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Maternity/Adoption Leave Plan

For further guidance, please refer to the Maternity/Adoption Leave policies and the relevant ‘How To… Guides’, which can be found on the HR webpages.

You are required to complete this plan, and upload it, together with a copy of your MAT B1 form, Matching Certificate, or Official Notification, to SuccessFactors when recording your planned leave. Do not record your leave in SuccessFactors until you have all the appropriate accompanying documentation.

This form is intended to gather the necessary information for your maternity/adoption leave, and will help confirm if you qualify for University or Statutory Maternity/Adoption Pay.

Prior to completing this plan, you should have notified your line manager/Head of Department and discussed your provisional plans for leave, in line with the appropriate timescales, as detailed in the Maternity or Adoption Leave Policy and Procedures.

Please read the following carefully and complete the information applicable to you.

	Employee name
	

	University number
	

	Department
	




	Baby is due/the child is expected to be placed on….
	

	I intend to start my maternity/adoption leave from…
(This can be any day of the week)
	

	I intend to return to work on…
(This should be the start of your normal working week)
	




	For Adoption Leave only

	Date notified of having been matched with a child
	

	Name and Address of the Adoption Agency






	



N.B. Do not include any arrangements for annual leave in your maternity/adoption leave period. 
Annual leave must be recorded separately via SuccessFactors.




	Eligibility for University Maternity/Adoption Leave and Pay
Complete the following information to see if you qualify for the University Maternity/Adoption Leave Scheme.  You must answer Yes to both questions to qualify, and also meet the weekly lower earnings limit.

I confirm that I have worked for the University continuously for at least 52 weeks prior to the expected
week of childbirth/placement.
☐ Yes ☐ No

I intend to return to work for more than 6 months following my return from maternity/adoption leave.
☐ Yes ☐ No

If you have responded ‘Yes’ to both of the above statements, please indicate below which payment option you are selecting:
☐ Option A – Standard            ☐ Option B - Alternative 


	Eligibility for Statutory Maternity/Adoption Leave and Pay
Complete the following information only if you do not qualify for the University Maternity/Adoption Leave Scheme. Your response to the following statement will determine whether you are eligible for Statutory Maternity Pay.  You must answer Yes to this question to qualify, and also meet the weekly lower earnings limit.

By the end of the qualifying week (15 weeks before expected week of childbirth) I will have worked for the University continuously for at least 26 weeks.
☐ Yes ☐ No


	Eligibility for Maternity Allowance
If you do not qualify for University or Statutory Maternity Pay, you may be able to claim Maternity Allowance from the Social Security Office/Job Centre Plus.  In this circumstance, the Payroll Team will contact you and provide an SMP1 form.




	Shared Parental Leave
Are you planning to convert some of your Maternity/Adoption Leave to Shared Parental Leave?
☐ Yes ☐ No

If ‘Yes’, please ensure that you record the details of this separately in SuccessFactors and upload completed versions of the required Shared Parental Leave forms.




	I have read and understood the terms of the Maternity / Adoption Leave Policy and Procedure.

Signed:

Date:




[bookmark: _GoBack]Now scan this plan, together with a copy of your MatB1 form, matching certificate or official notification (scan as one .pdf document) and upload to SuccessFactors as part of the online process for recording Maternity/Adoption leave.
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