	

	 MAT.2           

The Highland Council

Application for Maternity Leave/Pay

	If you have not already done so you should obtain and read a copy of the Maternity Provisions Guidance Notes. If you have any queries about your entitlement please contact HR@highland.gov.uk
Please complete the information requested in Section 1 and submit this form to your line manager (with a copy to HR@highland.gov.uk) by the 15th week prior to your Expected Week of Childbirth, together with a certificate Mat B1 (certificate from GP or midwife confirming expected date of childbirth). This will be issued after you have been pregnant for 20 weeks.


	Name:  

	     

	Payroll Number:
	     

	Contact Address and personal email address for correspondence :
	     

	Job Title:
	     

	Service and Location including Line Managers name:


	     

	Continuous Service Date:
	     

	Expected Date of Childbirth:
(date given on certificate MatB1 or estimate if MatB1 is not yet available)
	     
	Date on which you wish to start maternity leave:
	     

	Do you have a current car lease? (please tick as appropriate)
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	Do you have deductions from your salary under the Salary Sacrifice Scheme? (e.g. car lease, technology, bicycle, holiday purchase)
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


	

	I confirm that I propose to stop work because of pregnancy or childbirth and do / do not (please delete as appropriate) intend to return to work following maternity leave.

Should I be entitled to Additional Maternity Leave and do not return to work and remain at work for at least 3 months, I may have to refund to Highland Council the total sum of half pay paid to me during the weeks 7 to 18 (12 weeks) of my maternity leave.


	Signed:
	
	Date:
	     


	SECTION 2  
(For HR Use only)

	Date application received by HR:
	     
	Date of response:
	     

	Date of Childbirth:
(as confirmed by

Mat B1 certificate)
	     
	Qualifying Week 

(15th week before EWC)
	     

	Length of continuous service (by the QW)

(including reckonable service under Part 2 (12.2) National Conditions
	      Years       Months
	Date after which medical certificates required for absences related to pregnancy/
childbirth

(4th week before EWC if not on ML)
	     

	Earliest ML start date

(11th week before EWC)
	     
	Length of maternity leave entitlement:
	      (up to 52 weeks)

	Latest date of return to work
	     
	
	

	Average weekly earnings sufficient for SMP?  
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	If no, date form SMP1 sent to employee
	     

	Maternity pay entitlement
	1st 6 weeks                =      
next 12 weeks            =      
next 21 weeks            =      
remaining 13 weeks =   no pay
	Date letter of confirmation sent to employee

(copies to employing service, Director of Finance (Payroll and Pension sections)
	     

	If the employee ticked ‘YES’ under ‘Salary Sacrifice Scheme’ please contact Payroll with the Employee’s Name and Payroll Number.


