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Introduction 
 

Our approach to Maternity and Adoption  
 

If you’re pregnant or adopting a child, we want to support you as much as we can. 

 
That’s why we’ll give you: 

• The chance to take up to 52 weeks’ leave; 

• A generous pay entitlement (for eligible employees) whilst you’re off; 

• Regular contact to see how you are; 

• The chance to find out what’s happening at work, before you return; and 

• Accrual of annual leave and public holidays during paid and unpaid maternity or adoption leave. 

 
In this guide, we’ll explain all of your benefits and let you know about the support we can 
give you. 

 
You can find out more about: 

 
• Your leave and pay benefits, and what you’re entitled to; 

• What should happen before you start your leave; 

• What will happen whilst you’re on leave; and 

• What you can expect when you return back to work. 
 
We’ve also included a checklist to help you through the first part of the process, and a list of other 
information sources, which you might find helpful. 

 
Our approach to maternity and adoption applies to everyone, regardless of their circumstances. 

 
Bringing up a child is a wonderful and life-changing experience. We want to help you enjoy, and cope 
with it as best you can. 
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Leave & Pay Benefits – what you’re entitled to 
 
 

Maternity Leave & Pay   
 

If you want to, you can take up to 52 weeks’ leave. 

 
This is made up of 2 types of maternity leave – ‘ordinary’ (the first 26 weeks) and ‘additional’ (the next 
26 weeks). 

 
You can start your leave at any time, up to 11 weeks before your baby is due. If your baby is born 
earlier, you’ll start your leave from the day your baby is born. 

 
If you’re off work due to a prolonged pregnancy-related illness, during the 4 weeks before 
your baby is due, you’ll start your leave from the start date of the illness. 
 
You should agree the start date with your manager, and confirm how much time you’re planning to 
take off. It’s up to you how long you take, but you must take a minimum of 2 weeks after your baby is 
born. 
 
If you are looking to share your leave with your partner, please see the Maternity, adoption, shared 
parental, maternity & paternity support leave Conditions of Service for more information and guidance. 

 

Pay information  
Your pay, whilst on leave, will depend on how long you’ve worked for Glasgow Life, and whether you 
intend to return to work or not. 

 
Your length of service will be calculated from the end of the 15th week before your expected birth (also 
known as your ‘expected week of confinement’ – or EWC). 

 
Less than 26 weeks’ continuous service with Glasgow Life 
You may be entitled to 39 weeks’ ‘Maternity Allowance’ (MA) at standard rates from Jobcentre Plus. 
 
More than 26 weeks’ continuous service 
 
You’ll be entitled to the following maternity pay: 

• 6 weeks at 90% of your average pay 

• 33 weeks’ Occupational Maternity Pay (OMP) at 50% of your average pay* and 
‘Statutory Maternity Pay’ (SMP) or Maternity Allowance. But together, all of the payments 
can’t add up to more than your current full pay. (Payment of this will be based on you 
physically returning to work with Glasgow Life for a 3-month period.) 

 
If you choose, you can then take up to 13 additional weeks off, as unpaid leave. 
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To calculate your average pay: 

• Count back 15 weeks from your EWC; 

• Find your nearest pay day before, or on, this date (DATE A); 

• Then count back a further 8 weeks (DATE B); and finally, 

• Work out the average amount you earned between DATE A and DATE B.  
 
 
Unsure whether you’ll come back to work 
If you’re not sure whether you’ll be coming back to work or not, you can choose to delay the 33 weeks’ 
OMP payment at 50% until you actually return to work. 

 
Not planning to come back to work 
If you’re not planning to come back to work after you’ve had your baby, you’ll still be 
entitled to: 

 

• 6 weeks at 90% of your average pay (see calculation above); and 

• 33 weeks’ SMP or MA at standard rates from Jobcentre Plus. 
 
If you receive ePayslips, these will cease during your maternity leave and paper payslips will be sent to 
your home address. 

 
Decide not to come back to work 
If you are being paid OMP and then decide not to return to work during your maternity leave, or do not 
return for the 3 months, CBS will process an adjustment to recover the cost of Occupational Maternity 
Pay paid in the last 33 weeks of leave. An invoice would then be issued to you to recover the cost. 
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Adoption  
 
You can start your leave at any time up to 14 days before your baby or child is due to be placed with 
you, or alternatively, on the actual placement date (UK Adoptions). For overseas adoptions, you can 
start your adoption leave when your child arrives in the UK or within 28 days of this date. You should 
agree your leave date with your manager first. 

