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Intro… 
 

We understand that you’ll want to have as much time as possible with your new baby. This 

procedure tells you everything you need to know about maternity leave, pay and benefits.     

 

Who does this procedure apply to?  
 

This procedure applies to anyone directly employed by Mitie in the UK, whether on a 

permanent or fixed term basis. Contractors or those employed via an agency are not 

subject to this procedure. This procedure is non-contractual and may be amended or varied 

at any point.  

 

Am I eligible for maternity leave? 
 

Yes, you’re eligible for maternity leave from the date you start working for us. You will need 

to be continuously employed by us for 26 weeks by the 15th week before the expected week 

of childbirth (EWC) to be entitled to pay. There is more about this in the section ‘What will 

I be paid?’     

 

What’s the process?  
 

It’s important you let your manager know you’re pregnant as soon as possible as there may 

be health and safety issues to consider.  You must inform your manager before the end of the 

15th week before the expected week of childbirth (EWC). You may lose your right to 

maternity leave and pay if you don’t give us the following information within that timeframe. 

You need to tell your manager, 

 

• That you are pregnant 

• When the expected week of childbirth is, you will be given a certificate by your 

midwife called a MATB1 which will confirm the EWC which you must give to your 

manager.  

• The date you intend to start maternity leave.  This can normally be any date which is 

no earlier than the beginning of the 11th week before your baby is due 

This information should be given in writing along with the MATB1.   

 

You must provide. 

 

• The letter of notification making sure you include the information above, an email is 

also acceptable. 

• MATB1 form 

• The relevant forms 
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Before you start your maternity leave you’ll receive a letter from People Support to confirm 

your leave and return dates and what payments you will receive during your leave. This will 

be based on the assumption that you will take the full 52 weeks unless you have told us 

otherwise.  Your manager should contact you, a couple of weeks before you’re due to return 

from maternity leave, to make sure everything’s okay and you’re coming back on your return 

date.  

 

Your manager should complete a Pregnancy Risk Assessment form with you.  Please let 

your manager know if you’d like news of your pregnancy to be kept confidential. 

 

How do I book Maternity leave? 
 

You must complete the Family and Extended Leave notification form and submit this to your 

line manager for approval. Your manager will send the form along with a copy of the MATB1 
to People Support via AskHR. Start and end dates for your maternity leave will be confirmed 

to you in writing. 

 

When can I start my maternity leave? 
 

You can start your maternity leave any time from 11 weeks before the week in which your 

baby is due. If you go into labour before you start your maternity leave then your maternity 

leave will start the day after you give birth so you will need to let your manager know as soon 

as possible so that we can adjust your pay accordingly.  

 

If you give birth during any time you have booked as holiday prior to your maternity leave 

starting then any remaining holiday will be added back on to any remaining entitlement.  

 

Can I change the start date of my leave? 
 

If you want to change the start date of your maternity leave then you’ll need to let us know 

in writing at least 28 days before either your original intended start date or your new intended 

start date, whichever is soonest.  If, for any reason, it’s not possible to do this, then you’ll 

need to let us know as soon as you can, and we will do our best to support your needs.  

 

How much maternity leave can I take? 
 

You can take up to 52 weeks maternity leave and you must take it all at once, unless you wish 

to take Shared Parental Leave. We’ll automatically assume you’ll be taking the full 52 weeks 

unless you tell us otherwise. You must however take at least 2 weeks maternity leave. It’s 

useful for your manager to know as soon as possible how much maternity leave you’re 

planning to take so they can plan cover for your role.   
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You’ll need to give us at least eight weeks’ notice if you decide you want to come back earlier 

than previously agreed with your manager. If this is not possible you should contact your 

manager as soon as you can to discuss the change and whether it can be accommodated.  

 

How much maternity pay will I receive? 
 

