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MATERNITY LEAVE ENTITLEMENTS
MATERNITY AND YOUR RIGHTS

Introduction

This booklet is a general guide to your entitlement to Maternity Provisions that is; Maternity Leave, Maternity Pay and Your Right to Return to work .

Circumstances vary from person to person and if you do not understand any details outlined in this booklet you should contact the HR Department on extensions 8848/8859 for clarification. It is important that you know your entitlements early in your pregnancy, so that you can plan well in advance.

Abbreviations and Terms

Below is a guide to the abbreviations and terms you will come across in this booklet and what they mean.

DSS


Department of Social Security

EWC


Expected Week of Childbirth – the week in which your baby is due  

SMP


Statutory Maternity Pay

Higher Rate SMP
90% of your average weekly earnings

Lower Rate SMP

Basic weekly amount of SMP

MA


Maternity Allowance – DSS benefit available to those not entitled to SMP (subject to qualification)

MAT B1


Certificate issued by your Doctor or Midwife, showing the date on which your baby is expected to be born

QW


Qualifying Week – the 15th week before the EWC

KIT


Keeping in Touch day

Maternity Leave

This policy applies to all pregnant employees whose expected week of childbirth falls on or after 1st April 2007.

Am I allowed time off for Hospital/Clinic appointments?

During your pregnancy you are entitled to time off with pay to attend any ante-natal appointments arranged by your Doctors clinic.

You may be asked to show evidence of your appointments by your Supervisor/Manager, in which case a clinic or hospital appointment card is sufficient.

What leave am I entitled to?

From the first day of employment all employees, regardless of length of services are entitled to up to 52 weeks maternity leave and the right to return to work. 

Maternity leave consists of 26 weeks ordinary maternity leave and 26 weeks additional maternity leave.

You are not required to take to all of this maternity leave but you must take two weeks of compulsory maternity leave after your baby is born. 

You cannot commence your maternity leave earlier than 11 weeks before the EWC 

My Partner/Nominated Carer works for the Authority, what leave are they entitled to?

Your partner/nominated carer will be entitled to Maternity Support Leave of 5 days with pay, to be taken in a block period at or around the time of the birth. A nominated carer is the person chosen by you to provide you with support and assist with the care of your child.

The biological father of the child, the mother’s husband or partner who has responsibility for the child’s upbringing could be entitled to a maximum of two weeks Paternity Leave. To qualify for this leave he/she must have had 26 weeks continuous service by the end of the 15th week before the EWC. 

Paternity Leave will be paid at the following rate:

1 week @ full pay

1 week @ at the lower rate of SPP or 90% of your weekly pay if this is lower

Please note that Maternity Support Leave cannot be taken in addition to Paternity Leave.

For further details of this entitlement plus details of how to apply, please refer to the Authority’s Family Support Leave Policy (page 13)

What do I need to do before beginning my Maternity Leave?

You are responsible for:

Notifying your Director in writing at least 15 weeks before the beginning of the week your baby is due (or as soon as reasonably practical).  You need to inform them that (i) you are pregnant, (ii) when your baby is due and (iii) the date on which you intend to start your maternity leave.  This date can be changed at a later date provided you give 28 days notice.  You should forward a copy of this letter to Payment Services and the HR Department.

Providing a certificate from a registered medical practitioner or a certified midwife stating the EWC. This certificate is known as a MAT B1 form.

Upon receipt of your notification, Payment Services will write to you within 28 days confirming your expected return to work date, and your maternity entitlements.

Maternity Pay

What pay am I entitled to?

If you have completed less than 1 year’s continuous service at the beginning of the 11th week before the EWC but have completed 26 weeks service by the 15th week before the EWC (and your earnings are above the lower limit for N.I. Contributions), you are entitled to the following:

· 6 weeks @ 90% of your weekly pay 

· 33 weeks @ the lower rate of SMP or 90% of you weekly pay if this is lower.

