% of the employee’s average weekly earnings

The additional 13 weeks of leave > if lower The additional 13 weeks of leave

Trainees who are not eligible for SMP may be entitled to
Maternity Allowance (MA).

 MA - a flat rate allowance is paid by the Department of
Social Security for up to 39 weeks to individuals who are
not entitled to SMP. Trainees who do not meet the
criteria for SMP but have worked at least 26 weeks in
the 66-weeks ending with the week before the EWC may
be eligible for this allowance.

Trainees who are entitled to MA will receive 39 weeks paid
at a rate of 90% of the employee’s earning, or at the lesser
rate of MA, whichever is lower.

MA is deducted from the trainees OMP where they are in
receipt of full pay or when the half pay OMP and MA
exceeds the full pay rate.

Irrespective of entittement to OMP, SMP or MA all trainees
have the right to take 52 weeks of maternity leave.

Calculation of Maternity Pay B
Full pay will be calculated using the average weekly earnings rules used for calculating OOOO
SMP entitlements (including any banding payments). NB This excludes any income 000

earned by the trainee outside their contract of employment e.g. locum work. OOOU

NB; In the case of a trainee on unpaid sick absence or on sick absence attracting half pay during the whole
or part of the period used for calculating average weekly earnings in accordance with the earnings rules

for SMP purposes, average weekly earnings for the period of sick absence shall be calculated on the basis
of notional full sick pay.
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Maternity: Roles and Responsibility

What are your host organisation’s responsibility to you during pregnancy and maternity leave?

To complete an initial risk assessment when you first notify your supervisor of your pregnancy

To complete further risk assessments during your second and third trimester or if anything in your
pregnancy changes and you feel you may need adjustments/additional support

To allow reasonable paid time off during working hours for antenatal appointments

To ensure trainees on maternity leave are kept informed of any changes happening in the it host
organisation

What is Lead Employer’s responsibilities to you during pregnancy and maternity leave?

To write to trainees to confirm their expected start and return date of maternity leave
To calculate accrued annual leave to be taken at the end of maternity leave
To pay OMP and SMP

To ensure trainees on maternity leave are kept informed of any changes in relation to employment
(e.g. policies and processes). NHSE will keep you updated on any changes in relation to training /
education

To process KIT days that you have used during your maternity leave

What are your responsibilities to your employer/ host organisation/NHSE during pregnancy and
maternity leave?

It is advised to inform your manager of your pregnancy as soon as possible and to complete the
application form and return this along with your original MATB1 to the Lead Employer

Ensure that the appropriate risk assessments are completed during your pregnancy to ensure your
own and your baby’s safety

Report to your supervisor if you have any concerns at all about risks or hazards at work that could
potentially put yourself or your baby at risk

You should discuss with your supervisor how you would like to keep in touchduring your maternity
leave

If you want to change your RTW date you must give 8 weeks' notice of this to the Lead Employer

If you plan to continue breastfeeding when you return to work you will need to liaise with your host
trust to ensure arrangements are in place for you, if you have any queries about this please contact
the Lead Employer and please also see page 17 for further information
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Keeping in Touch (KIT) days

You are able to work up to 10 days during your maternity leave. If possible, you should discuss taking
your KIT days prior to starting your maternity leave.

Please be aware that ‘Keep in Touch’ days should only be worked whilst you are on Maternity Leave and
in receipt of Statutory Maternity Pay i.e. after the first two weeks and before the last 12 weeks of

maternity leave.

Supported return to training

We understand that regardless of the reason, returning back into training can be a difficult and stressful
time for a trainee. To ensure all trainees are clinically confident and fully supported when returning to
training following a sustained period of absence, NHS England Education (NHSE) is committed to
offering a number of mechanisms in order to support the return to clinical practice.

Examples include:

Individualised SuppoRTT plan

Access to ring fenced places on pre-existing specialty specific courses and regional teaching days
Period of enhanced supervision

Return to Clinical Practice Days

Additional funding for bespoke training may be available

In order for trainees, to document any plans to stay up to date with training whilst away from practice
and also identify any anticipated support required upon their return, trainees are now required to
complete an individualised SuppoRTT plan and participate in structured planning and review meetings
when leaving and returning to training with their Training Programme Director (TPD) or Educational

Supervisor (ES).

