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Maternity leave planner and application form 

Please read the Maternity Leave and Pay Policy before you complete this form.
You are advised to inform your manager as soon as possible of your pregnancy so you can obtain the associated legal protection. Your manager will organise a health and safety risk assessment once you have advised them you are pregnant.

You must complete and pass this form to your manager by no later than 15th week before the week in which your baby is due (i.e. the 25th week of pregnancy) – this is known as the ‘qualifying week’.  (Please do bear in mind that you have to give 28 days’ notice of your intention to take maternity leave, so you may need to do this sooner).

Your midwife or doctor should provide you with a MATB1 maternity certificate from  the 21st week of your pregnancy, confirming when your baby is due.  You can submit this form before you have your certificate, but you must ensure that you do not delay sending in the form as you must give this to Barnardo’s by the 25th week of your pregnancy.  Failure to do this could jeopardise your rights to start maternity leave on the intended day and to receive maternity pay (if you are eligible).

If you do not have all the information requested, please ask your manager or your People Team for help.   
[image: image1] 
Barnardo’s processes personal data collected in accordance with its Privacy Notice. Data collected from the point at which you inform the organisation that you are pregnant is held securely and accessed by, and disclosed to, individuals only for the purposes of managing your maternity leave and pay (if you are eligible). 

Statutory maternity pay

[image: image2]Important information if you participate in salary exchange and are eligible for statutory maternity pay (SMP) (see also Maternity Leave and Pay Policy)

The first 6 weeks of SMP is calculated and paid at the rate of 90% of average earnings during a set period (known as the ‘relevant period’) leading up to the ‘qualifying week’ (see above). Under HMRC rules, if you participate in salary exchange your reduced (post-exchange) salary must be used for this calculation. Therefore, if you do not opt-out of pension salary exchange at the appropriate time, and stop receiving childcare vouchers (as applicable), the first 6 weeks
 of your SMP will be reduced - there is also the option of amending the value of your childcare vouchers to a lesser amount (see Childcare Vouchers). The form to opt out of pension salary exchange, can be found on Inside.Barnardo’s.  
Childcare Vouchers 

Due to HMRC changes to the childcare voucher scheme, you can no longer stop and re-start childcare vouchers. You can however amend the value of your vouchers and continue with the scheme during maternity leave. To stop or amend childcare vouchers, please contact Sodexo on telephone 01908 303 531. 
You will further information about childcare vouchers on Inside.Barnardo’s and on Workplace see ‘Staff Benefits and Discounts’ Group. Details of the Government’s alternative to the childcare voucher scheme can be found at https://www.gov.uk/tax-free-childcare.
Cycle to Work Scheme

There is no opt-out available from the Cycle to Work scheme.  You are advised to start to think about this early on in your pregnancy – by the 12th week at the latest.  

Notes to assist you to work out when to stop your childcare vouchers and pension salary exchange if you wish to do so are included on page 5 of this form.  If in doubt about the timing, or for further clarification, contact your People Team.

The calculation of Barnardo’s Maternity Pay (BMP) is not affected because this is based on your ‘notional’ (unreduced) salary immediately prior to maternity leave (but the usual salary exchange deduction(s) will be made from BMP if salary exchange is continuing).     

	Your job and personal details



	

	Name:


	

	Home address:


	

	Employee number:


	

	Work base:

	

	If your home address changes between now and the end of your maternity leave, please advise your manager or your People Team.

	Confirmation of your pregnancy



	My baby is due on (date):


	My MATB1 is attached/will follow*

*delete as applicable

	Planning your maternity leave 

You are entitled to 52 weeks’ statutory maternity leave.  As long as you give at least 28 days’ notice, you can start your maternity leave any time
 from 11 weeks before your baby is due (29th week of pregnancy).

If you are not planning to take your full maternity leave, you must advise Barnardo’s when you will be coming back.  You can change your mind later on, as long as you give 8 weeks’ written notice of the change.  (If you change your mind to come back later, you must give 8 weeks’ notice before the original earlier date).  If you do not give 8 weeks’ notice, Barnardo’s can postpone your return to work to allow for this.

Annual leave and bank holiday entitlement continues to accrue during maternity leave.  You can request to take annual leave/bank holiday entitlement before you start maternity leave and/or following the end of maternity leave.
You can take unpaid parental leave following the end of maternity leave – see (Unpaid) Parental Leave Policy & Procedure and (Unpaid) Parental Leave Request Form.
If eligible you may also end your maternity leave early and share the remaining leave and any remaining pay as Shared Parental Leave with your partner – see Shared Parental Leave and Pay for further details.

	Annual leave planned to request prior to starting maternity leave.
	Specify number of hours/weeks/days

	Bank holiday entitlement planned to request prior to starting maternity leave.
	Specify number of hours/days



	The date I wish to start my annual/bank holiday leave prior to starting maternity leave
	Date:

	The number of weeks’ maternity leave I will be taking.
	Specify number of weeks

	The date I wish to start my maternity leave.
	Date:

	The date I wish to end my maternity leave.
	Date:

	Annual leave planned to request following the end of maternity leave.
	Specify number of hours/weeks/days

	Bank holiday entitlement planned to request following the end of maternity leave.
	Specify number of hours/days

	The date I wish to end my annual/bank holiday leave following the end of maternity leave.
	Date:



	(Unpaid) Parental Leave planned to request following the end of maternity leave.  
	Specify number of weeks

	Entitlement to maternity pay 
You may be entitled to receive SMP for 39 weeks.  To qualify, you must have at least 26 weeks’ continuous employment with Barnardo’s leading into the 15th week before the week your baby is due (the ‘qualifying week’, the 25th week of your pregnancy) and your average earnings during a set period (the ‘relevant period) must not be less than the lower earnings limit for paying National Insurance contributions.  Once you qualify for SMP, and provided you don’t work during the 39 weeks other than KiT days, you are entitled to receive this even if you leave work after the ‘qualifying week’ or don’t return to work with Barnardo’s following the birth of your baby.  