If you have completed more than 1 year’s continuous service at the beginning of the 11th week before the EWC and you have declared your intention to return to work for a period of at least 3 months, your entitlement is

· 6 weeks @ 90% of your weekly pay

· 14 weeks @ half pay plus lower rate SMP or 90% of your weekly pay if this is lower (providing the total does not exceed your normal full pay, in which case your half pay would be reduced accordingly).

· 19 weeks @ the lower rate of SMP or 90% of your weekly pay if this is lower

You may wish to spread your half pay payments over the remaining period of your 39 weeks paid maternity leave or choose for it to be held in abeyance until you have made a decision regarding your return to work. An option form will be enclosed in the Maternity Leave letter sent to you from Payment Services.

If you decide that you do not wish to return to work following your maternity leave you will not be entitled to any half pay payments. You will be required to pay back any half pay payments that you have received.

I don’t qualify for any of the above payments what am I entitled to?

If you have not worked for the Council for 26 weeks prior to the 15th week before your baby is due, you may be eligible for Maternity Allowance (MA) paid by the DSS.

If this is the case the Payment Services will send you the form SMP1, you should then send this form to the DSS together with your MAT B1 form.

Returning to Work

Can I reserve the right to return to work?

You are entitled to reserve the right to return to work. You are entitled to return to the job in which you were employed under your original contract of employment on terms and conditions not less favourable than those which would have been applicable to you if you had not been absent. “Job” for this purpose means, the nature of the work which you are employed to do and the capacity and place in which you are so employed.

Where it is not practicable by reason of redundancy to return to work to the job you had before your maternity leave commenced, you would be offered suitable alternative employment, where available, on terms and conditions not substantially less favourable than those in which you were originally employed.

Suitable alternative employment may also be offered if exceptional circumstances (i.e. reorganisation), which would have occurred regardless of your absence necessitate a change in the job which you were employed prior to your absence. The alternative employment will be on terms and conditions not less favourable than those in which you were originally employed.

Consultation will take place with you, where your job may be subject to redundancy or reorganisation.

Keeping in Touch Days

Employees are entitled to work for up to 10 days during their maternity leave without their maternity leave coming to an end or it affecting their SMP.  These are known as ‘keeping in touch days’ (KIT) and are designed to enable you to keep up to date with changes and developments within the Authority.  KIT days do not have to be taken consecutively and can be used for any work related activity including training days and meetings.  Working part of a day will be considered as 1 KIT day.

Where an employee takes advantage of a KIT day, they must complete the appropriate form which is available from the HR Department or at the back of this pack as Appendix B.  

The payment made for work carried out on a KIT day will be based on the number of hours worked x by the employee’s normal rate of pay up to a maximum of the employees normal daily contractual hours. This payment will be offset against SMP.  At no time will an employee be paid for days worked in addition to SMP. 

Any work carried out during maternity leave must be done so by agreement by both the Authority and the employee.  However such days can not be taken during the first two weeks of compulsory maternity leave.  The taking of KIT days is not compulsory.

How much notice do I need to give before returning to work?

It will be assumed that you will return to work at the end of your maternity leave period.  However if you wish to return earlier than this provided you have met earlier notification requirements you can change this date but you must notify your Director in writing, giving at least 8 weeks notice before the date you intend to return.

Further Information

What happens if I am ill when I am pregnant?

Once your maternity leave period commences your sick pay entitlement will automatically cease. If you are absent from work because of a pregnancy related illness, on or after the start of the 4th week before your baby is due, your maternity leave period will commence then. If you are absent from work because of an unrelated illness, you will continue to receive sick pay until your specified maternity leave commences.

What happens if my baby is born early?

If your baby is born early, but after you have started your maternity leave, then your pay will not be affected.

If your baby is born before you have started your maternity leave this will automatically trigger maternity pay and leave from the date your baby is born.

What about if my baby is born late?

If your baby is born later than the week it was due, maternity leave is not affected and you will be paid as if the baby had been born on the expected date.

