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Part A: Maternity Policy 

Reading Voluntary Action responsibilities before maternity leave   

 
As soon as an employee tells us she is pregnant Reading Voluntary Action will take the following 
action: 
 

● Carry out a risk assessment to identify any risk to the employee’s health or that of her child. 
If there is a risk Reading Voluntary Action will attempt to remove it or will make alternative 
arrangements. The assessment will also consider any potential risk after the birth of the 
child, particularly if the mother is breast feeding. 

 
● Reading Voluntary Action will allow the employee time off to attend ante-natal 

appointments. Following the first appointment RVA may ask to see the appointment card as 
confirmation for future appointments.  

 
● RVA will make sure pregnant employees are treated fairly by the organisation and by their 

fellow work colleagues. Unfair treatment connected with pregnancy or maternity leave is 
sex discrimination and will not be tolerated by RVA. 

Maternity leave 

 
● All women can take up to 52 weeks of maternity leave. It is unlawful to return within the first 

two weeks after the birth. If the employee is returning during or at the end of the first 26 
weeks she is entitled to return to the same job on terms and conditions [e.g. salary, hours 
and job seniority] as if she hadn’t been away.  

 
● If she takes more than 26 weeks she is entitled to return to the same job on the same terms 

and conditions. If that isn’t reasonably practicable she is entitled to return to a suitab le job 
on terms and conditions at least as good as her previous job. 

Sickness during pregnancy 

 

● If an employee is off work with a pregnancy-related illness RVA will pay her in the same 
way as for any other type of illness. Any disciplinary rules relating to sick leave will not 
applied to pregnancy-related illness. 

Notification and procedure requirements 

 

● By the 15th week before the week the baby is due the employee must tell    RVA that she is 
pregnant, when her baby is due and when she wants her maternity leave and pay to begin. 
RVA may ask the employee to confirm these details in writing to them. 

 
● RVA will write to the employee telling her when she is due back at work and how any 

Statutory Maternity Pay [SMP] will be paid. RVA will work out whether any SMP will be paid 



 
 

and if so how much. SMP is subject to tax and national insurance. RVA will tell the 
employee if she does not qualify for SMP by giving her a form SMP1 which will help her to 
apply for Maternity Allowance. 

 
● The employee will qualify for SMP if she has been employed by RVA continuously for 26 

weeks by 15 weeks before the week her baby is due and earns at least enough to be 
relevant for National Insurance purposes. SMP is paid for 39 weeks.  RVA will pay 90% of 
the employee’s average earnings for the first six weeks and then the lower of either the 
90% or the flat rate for the rest of the time.               

 
● If the employee changes her mind about the end of the maternity leave she must give RVA 

eight weeks’ notice of the change and RVA may postpone her return until that notice has 
been received [although it can not be postponed past the 52 – week period.] 

 
● The employee must give RVA at least 28 days notice of when she wants her SMP to start 

and of any change to her plans about starting maternity leave. Failure to do so without good 
reason may result in a delayed start to the leave. 

 
● If the employee is off work because of her pregnancy in the four weeks before the week her 

baby is due RVA may start the maternity leave and pay the day after the first day of 
absence. 

During maternity leave 

 

● RVA will continue to make contact with the employee during the maternity leave. How this 
will be done will be agreed with the employee before hand. Keeping in touch will make it 
easier for the employee when they return to work. 

 
● The employee is not obliged to do any work or attend any events during maternity leave but 

with mutual agreement she can do up to 10 days work during the maternity leave. These 
are ‘keeping in touch days’ and can be for training or events. They may also be used as a 
way of easing employees back into work. These days have to be mutually agreed up front 
including all the arrangements and how she will be paid. There is no obligation on either 
party to agree and the employee will not be penalised for not taking up the option if offered.  

 
● During the first 26 weeks of leave the employee is entitled to any contractual benefits she 

would normally receive as if she were at work. 
 

● If there is a redundancy situation during the maternity leave RVA will offer the employee 
any suitable alternative vacancy. 

Before returning to work 

 

● RVA will talk with the employee to plan her return to work and think about the practicalities. 
The employee must give 8 weeks notice of any change to her return date. If she fails to do 
so RVA can postpone her return until 8 weeks notice has been given as long as it does not 
go beyond the 52 week period. 