You may be entitled to receive BMP. To qualify, you must have at least one year’s Barnardo’s service leading into the 15th week before the week your baby is due (the 25th week of your pregnancy) and return to work for a minimum of 3 months following maternity leave.  ‘Continuous Barnardo’s service’ and ‘Barnardo’s service’ are defined in the Colleague Handbook, Appendix B - Glossary of Terms.


	SMP

	My continuous employment start date with Barnardo’s is:

The date of the 15th week before my baby is due is:

I meet the above service criteria for SMP:
	Date:

Date:

YES/NO*

	BMP

	My total Barnardo’s service at the 15th week before my baby is due is:

I meet the above service criteria for BMP:
	Length of service:

YES/NO*

	Payment options for BMP please tick box next to your payment choice

55% of weekly pay for 12 weeks paid monthly commencing from week 7 of SMP

or

50% of weekly pay for 13.2 weeks paid monthly commencing from week 7 of SMP

or

33% of weekly pay for 20 weeks paid monthly commencing from week 7 of SMP  

or

30% of weekly pay for 22 weeks paid monthly commencing from week 7 of SMP

I am unsure whether I will be returning to work and I wish to defer taking the BMP.  (I understand I must notify you of my final decision in order to receive this payment.)                                                                                                         
	(
(

(

(
(


	Childcare Vouchers (if you are participating and wish to stop or amend) 

	Refer to information starting on page 1, and on page 5, before completing this section below: 
I will stop /have stopped* childcare vouchers.

Or

I intend to amend the value of childcare vouchers so I can continue to receive them during maternity leave. 

(Receipt of childcare vouchers will have an impact on any BMP but not on SMP).


Your declarations

I understand that:

To change the date my maternity leave ends, I must give 8 weeks’ written notice to my line manager;

If I decide not to return to work I must give written notice as required under my contract of employment;

If I do not return to work for a minimum of 3 months following my maternity leave, I will have to repay any BMP I have been paid
;

If I am sick when I am due to return to work I must send in a medical certificate and comply with Barnardo’s sickness absence procedure;

If in salary exchange and eligible for SMP, I understand that the first 6 weeks of my SMP will be reduced if I do not stop childcare vouchers and opt-out of pension salary exchange (as applicable) before the set period used to calculate SMP.    

Please now sign your completed form and pass it to your line manager.

Signed:  ………………………………………     Date:  ………………………………

__________________________________________________________________

For completion by the Manager:

Once you receive this form, please check the details, note any actions required and forward promptly to your People Team to generate a letter to the colleague, which must be given within 28 days of you receiving the form.

Please complete an individual Health and Safety risk assessment
, and ensure that any Health and Safety guidance is given.

Received by manager:  ……………………….     
Signed:  …………………………
                                 (name)

Forwarded to People Team on:  ……   Processed via Dynamics 365 on:  ……..

___________________________________________________________________
For completion by People Team:

Letter to colleague sent on:  …………………     
Signed:  …………………………

(must be within 28 days of receipt of form by manager)

Notes to help you to identify when to stop salary exchange if you wish to do so 

To identify the ‘relevant period’ for calculating your average weekly earnings in order to work out how much your SMP will be for the first 6 weeks (paid at 90% of average earnings):

1.  Take the date your baby is due.

2.  Identify your ‘qualifying week’, this is the 15th week before your baby is due (the 25th week of your pregnancy and find the date of the Saturday at the end of the week.  (Note date here___________)

3.  Find the last normal pay day before the date in 2.

4.  Your pay for that pay period / month, and for the previous pay period / month, will be used to calculate your SMP for the first 6 weeks.  Note the two pay dates here __________ (first pay period) and __________ (second pay period).

5.  If you wish to stop, or amend the value of your childcare vouchers or opt out of pension salary exchange to make sure that your earnings are not reduced for calculating your first 6 weeks of SMP, this will need to take effect on the 1st of the month of the first pay period date.

6.  If you wish to opt back into pension salary exchange you can do this following the birth of your child, when you return to work or on 1st April each year.  Pension salary exchange opt-out and opt-in forms are available on Inside.Barnardo’s.
�The remaining 33 weeks of SMP is not affected as this is paid at the Government’s standard rate.


� Information about your rights to leave and pay entitlements can be found at � HYPERLINK "https://www.gov.uk/pay-leave-for-parents" ��Pay and Leave for Parents - GOV.UK�


� The Maternity Policy & Procedure explains the exceptional circumstances when maternity leave is triggered automatically


� This condition does not apply in the event of redundancy during maternity leave


� For more information, go to Maternity & Adoption – Additional Guidance Notes for Managers
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