What happens in the event of a miscarriage/still birth?

If unfortunately your baby is stillborn before the 24th week of pregnancy, you will not be eligible for maternity pay and leave. However if you are unfit to return to work at this time, the Sickness Absence Procedure will apply.

If your baby is stillborn after the start of the 24th week of pregnancy, then you will still qualify for full maternity pay and leave.

What happens if I become pregnant again whilst on maternity leave?

If you become pregnant again whilst on maternity leave, provided you meet the notification requirements outlined in this policy you will be entitled to further ordinary and additional maternity leave.

Can my Statutory Maternity Pay be stopped?

Yes it can if within the maternity pay period you:

· Commence work (excluding keeping in touch days)

· Are taken into legal custody

You are required to inform Payment Services immediately if either of the above apply.

Am I entitled to claim any other payments when my Maternity Pay comes to an end, and I am still on Maternity Leave?

You may be able to claim Family Credit or Income Support/Tax Credits. For advice and further information you should contact your local DSS/Inland Revenue office.

Will I lose my Annual Leave entitlement?

No – whilst you are on maternity leave you accrue annual leave as normal. In agreement with your Line Manager you may take annual leave in addition to your maternity leave. If your annual leave entitlement is not used by the end of the leave year, it can be mutually agreed with your Director to carry it forward.

Will I continue to pay pension contributions?

You will continue to pay pension on your actual pay received during maternity leave. In any unpaid maternity pay period, pension contributions are optional and you will be requested to notify Payment Services of your intentions. If you decide not to pay pension contributions during your unpaid maternity leave it will not count towards your retirement benefits. This will be clarified in the letter sent out to you by Payment Services.

Do I pay Tax and National Insurance whilst on Maternity Leave?

Maternity pay attracts Income Tax and National Insurance deductions. However, you only pay National Insurance on earnings above the lower earnings limit.

If you do not pay National Insurance it may affect future benefit entitlements.

Will I continue to receive my Essential User Car Allowance whilst on Maternity Leave?

Your Essential User Car Allowance will be paid in full for your 26 weeks ordinary maternity leave. This allowance will not be paid during your additional maternity leave.

Do my Health & Safety Rights change while I am pregnant?

The Authority are required to take special precautions for employees who are pregnant, breast feeding or who have given birth within the last six months and to provide rest facilities for new or expectant mothers. You must notify your Supervisor/Manager if any of these conditions apply for your own health and safety.

Your Manager/Supervisor will carry out a risk assessment which will be recorded.

Your display screen equipment workstations, e.g. computer terminals, are properly assessed and controlled and there is no additional risk to pregnant women or nursing mothers, however it is recognised that stress management is an integral part of safe pregnancy and therefore requests for transfer away from D.S.E equipment and work will be considered.

For your information additional risks to pregnant women and nursing mothers will be minimised, and the following should be avoided:

· extended shift-work

· strenuous manual handling 

· sitting/standing for extended periods

· work in extremes of temperature, such as baking operations or cold stores

· work in areas or on surfaces with a higher risk of slips, trips or falls

· activities which prevent you leaving the work area for rest or to use toilet facilities

· any case where your medical practitioner states that your normal work could affect your health and safety

If additional risks to you cannot reasonably be reduced, the Authority will find alternative work (with no loss of terms or conditions), or authorise paid leave if alternative work is not available. 

The Authority will provide a private rest area for you, where smoking is not permitted. The rest area will be situated as near to sanitary facilities as possible.  Where practicable there should be facilities for the worker to lie down in the rest area.
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FAMILY SUPPORT LEAVE POLICY
Introduction

Durham City Council is committed to helping working parents. Family Support Leave includes Adoption Leave, Maternity Support Leave, Paternity Leave and/or Parental Leave and is available to you with opportunities to balance family life and work, whilst ensuring our service to customers is not compromised.

New rights under the Government’s ‘Work and Parents’ agenda also apply to those expecting or adopting a child on or after 6th April 2003.