Each Specialty School will have their own supported return to training programme and will be able to
direct trainees as appropriate to support available. Trainees should contact their TPD as soon as
possible in advance of taking time out of training, but no later than three months prior to their leave.

Further information can be found via the relevant NHSE website



https://www.hee.nhs.uk/our-work/supporting-doctors-returning-training-after-time-out
https://www.hee.nhs.uk/our-work/supporting-doctors-returning-training-after-time-out
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Supported Return to Training days

In agreement with NHSE, the Lead Employer will facilitate trainees to undertake Supported Return to
Training(SRTT) days during their period of accrued annual leave. Colleagues-in-training will be allowed
to take up to 10 days of supportive activities during their annual leave period. The total number of KIT
days and Supportive Return to Training days combined shall not exceed10 days.

An example of how the different elements would work is set out below:

Week 1-2

Maternity leave (a trainee is not allowed to undertake any work during this period as set out in
employment law).

Week 3-25

Maternity leave trainee does not request to undertake any KIT days.

Week 26

Trainee requests to attend ALS course for example 2 days . Trainee will be paid the difference between
what they are currently receiving in terms of SMP and OMP and paid a top up to normal pay.

Week 27-39

Trainee remain son Maternity leave

Week 40-52

The trainee is currently in a no pay period of SMP and therefore under HMRC current rules cannot
undertake KIT days as there is no SMP to deduct. Trainee enters accrued annual leave period, for the
purposes of illustration this is 8 weeks.

As trainee has used 2 KIT days they would have 8 SRTT days to utilise during this period.

Week 1-8 of Annual Leave

It is agreed that the trainee can job shadow one day a week during the 8 week period. Therefore, 8 days
of annual leave would need to be added on to the end of the 8 week period therefore extending the

actual date of the supported return to training plan start date by 8 working days.
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Supported Return to Training days cont.

Any trainee who uses a day of annual leave to undertake such training will
be given the annual leave day back and this must be taken prior to their
return to work. KIT/SPLiT/Supported Return to Training days cannot be

used to undertake locum work.

Any trainee wishing to undertake a Supportive Return to Training day

should contact Lead Employer who will provide guidance and support to
facilitate these days.

Guidance for host organisations when carrying
out risk assessments for trainee doctors

All organisations have a statutory obligation, as governed by the Management of Health and Safety at
Work Regulations 1999, to protect the health and safety of new and expectant mothers. Therefore,
once a trainee has informed the LE/host in writing of their pregnancy, the host organisation is obliged
to undertake an individual risk assessment that aims to identify hazards and assess risks.

The host must take individual action to remove, reduce or control any risks that are significant. The
guidance below is designed to assist host organisations in undertaking this risk assessment.

Due to pregnancy being a self-limiting condition, HWWB advise that the trainee, in conjunction with the
host organisation, will be best placed to review the risks in the working environment.

Initial Risk Assessment New/Expectant
/Breastfeeding mothers

NB: should you rotate you will be required to complete the risk assessment and checklist with each
new host organisation as your risks may change.

Any health concerns which may potentially result in significant changes to working practices or hours of
work should immediately be referred to Lead Employer.

The Maternity Initial Risk Assessment - New & Expectant Mothers form is available as an online
form on our website, click here.

Review Risk Assessment
Review risk assessment is to be completed at the beginning of each trimester and in the event of any
changes to the above risk assessment. It is imperative that risks are reviewed on a regular basis to
support all pregnant trainees throughout the duration of their pregnancy.


https://leademployer.merseywestlancs.nhs.uk/online-forms?letter=m

Supporting documents

Principal Legislation

e The Health and Safety at Work Act 1974
to download and view

The Employment Rights Act 1996
to download and view

The Management of Health and Safety at Work
Regulations 1999
to download and view

The Workplace (Health, Safety and Welfare) Regulations 1992
to download and view

e The Control of Substances Hazardous to Health Regulations
to download and view

Lead Employer New Parent Policy and
application forms

https://leademployer.merseywestlancs.nhs.uk/online-policies
/new_parent_policy

POLICY
FORM
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https://www.legislation.gov.uk/ukpga/1974/37/contents
https://www.legislation.gov.uk/ukpga/1974/37/contents
https://www.legislation.gov.uk/ukpga/1996/18/contents
https://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.hse.gov.uk/pUbns/priced/l24.pdf
https://www.hse.gov.uk/coshh/index.htm
https://leademployer.merseywestlancs.nhs.uk/online-policies?letter=n
https://leademployer.merseywestlancs.nhs.uk/online-policies?letter=n

Checklist for colleagues-in-training

0 . V
Use this checklist to ensure that you've followed all the necessary steps, before v —
you go on your maternity leave. v —
\
v —

Notify your supervisor and the Lead Employer about your pregnancy.

