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Maternity Leave 

Please find enclosed the maternity details for a member of staff within your Institution.
If a member of staff intends to return to work following the full 52 week period of maternity leave, she is not required to give notice of her return. If she wishes to return earlier than this date, she must give at least 8 weeks notice (by sending form CHRIS/61 to the HR School Team Administrator). The completed form will be copied to you. 
Pregnancy Risk Assessment

If you have not already done so, you should arrange for a pregnancy risk assessment to be carried out by your departmental safety officer now. Following your member of staff’s return to work a further risk assessment should be carried out if necessary. I enclose a copy of the explanatory booklet. 
Staying in Touch

During the period of maternity leave, it is helpful to arrange an appropriate colleague to stay in contact; this will help your member of staff remain in touch with work and thus facilitate her return. Under legislation, either party is entitled to initiate this (for example to discuss the member of staff’s return to work or potential work related issues that may concern them), and such contact will not bring the maternity period to an end. 
With the agreement of the Head of Institution, staff may carry out up to 10 days’ work during their maternity leave period without bringing their leave to an end (a Keep in Touch day (KIT)). Any work carried out on a KIT day shall be calculated as a full day’s work, although the member of staff will only be paid for the actual hours worked. This provision does not apply during the two week period commencing on and including the day on the childbirth occurs. 

Confirmation of the Actual Start of Leave 

Should the start of maternity leave differ from the details enclosed, I should be grateful if you would confirm the actual start date with the HR School Team Administrator as soon as possible. The HR Administrator will arrange for any amendments to be made and send an amended maternity schedule to the member of staff, copied to you.

Dealing with Research Sponsors

Please note that in accordance with the University’s maternity policy, it is the responsibility of the Head of Institution to inform any relevant sponsors of staff taking maternity leave. It is assumed that the sponsor will bear the cost of maternity pay (net of any recovery from the government). Where there is more than one sponsor, the cost should be proportionately allocated.  
The sponsor may be willing to consider a request for the period of the grant to be extended to compensate for periods of paid maternity leave and to award additional funds for an extension of the appointment. In addition, if staff take a period of unpaid leave, the sponsor can be asked to approve an extension for a corresponding length of time at no additional cost. 
Should you seek but fail to recover maternity leave costs and your Institution is unable to fund this shortfall, you should contact your School’s Finance Manager, attaching relevant documentary evidence from the sponsor.

Managing annual leave considerations

Staff on maternity leave continue to accrue annual leave as normal.  Any accrued leave must be taken within three months of their return.  
However, if a member of staff decides not to return from maternity, accrued annual leave entitlement should be paid and notified to the Human Resources Division when making them a leaver on the CHRIS system.

I would be grateful if you would bring this letter to the attention of the Head of Institution. Please do not hesitate to contact me if you have any additional queries.

Staff on Fixed Term or Open Ended Contracts

When a member of staff is on maternity leave when their contract is due to cease, the Procedures for Ending Fixed Term Contracts must still be carefully followed. In these circumstances please contact your HR Adviser in advance of the contract end date for guidance on how to approach the consultation process.
http://www.admin.cam.ac.uk/offices/hr/contracts/ 
It is also important to make them aware that redeployment support and advice that redeployment support and advice is available from the HR Adviser. For further details please see: http://www.admin.cam.ac.uk/offices/hr/policy/redeployment/
Best wishes,

Sarah 
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