Abbreviations and Terms

Below is a guide to the abbreviations and terms you will come across in this booklet and what they mean.

MAT B1

Maternity Certificate normally issued to the expectant mother by the midwife prior to the birth.

SAP

Statutory Adoption Pay

SPP

Statutory Paternity Pay

KIT

Keeping in Touch Days

Adoption Leave

Who Qualifies?

To qualify for adoption leave, you must: 

be *newly matched with a child for adoption by an adoption agency 

have completed 26 weeks continuous service ending with the week in which you are notified of being matched with a child for adoption 

*Adoption leave and pay is not available in circumstances where a child is not newly matched for adoption, for example when a step-parent is adopting a partner’s children. 

What leave am I entitled to?

If you have completed less than 26 weeks continuous service at the date you have been notified of being matched with a child for adoption, you are not eligible for adoption leave.

If you have more than 26 weeks continuous service at the date you have been notified of being matched with a child for adoption, then you are entitled to:

26 weeks ordinary adoption leave 

 Followed by a further 26 weeks additional adoption leave.

If the child’s placement ends during the adoption leave period you are able to continue to take your leave for up to eight weeks after the end of the placement.

How do I apply?

You are able to start your adoption leave from the date of the child’s placement or from a fixed date up to 14 days before the expected date of placement.

You are required to inform your Director of your intention to take adoption leave within 7 days of being notified by your adoption agency that you have been matched with a child for adoption, unless this is not reasonably practicable. 

To apply for Adoption Leave you must write to your Director and you should forward a copy of this letter to Payment Services and the HR Department stating:

· when the child is expected to be placed with you 

and 

· when you want your adoption leave to start (you can change the date provided you give 28 days notice)

Enclose the matching certificate from your adoption agency

Give your Supervisor sufficient notice of your intention to start your Adoption leave

What payments am I entitled to during my Adoption Leave?

If you have completed less than 1 year’s continuous service but have completed 26 weeks continuous service at the date you have been notified of being matched with a child for adoption (and your earnings are above the lower limit for N.I. Contributions), you are entitled to the following:

· 6 weeks @ 90% of your weekly pay 

· 33 weeks @ the lower rate of SAP or 90% of your weekly pay if this is lower

If you have completed more than 1 year’s continuous service at the date you have been notified of being matched with a child for adoption and you have declared your intention to return to work for a period of at least 3 months, your entitlement is:

· 6 weeks @ 90% of your weekly pay

· 14 weeks @ half pay plus lower rate SAP or 90% of your weekly pay if this is lower (providing the total does not exceed your normal full pay, in which case your half pay would be reduced accordingly).

· 19 weeks @ the lower rate of SAP or 90% of your weekly pay if this is lower

You may wish to spread your half pay payments over the remaining period of your 39 weeks adoption leave or choose for it to be held in abeyance until you have made a decision regarding your return to work. 

If you decide that you do not wish to return to work following your adoption leave you will not be entitled to any half pay payments. You will be required to pay back any half pay payments that you have received.

Keeping in Touch Days

Employees are entitled to work for up to 10 days during their adoption leave without their adoption leave coming to an end or it affecting their SAP.  These are known as ‘keeping in touch days’ (KIT) and are designed to enable you to keep up to date with changes and developments within the Authority.  KIT days do not have to be taken consecutively and can be used for any work related activity including training days and meetings.  Working part of a day will be considered as 1 KIT day.

Where an employee takes advantage of a KIT day, they must complete the appropriate form which is available from the HR Department or at the back of this pack as Appendix B.  

The payment made for work carried out on a KIT day will be based on the number of hours worked x by the employee’s normal rate of pay up to a maximum of the employees normal daily contractual hours.  This payment will be offset against SAP.  At no time will an employee be paid for days worked in addition to SAP. 

Any work carried during adoption leave must be done so by agreement by both the Authority and the employee.  The taking of KIT days is not compulsory.  