 
Pay 
You will need to have 26 weeks’ continuous service prior to the date you were advised by the agency of 
the adoption (UK Adoption) or, for overseas adoption, prior to the week you receive official notification 
that you can adopt a child from overseas.  

 
To calculate your average pay: 
 

• Find your nearest pay day before, or on, the date you were advised of the adoption 

• agency’s decision (DATE A); 

• Count back a further 8 weeks (DATE B); and 

• Work out the average amount you earned between DATE A and DATE B. 
 
Less than 26 weeks’ continuous service with Glasgow Life 
You would not qualify for adoption pay but may be eligible for other support from Jobcentre Plus. 
 
More than 26 weeks’ continuous service 
You’ll be entitled to the following adoption pay: 

• 6 weeks at 90% of your average pay 

• 33 weeks’ Occupational Adoption Pay (OAP) at 50% of your average pay* and ‘Statutory 
Adoption Pay’ (SAP). But together, all of the payments can’t add up to more than your current 
full pay. (Payment of this will be based on you physically returning to work with Glasgow Life 
for a 3-month period.) 

 
If you receive ePayslips, these will cease during your adoption leave and paper payslips will be sent to 
your home address. 

 
Before you start your leave 
 

Maternity  
 

Letting your manager know that you’re pregnant 
As soon as you know you’re pregnant, you should think about when to tell your manager. This will help 
both of you to make the necessary arrangements before your maternity leave starts. This will include a 
risk assessment to ensure protection for you and your unborn baby during your pregnancy, an 
explanation of Glasgow Life’s approach to antenatal care and agreement of any aspects of 
confidentiality. 

 
The latest you should tell them is the 15th week before your baby is due (when you’re around 25 
weeks’ pregnant). 
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You should: 

• Complete a MATAD2 form, which you can access via the Colleague information pages.  

• Attach your maternity certificate (MATB1 form), which your midwife or doctor will give you 
after the 21st week of your pregnancy. This confirms when your baby’s due. 

 
On the MATAD2 form, you should confirm when you want to start your maternity leave. If, later on, 
you decide to change this date, you should let your manager know, in writing, at least 28 days before 
the new date. 
 
You should return your completed MATAD2 form and MATB1 form to your manager. 
 

Your manager will send these forms to Customer & Business Services (CBS), who will send you a letter 
confirming the details of your maternity leave arrangements. 

 
Additional support 
As well as carrying out a risk assessment of your area and your job, we also encourage you to go to 
antenatal care classes during your pregnancy, and will allow you reasonable time off to attend. You 
won’t lose any pay. 

 
Giving birth before your maternity leave starts 
If your baby is born within 15 weeks of your due date, and before your maternity leave has started, you 
should arrange for someone to let your manager know as soon as possible. You should put this in 
writing, within 28 days of the birth. This will allow us to change the start date of your maternity leave 
and pay, to the day that your baby was born. 

 
Your manager will notify Customer & Business Services to ensure that your pay is accurate. 

 

Adoption  
 

Letting your manager know that you’re adopting 
Within 7 days of being matched with a child, you should tell your manager that you’re adopting. (This 
should be at least 28 days before you intend to start your leave.)  
 

You should: 

• Complete a MATAD2 form, which you can access via the colleague information pages.  

• Attach the Matching Certificate which the Adoption Agency will give you (UK Adoptions). 

• Attach the official notification that you are allowed to adopt from outside the UK and provide 
evidence of your child’s entry into the UK, for example their plane ticket or entry clearance 
document (Overseas Adoption). 

 
On the MATAD2 form, you should confirm when you want to start your adoption leave. If, later on, you 
decide to change this date, you should let your manager know in writing at least 28 days before the 
new date, if possible. 
 
You should return your completed MATAD2 form and Matching Certificate to your Manager. Your 
manager will forward these to Customer & Business Services, who will send you a letter confirming the 
details of your adoption leave arrangements. 
 