You will qualify for Statutory Maternity Pay (SMP) if you, 

 

• Have worked continuously for Mitie (including any prior service acquired through a 

TUPE transfer) for at least 26 weeks before the 15th week before the EWC 

• Have an average weekly earnings at least equal to the lower earnings limit. For more 

information on what the current rate is see www.gov.uk/maternity-pay-leave 

• Have provided the MATB1 certificate, 

• Have given at least 28 days’ notice (or if that is not possible, as much notice as you 

can) of your intention to take maternity leave; and 

• You are still pregnant or have given birth within the 11 weeks prior to the start of 

your EWC. 

SMP is payable for 39 weeks and is calculated as follows: 

• First six weeks: SMP is paid at the earnings-related rate of 90% of your average weekly 

earnings calculated over the relevant period. 

• Remaining 33 weeks: SMP is paid at the prescribed rate which is set by the government 

for the relevant tax year, or the earnings-related rate of this is lower. 

You are still eligible for SMP if you leave employment after the start of the qualifying week 

(for example, if you resign or are made redundant). 

 

With effect from 01 November 2021 Mitie offers Enhanced Maternity Pay to all employees 

eligible for Statutory Maternity Pay (SMP). 

• 10 weeks’ pay at full pay (inclusive of SMP) 

• Followed by 29 weeks at the applicable SMP rate; and 

• On returning to work, a Return to Work Bonus of 2 weeks’ pay (at returning rate of 

pay) after completing one month’s service upon return.   

The bonus will be calculated on the new rate of weekly pay at the time of returning.  Any 

individuals who have given notice or are given notice before the payment date will be 

ineligible to receive the bonus.  

If you don’t qualify for SMP or Enhanced Maternity Pay, you might be entitled to Maternity 

Allowance.  In this circumstance, Payroll will complete the SMP1 form and forward this to 

you with a letter advising that we are unable to pay SMP and why and how to claim Maternity 

Allowance 

 

 

 

http://www.gov.uk/maternity-pay-leave
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Maternity Allowance is paid by your local authority for up to 39 weeks.  To qualify, you must 

have been employed for 26 weeks out of the 66 weeks before the EWC.  A claim can be 

made for Maternity Allowance once you have reached 26 weeks of pregnancy, although 

payments cannot begin until 11 weeks before the baby is due.   

 

What happens to my benefits while I’m on 

Maternity leave? 
 

All contractual benefits, with the exception of pay, will continue to accrue during the whole 

period of maternity leave. 

SAYE Scheme  

Your SAYE deductions will continue as normal unless you request otherwise. If your pay 
through payroll isn’t enough to cover your monthly savings, you can take a payment holiday 

of up to 12 months. If you do this however, it will delay the maturity of your scheme as you 

need to make all 36 payments before getting the option to buy shares. Contact 
es.benefits@mitie.com for more information.  

SIP  

Your deductions will continue as normal unless you request otherwise. Login to your shares 
account at www.mitie-shares.com if you wish to make any changes to your payment 

amount. 

Pension Arrangements 

Mitie operates a number of different pension schemes: 

• If you are a member of Scottish Widows GPPP, the Prudential Stakeholder Pension 

Scheme, the Legal and General SIPP, Legal and General Worksave Scheme, the 

People’s Pension or NEST and pay through the Salary Sacrifice arrangement, Mitie 

will continue to contribute to the pension during leave and contribution levels prior 
to maternity will remain the same whilst in receipt of SMP payments. Contributions 

are based on prior to going on leave and not on SMP. Pension contributions will 

cease during extended leave, this is after the 39th week 

• If you are a member of Scottish Widows GPPP, the Prudential Stakeholder Pension 

Scheme, the Legal and General SIPP, or the Legal and General Worksave Scheme 
and do not pay through the Salary Sacrifice arrangement, contributions can continue 

during maternity leave but will be based on actual earnings rather than full salary.  