How much notice do I need to give before returning to work?

It will be assumed that you will return to work at the end of your adoption leave period.  However if you wish to return earlier than this provided you have met earlier notification requirements you can change this date but you must notify your Director in writing, giving at least 8 weeks notice before the date you intend to return.

Maternity Support Leave

Who Qualifies?

If you are the nominated carer of the expectant mother at or around the time of the birth you are eligible to 5 days paid leave at or around the time of the birth (if the baby is stillborn/dies after the start of the 24th week of pregnancy, then Maternity Support Leave will still apply). The leave must be taken in a block period. A nominated carer is the person nominated by the mother to be the primary carer of the child and to provide support to her at or around the time of the birth.

Maternity Support Leave cannot be taken in addition to Paternity Leave.

How do I apply?

To apply for Maternity Support Leave you must:

Complete the application form (copy attached as appendix A) and submit it to your Director for approval

Enclose a letter from the expectant mother confirming that you will be their nominated carer

Enclose a copy of the expectant mother’s MAT B1

Give your Supervisor sufficient notice of your intention to start your maternity support leave

Paternity Leave

Who Qualifies?

You must satisfy the following conditions if you wish to apply for a maximum of two weeks paid Paternity Leave:

Have or expect to have responsibility for the child’s upbringing

Be the biological father of the child or the mother’s husband or partner

Have worked continuously for the Authority for 26 weeks leading into the 15th week before the baby is due

Paternity leave cannot be taken in addition to Maternity Support Leave.

What leave am I entitled to?

You are entitled to two weeks maximum leave which must be taken in whole weeks and within 56 days of the child’s birth. 

How do I apply?

To apply for Paternity Leave you must:

· Complete the self certificate form SC3 (available from HR Department or directly from the HM Revenue & Customs Revenue website http://www.hmrc.gov.uk/ ) and submit it to your Director by the 15th week before the baby is expected and forward a copy to Payment Services and the HR department.

· Indicate whether you wish to take 1 or 2 weeks leave

· Give your Supervisor sufficient notice of your intention to start your paternity leave

What payments am I entitled to during my Paternity Leave?

You will receive the following payments:

· One weeks paid leave based upon your normal wages or salary

· One week paid at the rate of SPP

Paternity Leave – Adoption

Who Qualifies?

You must satisfy the following conditions if you wish to apply for a maximum of two weeks paid Paternity Leave - Adoption following the placement of a child for adoption:

· Have or expect to have responsibility for the child’s upbringing

· Be the adopter’s spouse or partner

· Have worked continuously for the Authority for 26 weeks leading into the week in which you are notified of being matched with a child

What leave am I entitled to?

You are entitled to two weeks maximum leave which must be taken in whole weeks within 56 days of the placement of adoption 

How do I apply?

To apply for Paternity Leave - Adoption you must:

· Complete the self certificate form SC4 (available from HR Department or directly from the Inland Revenue Website http://www.hmrc.gov.uk/

) and submit it to your Director within 7 days of you being notified by the adoption agency that you have been matched with a child
 HM Revenue & Customs Revenue website 
· Indicate whether you wish to take 1 or 2 weeks leave

· Give your Supervisor sufficient notice of your intention to start your Paternity Leave - Adoption

What payments am I entitled to during my Paternity Leave - Adoption?

You will receive the following payments:

· One weeks paid leave based upon your normal wages or salary

· One week paid at the rate of SAP
Parental Leave

Who Qualifies?

You must satisfy the following conditions if you wish to apply for unpaid Parental Leave:

· If you have had a baby or adopted a child on or after 15th December 1999 and have 1 years continuous employment by the date that you want to take the leave

· If you had a baby or adopted a child between 15th December 1994 (15th December 1981 in the case of a disabled child) and 14th December 1999 and who have completed one year's continuous service either with your current employer or a previous employer during 15th December 1998 and 9th January 2002. 