Additional Support 
If you are the main adopter, you can take time off without losing any pay, to attend 5 adoption 
appointment at up to 6.5 hours each, for example visits with your child or any other activity in 
connection with the adoption.  
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The second adopter can take paid time off work to attend up to 2 adoption appointments.  
 
Pre-maternity/Adoption discussion 
About a month before you start your maternity leave, or at least 7 days before you start your adoption 
leave, your manager will meet with you to talk about the different arrangements you need to be aware 
of. 

 
You should bring along the letter received from CBS which sets out your entitlement. This will give you 
a chance to clarify arrangements with your manager; ask any questions you might have, and to clarify 
what will happen whilst you’re away and when you come back. 
 

Your manager will talk to you about: 

• Your pay and annual leave/public holiday entitlement, and when you intend to use any 
remaining days; 

• How he/she/they will keep in contact with you; 

• How you can ‘keep in touch’ with your manager, through optional ‘KIT’ days; 

• When you’re planning to come back to work, and what support is available – 
including flexible working and parental leave  

• What options are available to you and how these will affect your pay, if you’re 
unsure about returning to work; 

• The option to repay pension contributions if you take a period of unpaid leave; and 

• Any aspect of your pregnancy/adoption that you want to remain confidential. 
 

 

Neonatal Care Leave  
If your baby is premature (born 37 weeks before pregnancy) or is sick, and receives neonatal care for 
one week or more within the first 28 days of birth, then you will be entitled to up to 16 weeks Neonatal 
Care Leave. You will have 72 weeks from the birth of your child to take this leave.  
 
Neonatal Care Leave is provided in addition to the Glasgow Life’s Maternity or Adoption Leave 
provisions to enable you to spend more time with your baby. Neonatal Care Leave is a day one right 
available from the first day of employment with no qualifying period or continuous service 
requirement.  
 
The amount of Neonatal Care Leave will depend on the length of time your baby remains in neonatal 
care. If your baby is premature and leaves hospital before reaching their official due date, then your 
leave will also consist of the period of time from your baby’s discharge until their official due date.  
 
Neonatal Care Leave is split into Tier 1 (while your baby is in receipt of neonatal care and 1 week 
following discharge) and Tier 2 (leave taken outside Tier 1). Tier 1 Leave can be taken in blocks of 1 
week while Tier 2 leave must be taken in a single block.  
 
Neonatal Care Leave can be taken in addition to other statutory family leave, to be added to the end of 
your Maternity/Adoption leave has been exhausted. 
 
Example: if your baby was born at 36 weeks of pregnancy and was discharged from neonatal care two 
weeks after at 38 weeks (two weeks before their official due date at 40 weeks) then you will be entitled 
to four weeks of Neonatal Care Leave in total - consisting of the two weeks your baby was in neonatal 
care (Tier 1 leave), plus the two weeks from your baby’s discharge until their official due date (1 week 
Tier 1 and 1 week Tier 2 leave). This leave will be added to the end of your Maternity/Adoption leave.  
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This approach aligns with the best practice standards of the ‘Employer with Heart’ Charter by ‘The 
Smallest Things’ premature baby charity, taking into account the additional developmental needs of 
premature babies.  

Neonatal Care Pay 

If you have 26 weeks of continuous service - which is the same qualifying criteria as Maternity and 
Adoption Pay - you will receive pay at your usual contractual rate during your leave of up to 16 weeks. 
For more information on what is available, speak to your manager or see our policy on 
Maternity/Adoption Leave.  

Notifying your manager 

Neonatal Care Leave must be taken after your Maternity or Adoption Leave. If you intend on taking 
Neonatal Care Leave, you must notify your manager in as soon as reasonably practicable so that the 
necessary arrangements can be made to ensure that you receive the correct leave and pay 
entitlement, using the Neonatal Care Leave & Pay form.   

You will not be required to repay any Neonatal Care Pay received in the event that you do not return to 
work following your leave entitlement. 

We recognise that coping with a premature birth or a sick baby in neonatal care is one of the most 
stressful experiences a new parent can face. Remember that free, independent and confidential 
support is available at any time from PAM Assist, our Employee Assistant Provider.  

A range of health and wellbeing resources and support can also be found on our Wellbeing pages. 

