
 

 

 

   
 

  
  

  
  

   
   

 
 

 
  

 
  

  

  
  

 
 

  
 

 
 

    
 
     

 
 

     
   
 

  
 

 
 

   
 
    
  

   
 
 
 
 

_____________________________________________________________________ 

Working at Westminster as a community of colleagues is a big part of our lives and we 
will do so in an environment that places wellbeing front and centre of those around us, 
as well as ourselves. The University is committed to providing a supportive and inclusive 
environment for working parents and carers, and to supporting all colleagues to have a 
healthy work-life balance, enabling colleagues to focus on the fewest things that matter 
the most. We will continue to champion equality and create an inclusive culture by 
retaining, attracting, employing and developing the most diverse and talented 
colleagues, so that we become a truly inclusive University. 

Maternity Policy and Procedure 

Policy Statement 

The University encourages colleagues to have a healthy balance between their work 
and family commitments. The University as a compassionate and supportive employer 
is committed to family friendly policies. The University is committed to embracing 
diversity and promoting equality and this policy applies to all pregnant colleagues that 
are employed by the University. 

This Maternity Policy has been developed to provide pregnant colleagues with guidance 
as to their entitlements and the procedure to follow for maternity leave. 

The pregnant colleague and their line manager must regularly assess the risks to the 
pregnant colleague and their baby and agree reasonable steps to remove any risks. 

Pregnant colleagues have a responsibility to: 

• Inform their line manager and the People, Culture and Wellbeing Team that they are 
pregnant as soon as practicable, but no later than 15 weeks before the expected 
week of childbirth (EWC) 

• Complete a ‘Maternity Leave and Pay - Application Form’ and supply the original 
MATB1 to the People, Culture and Wellbeing Team within the timescales set out in 
this policy 

• Maintain a reasonable amount of contact with their line manager during the 
maternity leave period 

Line Managers have a responsibility to: 

• Undertake a risk assessment with pregnant colleagues 
• Provide support to the pregnant colleague and ensure fairness and consistency in 

the application of this policy 
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Procedure 

1. Eligibility for Statutory Maternity Leave (SML) 

All colleagues are automatically entitled to 52 weeks of SML, regardless of their length of 
service, subject to certain procedural steps being followed. SML consists of 26 weeks of 
Ordinary Maternity Leave and 26 weeks of Additional Maternity Leave. 

Pregnant colleagues do not have to take 52 weeks of Maternity Leave, but it is 
compulsory for a pregnant colleague to take 2 weeks of Maternity Leave immediately 
after the date of childbirth (Compulsory Maternity Leave). 

2. Eligibility for Occupational Maternity Pay (OMP) 

To be eligible for OMP, which includes Statutory Maternity Pay, a colleague must: 

a. Have been employed by the University continuously for at least 26 weeks by the 
qualifying week (the 15th week before the EWC). 

b. Earn at least the Lower Earnings Limit1 for paying National Insurance contributions. 
c. Give the University at least 28 days' notice of the date the colleague wants OMP to 

start by completing the ‘Maternity Leave and Pay - Application Form’. 
d. Provide the original MATB1 certificate, which a doctor or midwife can issue from 20 

weeks before the due date. 

If the colleague is eligible for OMP, they will be paid for up to 39 weeks, of which: 

• 6 weeks will be paid at full pay; 
• 18 weeks will be paid at half pay plus SMP or 90% of their normal weekly earnings 

(whichever is lower); 
• 15 weeks at the SMP rate or 90% of their normal weekly earnings (whichever is 

lower). 

The University’s Payroll Department will calculate ‘normal weekly earnings’ using the 
average of the last 2 months' salary before the end of the qualifying week. 

A colleague who is not eligible for SMP will be sent an SMP1 form explaining why they 
are not eligible. They may be eligible for Maternity Allowance instead. 

Only colleagues who are employed by the University are eligible for SML and OMP. If a 
colleague’s employment ends during their period of maternity leave and they are eligible 
for maternity pay but have not yet received all 39 weeks maternity pay when their 
employment ends, they will still be entitled to the remainder of SMP. If the colleague 
begins work for another organisation during this period, they must inform the University 
as this will affect their SMP payments. 

1 The current Lower Earnings Limit can be found on gov.uk 
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3. Notification 

At least 15 weeks before their baby is due, the colleague must notify their line manager 
and the People, Culture and Wellbeing Team in writing when their baby is due and when 
they want to start their maternity leave, by completing the Maternity Leave and Pay -
Application Form. 

The colleague must provide the University with their original MATB1 certificate. 
The earliest SML can start is 11 weeks before the EWC. The latest SML can start is the 
day the baby is due, as notified on the MATB1. A pregnant colleague must take at least 
2 weeks of Maternity Leave immediately after the baby is born (Compulsory Maternity 
Leave). The colleague can start their leave on any day of the week. 

SML and OMP will start automatically if the colleague is off work for a pregnancy-related 
illness in the 4 weeks before the baby is due. SML and OMP will also start automatically 
the day after the birth if the baby is born earlier than the notified start date. In such 
circumstances, the colleague must advise the University of the earlier birth date, as 
soon as reasonably practicable. 

4. Time off to attend Antenatal care appointments 

A pregnant colleague is entitled to reasonable paid time off to keep appointments for 
antenatal care prescribed by a registered medical practitioner. The colleague should let 
their line manager know as soon as each appointment is arranged. 

5. Stillbirth and miscarriage 

The University as a compassionate and supportive employer recognises that colleagues 
will need support in these sad and difficult situations. 

If a colleague has a stillbirth that occurs after the 24th week of pregnancy the colleague 
will be entitled to SML and OMP. 