· If you have parental responsibilities, for example, foster parents, adoptive parents prior to placement, grand-parents with a significant parenting role and step-parents

How much parental leave can I take?

· You may take 13 weeks in total for each child. Parents of disabled children may take 18 weeks in total. 

· You will be able to take parental leave in short or long blocks depending upon agreement with your Supervisor

· Parental leave is for each child, so if twins are born you will get 13 weeks leave for each child (18 weeks for parents of each disabled child)

When can I take the leave?

· Parents of children born on or after 15 December 1999 can take the leave up until the child’s fifth birthday. 

· Parents of children born between 15 December 1994 and 14 December 1999 can take the leave up to 31 March 2005. 

· In adoption cases, where the date of placement is on or after 15 December 1999, for five years after the child is first placed with the family for adoption (or until the child’s 18th birthday if that comes sooner). 

· Adoptive parents of children placed for adoption between 15 December 1994 and 14 December 1999 can take the leave up until 31 March 2005. 

· In the case of a child with a disability, born on or after 15 December 1981, up until the child’s 18th birthday (for the purposes of parental leave, a disabled child is one for whom disability living allowance has been awarded). 

· In most cases, leave must be taken in blocks or multiples of one week; 

· The exception to the above is that parents of disabled children can take leave in blocks or multiples of one day; 

· In all cases a maximum of four weeks’ parental leave in a year can be taken in respect of any individual child; 

· 21 days’ notice must be given for leave taken in blocks; 

· The Authority can postpone the leave for up to six months where the business would be particularly disrupted if the leave were taken at the time you requested;

· but leave cannot be postponed when you give notice to take it immediately after the time the child is born or is placed with your family for adoption. 

How do I apply?

To apply for Parental Leave you must:

· Submit your application in writing to your Director and forward a copy to Payment Services and the HR department. 

· Indicate when and how you wish to take your leave

· Give your Supervisor sufficient notice of your intention to start your Parental Leave period(s)

Compassionate Absences with Pay

	
	
	COMPASSIONATE LEAVE ENTITLEMENT

	a)
	Death of a near relative. “Near relative” means husband, wife, parent or guardian, parent in law, brother, sister, son or daughter.
	3 days

	
	
	

	b)
	A death in an employees home, whether a near relative or not.
	3 days

	
	
	

	c)
	Death of a grandparent, uncle, aunt, nephew, niece or grandchild.
	1 day

	
	
	

	d)
	In cases of illness in the home of an employee or other urgent domestic reasons.
	2 days *


*This entitlement is discretionary and consideration should be given to the applicants remaining annual leave at the time of application.

In all cases applicants must have completed six months continuous service with the Authority.

Authority to grant compassionate leave of absence to be vested to the Head of Department (or nominate deputy) concerned; and to vary compassionate leave in exceptional circumstances.

Further Information

Will I lose my Annual Leave entitlement?

No – whilst you are on Adoption Leave, Maternity Support Leave, Paternity Leave and/or Parental Leave you accrue annual leave as normal. In agreement with your Line Manager you may take annual leave in addition to your family leave. If you are taking Adoption Leave and your annual leave entitlement is not used by the end of the leave year, it can be mutually agreed with your Director to carry it forward.

Will I continue to pay pension contributions?

You will continue to pay pension contributions on your actual pay received during Adoption Leave, Maternity Support Leave, Paternity Leave and/or Parental Leave. In any unpaid Adoption Leave or Parental Leave pay period, pension contributions are optional and you will be requested to notify Payment Services of your intentions. If you decide not to pay pension contributions during any unpaid leave it will not count towards your retirement benefits. This may be clarified to you by contacting payment services.

Do I pay Tax and National Insurance whilst on Family Leave?

Any payments made attract Income Tax and National Insurance deductions. However, you only pay National Insurance on earnings above the lower earnings limit.

If you do not pay National Insurance it may affect future benefit entitlements.