It is appreciated that there may be ongoing medical needs requiring regular hospital appointments and 
checkups after an employee has returned to work. There are various formal and informal work life 
balance and flexible working options employees can consider and discuss with their managers to help 
them balance work commitments with the ongoing needs of their baby. 

Whilst you’re on leave 

Keeping in touch with you 
Whether you’re on maternity, or adoption, leave, we’d like to keep in touch with you. 

As well as finding out how you and your child(ren) are doing, we feel it’s important to let you know 
what’s happening here at Glasgow Life. That doesn’t mean bombarding you with all sorts of 
information, but instead, just the things that we think you’d like, or you need, to know more about. 

These could include, for example: 
• The latest newsletters;

• Notes from important team or Service briefings;

• Any plans which may affect your work;

• Invitations to team events;

It’s likely that we’ll use different ways to keep in touch with you – such as phone calls, letters, e-mails, 
informal workplace visits, and even Glasgow Life’s website. 

https://www.glasgowlife.org.uk/about-us/colleague-information/my-wellbeing/my-mental-wellbeing
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Keeping in touch with Glasgow Life 
We’d also like you to keep in touch with us. 
 
That’s why we may offer you the chance to work up to 10 days (pro-rata for part-time employees) 
before you fully return to work. These ‘Keeping in Touch’ days should be agreed with your manager, 
and are known as ‘KIT’ days. 
 
‘KIT’ days are optional. They can ease your return to work, and keep you up-to-date with what’s 
happening in your team and Service. You’ll also receive time off in lieu, or payment, for each ‘KIT’ day. 

 
These are just some of the things you could be doing on a ‘KIT’ day: 

• Finding out about changes to systems, policies and work practices; 

• Being trained on new technology or equipment; 

• Taking part in team meetings; 

• Attending presentations, major announcements, or special functions; 

• Being involved in key decisions which will affect you when you return to work; 

• Helping to recruit new team members (if you’re a manager); and 

• Attending a work handover meeting with a colleague. 
 
You and your manager will discuss and consider these at your pre-maternity/adoption discussion. 
 
When you can take ‘KIT’ days 
You can arrange your ‘KIT’ days to suit you, but you should agree them in advance with your manager, 
either by phone or letter. It’s best to give at least 1–2 weeks’ notice, to allow your manager to make the 
necessary arrangements and confirm that the dates are ok. 
 
Sometimes, your manager may ask you to come into work for a ‘KIT’ day, perhaps linked to a special 
briefing, meeting, or team event. If this happens, they should try to give you at least 2–3 weeks’ notice. 
You should confirm that you’re available to attend on the day(s)requested, as we recognise that you’ll 
need to make childcare arrangements in these 
circumstances. 

 
We are also supportive to the needs of any breastfeeding/chestfeeding employees, who have agreed to 
attend work for a ‘KIT’ day. Either you or your manager can change the arrangements for ‘KIT’ days, but 
it’s best to give as much notice as possible. 

 
If you’re on maternity leave, you can’t work any ‘KIT’ days during the first 2 weeks after your baby is 
born. 

 
Time off in lieu or payment for ‘KIT’ days 
You should take at least half of your agreed ‘KIT’ days whilst you are receiving either maternity or 
adoption pay/allowances. For these days, Glasgow Life will pay you the difference between that 
pay/allowance and your normal day’s pay. 

 
If you work any ‘KIT’ days when you’re on unpaid leave, you’ll receive a normal day’s pay. 
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Returning To Work 
 
Notice 
You should give at least 28 days’ notice, in writing, of your expected return date. 
 
If, whilst on leave, you decide that you don’t want to return to work, please let your manager know as 
soon as possible. You should give the same amount of notice as you would if you were leaving Glasgow 
Life in different circumstances. If you’re unsure of your notice period, please contact your manager. 
 
Your manager will notify Customer & Business Services to ensure your pay is accurate. 
 
Considerations 
It’s important for you to plan your return to work to help you balance work, with caring for your child. 
There are a number of options to consider, such as: 

 
• Flexible working, to ease your childcare arrangements; 

• Additional time off, such as parental leave; 

• Financial support from the Government, such as tax credits. 
 
Flexible working 
If you want to work different, and more flexible, hours to those you worked before your maternity or 
adoption leave, you must make an application at least 12 weeks in advance. You should speak to your 
manager, who will be able to assist. Please be aware that your application will be consider in line with 
the Flexible working policy.  
 