• If you have been auto-enrolled into the Workplace Pension Scheme (the People’s 

Pension or NEST) and do not pay by Salary Sacrifice, employee and employer 

contributions will continue whilst earnings remain above the threshold.  

mailto:es.benefits@mitie.com
https://eur01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.mitie-shares.com%2F&data=04%7C01%7CFiona.Adams%40mitie.com%7Ceddf8fc82e274acfd39108d8f9b5ada4%7C9e66e0b4768c4506a1b67e44c80595f2%7C0%7C0%7C637533905975653203%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ruuatp%2FHyS1WPgc6%2BF3QX6StUCLxIAjoCeIGR8isQ%2BE%3D&reserved=0
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During unpaid leave, contributions will stop and automatically re-commence when 

earnings reach the threshold again. 

 

Scheme Name Tel. No. Email 

Scottish Widows 0345 7573778 cstebc@scottishwidows.co.uk 

Prudential 0345 070 3333 stakeholder@prudential-pensions.co.uk 

Legal & General 0345 070 8686 employerdedicatedteam@landg.com 

The Peoples Pension 

(Workplace pension) 

0300 2000 555 thepeoplespension@bandce.co.uk 

 

B&CE Interserve 

Legal & General  

0345 026 0512 employerdedicatedteam@landg.com 

 

NEST 0300 020 0090 www.nestpensions.org.uk/schemeweb/nest.html 

 

 

If you are a member of either Mitie Group plc Pension Scheme, NHS Pension Scheme, Local 

Government Pension Scheme, Railways Pension Scheme or you are unsure what scheme 

you are in please contact workplacepension@mitie.com or call 0117 322 1089 for more 

information.  

 

If you have specific questions regarding your pension, you should contact People Support or 

your pension provider. If you are an Interserve employee you can make contact with your 

pensions team at pensions@interserve.com or 0118 960 2311. 

 

If you make any Additional Voluntary Contributions (AVCs) and wish to discontinue these 
during your maternity leave you must let the pensions department know at least one month 

before you start maternity leave. 

 
When you return to work, if your pension payments have been reduced or stopped during 

your time on maternity leave, you must write to the payroll department to let them know 

the date you’d like your pension payments and any AVCs to start again as normal.  

 

If you don’t return to work your pensionable service will come to an end on the date your 

contract of employment with us ends. 
 
Life cover 

 

You’ll remain covered for life assurance during the time you’re on maternity leave. 

 

Private medical cover  

If you have private healthcare then this will continue as usual throughout your leave. You 

may want to consider including your child on your healthcare plan. For more information 

please contact People Support via AskHR or on 0330 1234 005. 

 

mailto:cstebc@scottishwidows.co.uk
mailto:stakeholder@prudential-pensions.co.uk
mailto:employerdedicatedteam@landg.com
mailto:thepeoplespension@bandce.co.uk
mailto:employerdedicatedteam@landg.com
http://www.nestpensions.org.uk/schemeweb/nest.html
mailto:workplacepension@mitie.com
mailto:pensions@interserve.com
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Childcare vouchers  

If you are already participating in Mitie’s childcare voucher scheme when you go on 
maternity leave, you will continue to be eligible for this benefit during your leave. We will 

pay the full costs of the childcare vouchers for you until you return to work, to ensure that 

you continue to receive the same value of vouchers.  

With effect from October 2018, the government closed the Childcare Voucher scheme to 

new entrants and have introduced a new scheme called Tax Free Childcare. For more 

information please visit www.gov.uk/help-with-chilcare-costs/tax-free-childcare  

Cycle to work scheme 

As we cannot deduct Cycle to Work payments from parental pay, your loan period will be 

extended. You will remain in possession of the bicycle during your leave, but you will start 
making payments again when you return to full pay. If you decide not to return then you will 

remain liable for any outstanding monies owed. 

Company Car/Car allowance 

If you have a benefit car or car allowance you will retain it for the duration of your leave.  