 
● The employee is entitled to request flexible working arrangements and RVA will give the 

request serious consideration. RVA is entitled to decline the request or agree a different 
arrangement if there are genuine business reasons to do so. 

 
● If the employee has taken additional maternity leave [more than 26 weeks] and there is a 

good reason why she cannot return to her original job RVA will offer her a suitable job on 
terms at least as good as her original job.  

 
● If the employee informs RVA that she intends to breast feed RVA will provide facilities for 



 
 

the employee to rest and to store expressed milk. RVA will carry out a risk assessment to 
identify any health & safety risks to the employee as a breastfeeding mother or to her child. 
Any risks identified will be removed. 

Part B Paternity/Partner leave and pay 

 

There are some eligibility requirements for fathers/partners who wish to request paternity/partner 
leave and pay. They must, 
 

● Have been continuously employed for 26 weeks by RVA at the 15 th week before the 
Expected Week of Delivery [EWD]; 

 
● Notify the employer during the 15th week that they intend to take paternity leave and tell 

RVA when the baby is due; 
 

● Remain in employment with the employer up to the birth of the child; 
 

● Intend at the start of the paternity pay period to care for the child or support the mother 

 

Entitlement 

 

Employees with 1 years service will be granted 2 weeks [10 days] paid leave or pro rata for part 
timers. The leave must be taken within 6 months of the birth. Pay received will include any 
entitlement to Statutory Paternity Pay. 
 
Employees with 26 weeks service leading into the 15th week before the week the baby is due may 
take up to 2 weeks leave [10 days] leave or pro rata for part timers. They will receive Statutory 
Maternity Pay for any leave taken.  
 

Additional paternity leave and pay 
 

Additional paternity leave allows employees who are eligible to take up to 26 weeks leave to care 
for their new baby. 
 
Additional paternity leave and pay may be available if: 

● you are the father of a child, partner or civil partner 
● you and your partner receive notification that you are matched with a child for adoption 
● your wife, partner or civil partner is adopting a child from overseas and the child enters 

Great Britain 
● the child’s mother is entitled to statutory maternity leave, maternity pay or allowance or 

statutory adoption leave or pay 
 
Additional paternity leave is a maximum of 26 weeks. Leave can be taken any time from 20 weeks 
after the child is born, but it must have finished by the child’s first birthday. In case of adoption it 
can start anytime between 20 weeks and 52 weeks after the child starts living with the adopter. 
To qualify for additional paternity leave and pay employers must receive notice in writing at least 
eight weeks before the start of the leave. 
 
This must include: 

● the expected date of the baby’s birth or date of being notified of being matched for adoption 
● the actual date of baby’s birth, or placement of adoption 
● the start date of the Additional Paternity leave and pay 
● relationship to the mother, and leave is taken to care for the child. 

 
For Additional Paternity leave and pay to be taken the child’s mother or adopter must have started 



 
 

working again and any relevant payment must have stopped, with at least two weeks of the 39 
week payment period remaining. Employees must intend to care for the child during your 
Additional Statutory Paternity Pay period. Additional Statutory Paternity Pay is only payable during 
the period of the 39 week Maternity Allowance,Statutory Maternity or Statutory Adoption Pay 
period. It cannot continue beyond the end of the statutory maternity pay, maternity allowance or 
statutory adoption pay period. 

Part C: Adoption leave and pay 

 

Adoption leave and pay are available to couples that adopt a child. Adoption in this sense is when 
a new child is brought into the family relationship. Adoption leave and pay are not available when 
one partner formally adopts the child of the other partner. 
 
One of the couple may take the equivalent of statutory maternity leave and pay and the other the 
equivalent of statutory paternity leave and pay, their gender is not relevant. 
 
To be eligible for adoption or leave the employee must have 26 weeks service with RVA before the 
week in which the matching certificate is issued. The employee must give RVA due notice of the 
date on which he/she expects the child to be placed with them and when they would like their leave 
to start. Leave must be taken within 2 months from the date the child starts to live with the family.   
 
The rules for adoption leave and pay otherwise mirror those of maternity and paternity leave and 
pay. 

 
 
 

 
 

 
 
Reading Voluntary Action promotes strength within Reading's voluntary sector by providing information, access to resources, volunteer 

recruitment and training to people who work in or with charities, community groups and voluntary organisations.  
 
info@rva.org.uk 

0118 937 2273 
Reading Voluntary Action, 3rd Floor Reading Central Library. 