Breastfeeding 
In support of the UNICEF Baby Friendly initiative, Glasgow Life recognises the health benefits to both 
parent and child which breastfeeding provides. If you’d like to continue to breastfeed your child when 
you return to work, you must let your manager know in advance. This should be in writing, using the 
Maternity Return to Work form at least 28 days’ in advance of your expected return date. 
 
This will allow your manager to ensure suitable facilities are available. If you choose to continue 
breastfeeding on your return to work, your manager will adopt a supportive approach and depending 
on your individual needs, make arrangements for access to suitable facilities. 

 
Bereavement 
Glasgow Life has provisions in place for the tragic events of stillbirth and miscarriages. We want to 
support our employees through this extremely difficult time.  
 
Stillborn  
In the tragic and sad event that your baby is stillborn or doesn’t live, after the 24th week of your 
pregnancy, you can continue your period of leave. Talk to your manager, when you can, to let them 
know about the circumstances, and when you might feel up to returning to work. 
 
Miscarriage  
Parental bereavement leave is available in situations where you miscarriage or have an ectopic or molar 
pregnancy. Parental bereavement leave can be taken as a block of one or two weeks paid leave, any time 
in the 56 weeks of the miscarriage.  

 

Employee Assistance Provider  
Whatever happens during your pregnancy or adoption, and however you feel, you can always talk to 
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someone. 
 
PAM Assist is an Employee Assistance Service, available 24-hours a day, every day. It’s totally 
independent, with trained counsellors available to listen to, and help, you. Your partner and family can 
also use the service. You can contact PAM Assist on 0800 247 1100 via phone or download their app 
pam-assist on your smart phone using the organisation code GCC.  
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Checklist 

 
If you know you’re pregnant, or will be adopting a child, the following checklist sets out 
what you need to do next: 
 

✓ Check your own maternity or adoption leave entitlement. 
 

✓ Think about the impact your maternity or adoption leave will have on your pay. 
 

✓ Be aware of the impact of any current deductions to your pay. 
 

✓ Inform your manager, that you intend to take maternity or adoption leave. (This should be 15 
weeks before your baby is due or 28 days before your expected placement date.) 

 
✓ Complete the MATAD2 form provided by your manager, and attach your MATB1 form or 

Matching Certificate/ official notification that you are allowed to adopt from outside the UK with 
evidence of your child’s entry into the UK. 

 
✓ Meet with your manager before you start your maternity or adoption leave, and talk about your 

expectations and needs. 
 

✓ Bring along a copy of the letter from CBS, which confirms your entitlements. 
 

✓ Agree how much contact you’ll have from Glasgow Life, whilst you’re on leave. Be 
honest and say what you feel is reasonable. 

 
✓ Talk to your manager about ‘KIT’ days and agree the days you will work. 

 
✓ If possible, let your manager know when you intend to come back to work, and whether you 

want to return on the same working pattern as you currently work. 
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Useful Information 
You may find it helpful to have a look at the following information, which is available on the Glasgow 
Life colleague information pages, which can be accessed from your personal device: 
https://www.glasgowlife.org.uk/about-us/colleague-information  

 
If you don’t have access, you can ask your manager who will be able to give you a copy. 
 
Maternity and Adoption Policy 

 
This can be found on our colleague information pages HR A-Z > Maternity, Paternity and Shared 
Parental Leave 
 
Shared Parental Leave Policy 

 
This can be found on our colleague information pages HR A-Z > Maternity, Paternity and Shared 
Parental Leave 
 
Conditions of Service – Leave 
 
This can be found on our colleague information pages HR A-Z > Leave  

 
Flexible Working 

 
This can be found on our colleague information pages HR A-Z > Flexible Working   

 
Employee Assistance 
 
This can be found on our colleague information pages HR A-Z > Employee Assistance Programme   

https://www.glasgowlife.org.uk/about-us/colleague-information
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/maternity-paternity-shared-parental-leave
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/maternity-paternity-shared-parental-leave
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/maternity-paternity-shared-parental-leave
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/maternity-paternity-shared-parental-leave
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/leave
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/flexible-working
https://www.glasgowlife.org.uk/about-us/colleague-information/hr-policies-and-documents/employee-assistance-programme