Will I continue to receive my Essential User Car Allowance whilst on Adoption Leave, Maternity Support Leave, Paternity Leave and/or Parental Leave?

Your Essential User Car Allowance will be paid in full for 26 weeks during Maternity/Adoption Leave. 

Your Essential User Car Allowance will be unaffected during periods of Maternity Support Leave and Paternity Leave.

Your Essential User Car Allowance will be paid in full during Parental Leave.

Where can I obtain further advice?

You may contact any member of the HR Department on extensions 8848/8859 for further information and current rates of SAP and SPP.
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FLEXIBLE WORKING POLICY
Introduction

Durham City Council is committed to providing you with opportunities to balance family life and work, whilst ensuring our service to our customers is not compromised.

The following information is a general guide for you on your right to request a flexible working pattern.

The Employment Act 2002 has a provision, which allows employees with young children the right to make a request to permanently change their working pattern.  The Work and Families Act 2006 has also now extended this right to include employees who are nominated carers. 

Consideration will also be given to temporary changes in working patterns where employees can demonstrate a legitimate caring reason. Managers will consider such requests and will only refuse if there are clear and valid business reasons.

Who Qualifies?

To apply for flexible working changes you must:

· have at least 26 weeks continuous service at the date of your application 

· not have made a previous request under this policy within the last 12 months and;

1. Have a child under 6 years (or under 18 years in the case of a disabled child) and have responsibility for that child’s upbringing and the request is being made to enable you to care for that child.

And/or

2. Must be or expect to be caring for a spouse, partner, civil partner or relative; or if not the spouse, partner or a relative, live at the same address as the adult in need of care.

Consideration will be given to requests outside of this policy from all employees who do not meet the qualifying criteria.

What can I request?

You can under this policy, request to permanently:

· change the number of hours you work


· change the times you are required to work


· change your place of work to either your home or another of the Council’s work premises

Examples could include: part-time working, job share, compressed hours and term-time working.

How do I apply?

Step 1

You must make a written request to your manager on the “Request to Change Current Working Pattern” form. This form is available from the HR Department or at the back of this pack as Appendix C. This pack is also featured in the public folders of Microsoft Outlook.

Step 2

Your manager will arrange a meeting with you within 28 days of receiving your request.

This meeting will be held to discuss:

· your request


· implications of your request for the department and section


· implications affecting yourself


· any possible alternatives

You are entitled to be accompanied at this meeting, by your Trade Union Representative or another person of your choice.

Step 3

Within 14 days of this meeting being held, your manager will write to you confirming his/her decision.

If the proposed changes are agreed:-

· a trial period of this change to your working pattern is recommended with a review to take place within a minimum of three months from the start of the change to monitor any impacts.  This will allow both you and your manager an opportunity to assess the change and any issues that may arise.


· the HR Department will write to you to confirm details of your trial period.


· following the trial period if you and your manager are satisfied with the working arrangements, the HR Department will issue revised terms and conditions.

If the proposed changes are not agreed:-

· your manager will provide you with a clear business explanation as to why your request has been refused.


· you will be given the right of appeal against the decision made.

Why might my request be refused?

Your manager can only refuse your request for one or more of the following reasons:

· burden of additional costs


· detrimental effect on the ability to maintain service delivery


· inability to re-organise work among existing staff


· inability to recruit additional staff


· detrimental impact on quality or performance of job, section, service or department


· insufficiency of work during the periods you propose to work


· planned structural changes

How can I appeal?

If your request has been refused, you have a right to appeal within 14 days of being notified of the decision.  Your appeal should be made in writing to the Head of Human Resources.

Within 14 days of receipt of your appeal, the Head of Human Resources will consult with your Head of Service/Director and arrange to hold a meeting with you to discuss the matter.

Following the meeting, your Head of Service/Director will inform you of his/her decision within 14 days. 

If your appeal is successful, the agreed changes will be implemented.