If a colleague has a miscarriage before the 24th week of pregnancy, there is no 
entitlement to SML or OMP, so depending on the individual circumstances and the 
support required by the colleague, it may be appropriate to consider compassionate 
leave. 

6. Surrogacy 

Surrogacy is when another person carries and gives birth to a baby for the intended 
parents. The person who gives birth to the child will be treated as the birth mother, 
however, parental responsibility can be transferred by either an adoption or parental 
order. 

Birth Mother 
If a colleague is a birth mother in a surrogacy arrangement, they will have the same 
maternity rights as any other pregnant colleague, irrespective of what happens after the 
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child is born and colleagues in this situation should follow the guidance outlined in this 
policy. 

Surrogate Parents 
If a colleague is adopting a baby through a surrogacy arrangement, they should follow 
the guidance outlined in the Adoption Policy. 

7. Contact during the Maternity Leave Period 

Before a colleague's SML begins, their line manager should discuss the arrangements 
for them to keep in touch during their leave. The University reserves the right in any 
event to maintain reasonable contact with the colleague from time to time during their 
SML. This may be to discuss the colleague's plans to return to work, to ensure the 
colleague is aware of any possible development and promotion opportunities, to discuss 
any special arrangements to be made or available training to ease their return to work 
or simply to update them on developments at work while they are away. 

The colleague is encouraged to maintain reasonable contact with their line manager 
during their SML. 

8. ‘Keeping in Touch’ Days 

A colleague and their line manager can mutually agree that the colleague comes in to 
work for the University (or attend training) for up to 10 days during SML without bringing 
their period of SML to an end or impacting on their right to claim OMP for that week. 
These are known as "Keeping in Touch" or "KIT" days. Any work carried out on a day or 
part of a day shall constitute one KIT day. 

The University has no right to require the colleague to carry out any work, and is under 
no obligation to offer the colleague any work, during the colleague’s SML. Any work 
undertaken is a matter for agreement between the line manager and the colleague. A 
colleague taking a KIT day will be paid their normal rate of pay. Any KIT days worked 
do not extend the period of SML. 

9. Terms and Conditions during SML 

During the period of SML, the colleague is entitled to receive all their contractual 
benefits, except for remuneration, and the SML does not affect the colleague’s 
continuous service. 

Contractual annual leave entitlement will continue to accrue. Colleagues are reminded 
that annual leave should wherever possible be taken in the year that it is accrued and 
before the start of SML; if this is operationally not possible, any untaken annual leave 
from the previous leave year must be taken immediately after the end of the SML period, 
before returning to work. 

Pension contributions will continue to be made during any period when the colleague is 
receiving OMP but not during any period of unpaid SML. Colleague contributions will be 
based on actual pay, while the University’s contributions will be based on the salary that 

Page 4 



 

  
 

   
 

  
 

             
    
     

  
 

               
  

                 
    

   
 

   
 

 
    

 
               

  
 

 
  

 
    

 
 

 
  

 
  

 
 
 

 
 

 
    

 

   
   

  

the colleague would have received had they not been taking SML. 

10. Returning to Work 

A colleague is expected to return to work on the next working day after the end of SML. 

If the colleague wishes to return to work earlier than the expected return date, they must 
give at least eight weeks’ notice in writing by completing the Notification to Return to 
Work Early Form. Should a colleague still be entitled to any SML/OMP, this entitlement 
will cease on their new date of return. 

A colleague returning from a total of 26 weeks or less (Ordinary Maternity Leave) has 
the right to return to their old job; a colleague returning from a total of more than 26 
weeks (Additional Maternity Leave) has the right to return to their old job or, if this is not 
possible, to a job of the same status and with the same terms and conditions of 
employment as their old job. 

If the colleague decides not to return to work at all at the end of their SML, they must 
tender their resignation in writing giving their usual period of contractual notice. 

11. Shared Parental Leave 

A colleague with a new baby and their partner may decide to take Shared Parental Leave 
and Pay instead of SML and OMP. For full details, please see the Shared Parental 
Leave Policy. 

12.Further Information 

On www.gov.uk, you will find maternity leave and pay guides and calculators. 

Date created: 5 February 2015 

Last reviewed and updated: April 2024 

Next review date: April 2027 

We are committed to ensuring our websites and content is digitally accessible 
according to the Public Sector Bodies Accessibility Regulations (2018). These 
guidelines are published on the intranet; and can be requested in a range of formats 
e.g. Word, PDF, plain text, alternative formats such as large print or Braille. 

To implement these guidelines, users are asked to access other digital information or 
systems. For information on the accessibility of this system, the University has 
published an accessibility statement for each system which outlines accessibility issues 
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we’re aware of and how we are working to address them. You can access this from the 
system. These guidelines relate to the following digital systems with the following levels 
of accessibility: 

• Sharepoint – partially accessible – more on Sharepoint: 
https://universityofwestminster.sharepoint.com/sites/00272/SitePage 
s/University%20of%20Westminster%20Accessibility%20Statement% 
20for%20SharePoint%20.aspx 

• Microsoft – partially accessible - more on Microsoft (including 
support from the Microsoft Disability Answer Desk): 
https://www.microsoft.com/en-gb/accessibility 

If you need an alternative to using the system to implement the guidelines, please 
contact People Advisory Support or People Services on hr-
services@westminster.ac.uk and we will support you to do this. 

This document has been designed to maximise usability - for example navigating by 
headings, meaningful hyperlinks, image descriptions, colour/contrast and display 
options such as magnification and reflow. Should you encounter an accessibility barrier, 
please report to People Advisory Support or People Services on hr-
services@westminster.ac.uk 
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