Advise your supervisor of any time off required for antenatal appointments, providing
proof if necessary.

Ensure an initial risk assessment is completed for you.

During your second trimester, ensure a further risk assessment is completed.

Obtain a MATB1 from your midwife and submit this along with your application form to
the LE, no later than 25 weeks of pregnancy.

Discuss any KIT days you may wish to use with your supervisor.

Ensure that you've discussed the start and return date of your maternity leave and your
accrual of annual leave with Lead Employer.

If you wish to change your return to work date, ensure you provide at least eight
weeks notice, in writing, to Lead Employer.

If you plan to continue breastfeeding on your return to work, please contact your host
trust prior to return to ensure arrangements are made.

1"
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Frequently Asked Questions

Q When do I need to tell you | am pregnant once | am pregnant?

A You must inform the Lead Employer and your supervisor by the
end of the 25th week of pregnancy.

Q Am 1 able to take time off work for antenatal appointments?

A You are entitled to reasonable paid time off for antenatal

appointments, you may be asked to produce evidence to support
these appointments.

Q How does maternity leave affect annual leave?

A You continue to accrue annual leave whilst on maternity leave
and this must be taken in full prior to your return from maternity
leave.

Q When can | start my maternity leave?

A The earliest you can start your maternity leave is 11 weeks
before the baby’s due date.

Q What happens if my baby is born prematurely?

A If your child is born prior to the commencement of maternity
leave, your maternity leave will commence the day after the
birth.

You should inform the Lead Employer as soon as possible to
ensure appropriate payments are made.

Q What if I am sick prior to commencement of maternity
leave?

A A If you are sick with a pregnancy related illness, anytime
during your pregnancy, normal sick leave provisions will

apply.

If you are sick within the last four weeks of your pregnancy,
you will immediately commence maternity leave.




Breastfeeding support in the workplace

All hosts should consider making reasonable adjustments for trainees who are breast feeding and wish
to continue following a return to work.

Steps for your host organisation

It is good practice for hosts to discuss with trainees who are
still breastfeeding what could be reasonably and
proportionately done to facilitate breastfeeding on their
return from maternity. These discussions should take place as
early as possible.

e Provide trainees with adequate notice of how breastfeeding
breaks will be provided in order for the mother to adjust her

breastfeeding routine if needed.

e The law requires organisations to provide trainees who are
breastfeeding with somewhere to rest and lie down.

e Arisk assessment should be undertaken.

e The trainee is offered appropriate time off during her shift in
order to express her milk.

e Facilities:

o Provided with a private space where the mother can
express milk.

o Appropriate refrigerator to store the milk.

e The trainee is allowed to arrange for her husband/partner/care
giver to bring their child into work in order for the mother to
breastfeed (unless H&S foresee any issues with these visits).

For more information on the above information please see:

» Maternity Action - Breastfeeding at Work

» Health and Safety Executive - New and expectant mothers

e NHS Guidance - Breastfeeding and work

» Lead Employer Flexible Working Policy and application form



https://www.maternityaction.org.uk/advice-2/professionals/breastfeeding-at-work/
http://www.hse.gov.uk/mothers/index.htm
https://www.nhs.uk/Planners/breastfeeding/Documents/breastfeedingandwork%5b1%5d.pdf
https://leademployer.merseywestlancs.nhs.uk/online-policies?letter=f

00 NHS!

Mersey and West Lancashire
Teaching Hospitals

Contact us

For all general enquiries, please contact Lead Employer via:

B lead.employer@merseywestlancs.nhs.uk

\\\ 0151478 7777

Please note that we will respond to your queries over the phone or via email in a timely fashion
Monday - Friday (***Excluding bank holidays).
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