If your appeal is unsuccessful, and you are still dissatisfied with the decision, you have a right to make an appeal to the Council’s Appeals Sub-Committee at its next meeting.

Additional Information

You have a right to be accompanied at any of the meetings held during this process.  This could be a Trade Union Representative or another person of your choice.

The time-scales detailed in this policy may from time to time be varied to allow either yourself or your manager an opportunity to investigate the matter.  Both you and your manager must agree on any extensions to deadlines.  Your manager must make a written record of the revised extension to deadlines and provide you with a copy.

Please ensure that all correspondence and documents are signed and dated.

If you require any further information on this policy please contact a member of the HR Department on extension 8848/8859.

Appendices

Appendix A

CITY OF DURHAM

MATERNITY SUPPORT LEAVE

APPLICATION TO (Director) ………………………………………………………..

cc
Chief Executive : FAO HR Department

	NAME ………………………………………….  PAYROLL NO. …………………………

DEPARTMENT  ………………………………  SECTION  ………………………………



	I wish to apply for Maternity Support Leave in accordance with the Authority’s Family Support Leave Policy, in my capacity as the:

CHILD’S FATHER / PARTNER / NOMINATED CARER * (Delete as applicable)

DATE OF EXPECTED WEEK OF CHILDBIRTH: ……………………………………

I wish to commence Maternity Support Leave from:  ……………………………………….



	I enclose a copy of the MAT B1 form (or written confirmation from midwife) with this application.

SIGNATURE  ………………………………  DATE  ………………………………………




	DIRECTOR’S COMMENTS  ………………………………………………………………..

…………………………………………………………………………………………………

…………………………………………………………………………………………………

SIGNATURE  ……………………………… DATE  ……………………………………….


Appendix B

CITY OF DURHAM

KEEPING IN TOUCH DAYS

REQUEST TO/ FROM (Director) - delete as appropriate 

………………………………………………………..

cc
HR Department & Payment Services

	NAME ………………………………………….  PAYROLL NO. …………………………

DEPARTMENT  ………………………………  SECTION  ………………………………



	I wish to attend work/ I agree to attend work (delete as appropriate) for …………KIT day (s) 

for the purpose of ……………………………………………………………………………..

………………………………………………………………………………………………..

………………………………………………………………………………………………..

………………………………………………………………………………………………..

in accordance with the Authority’s Family Support Leave Policy.



	SIGNATURE  ……………………………………………..  DATE  ………………………




	DIRECTOR’S COMMENTS  ………………………………………………………………..

…………………………………………………………………………………………………..

…………………………………………………………………………………………………..

SIGNATURE  ………………………………………………DATE  …………………………




Appendix C

CITY OF DURHAM

REQUEST TO CHANGE CURRENT WORKING PATTERN

	Name: ______________________________________


	Designation: _________________________________



	Payroll Number: ______________________________


	Department: _________________________________



	DESCRIBE YOUR CURRENT WORKING PATTERN (days/hours/times):



	

	DESCRIBE THE WORKING PATTERN YOU WOULD LIKE TO WORK IN FUTURE (days/hours/times):



	

	I would like this working pattern to commence from ________________________________________ (date)



	IMPACT OF THE NEW WORKING PATTERN:



	I think this change in my working pattern will affect my employer and colleagues as follows:



	ACCOMMODATING THE NEW WORKING PATTERN:



	I think the effect on my employer and colleagues can be dealt with as follows:



	Signature: ________________________________


	Date of Application: ________________________




NOW PASS THIS APPLICATION TO YOUR MANAGER

MANAGER’S COMMENTS

	I agree / disagree * with the proposals overleaf.                                   * (delete as appropriate)



	Please explain your reasons for disagreeing to the proposed working pattern



	

	If an agreement has been given please provide :

Details of agreed change


Commencement date and length of trial period (where applicable)


Effective date for new working arrangements to commence (to advise after trial period where necessary)



	

	Signed:            
______________________________________________

Designation:
______________________________________________

Date:

______________________________________________
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