 

If you are a job need car driver, we reserve the right to arrange the return of the Company 

vehicle during your leave period until you return to work. Your manager will let you know if 

this is likely to happen.   

 

If you leave Mitie, your right to a company car or cash alternative will end on your last day 

of employment. If you have a car then collection should be arranged by calling 0117 9798911 

or via email on fleetoperations@mitie.com  

 

Salary review  

 

If we carry out a general salary review during your maternity leave period, your salary will be 

reviewed in the normal way. 

 

Can I share any of my maternity leave with my 

partner? 
 

Yes, if you’re not planning to take your full 52 week entitlement, you have the option of 

sharing some of your maternity leave allowance and pay with your partner, using Shared 

Parental Leave. Shared Parental Leave (SPL) is designed to give parents more flexibility in how 

you care for your child in the first year following birth or adoption.  

 

As parents you are able to share a pot of leave and you can decide to be off work at the same 
time and/or take it in turns to have periods of leave to look after your child. 

http://www.gov.uk/help-with-chilcare-costs/tax-free-childcare
mailto:mitiehelpdesk@lexautolease.co.uk
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You can only share your maternity leave with your spouse, civil partner or partner if they 

have at least 26 weeks continuous service at the end of the 15th week before the baby is born. 
See the Shared Parental Leave Procedure for more information. 

 

I’m in a surrogacy arrangement, does that 

make any difference? 
 

No, as a pregnant surrogate mother, you have the same entitlement to maternity leave and 

pay etc. as set out in this procedure as for any other pregnant employee. Whatever the 
surrogacy arrangement is following the birth, this has no impact on the right to maternity 

leave. 

 

If you have entered into a surrogacy as an intended parent, you are entitled to two unpaid 

antenatal appointments to enable you to accompany the birth mother. Your leave, as a parent 

from a surrogate mother is detailed in the Adoption Procedure. 

 

Can I have time off for appointments? 

 

All pregnant employees are entitled to reasonable time off with pay for ante-natal 

appointments made on the advice of a registered practitioner.  This may include relaxation 

classes and parent-craft classes.  Partners are also entitled to unpaid time off to attend up to 

two ante-natal appointments. After the first appointment, your manager may ask you to 

provide an appointment card or other documents to show the appointment has been made. 

 

If you choose to attend additional ante-natal classes such as the NCT course then you’ll either 

need to take holiday or arrange to go to these classes outside of your normal working time.  

We may allow you to take paid leave if your midwife, doctor or health visitor has 

recommended you attend a pregnancy related class.  

 

What if I’m ill during my pregnancy? 

 

If you do have any pregnancy related illness then it’s important you tell your manager how 

you’re feeling so they’re able to support you. You’ll need to follow the normal sickness 

absence reporting process for your business area.  We won’t count any pregnancy related 

sickness absence to determine if you’ve hit any trigger points under the Sickness Absence 

Procedure. Payment whilst off sick remains in line with your sick pay entitlement. 

 

If, during the four weeks before your baby is due, you’re absent from work due to a pregnancy 

related illness then your maternity leave will automatically start on the day after your first day 

of absence unless you and your manager agree otherwise. A few days shouldn’t make any 

difference however it does depend on the reason for the absence and how long you are likely 

to be off. You should discuss this with your manager in any case. 



Document ref:  MG(HR)515 

Page no: 9 / 13 

 

Mitie Group Plc | Maternity Procedure | November 2021 

 

 

What if something happens to the baby? 
 

In the sad event that you suffer a miscarriage, or your baby is still born after the 24th week of 

pregnancy then you are entitled to a period of 2 weeks paid bereavement leave prior to your  

maternity leave starting unless it has already started. We understand what a terrible time this 

would be for you and that you may wish to alter your maternity leave arrangements. In this 

instance please inform your manager or People Support so that any changes to the leave dates 

can be made. Start and end dates will be confirmed in writing to you.  

 

Should you suffer a miscarriage or still birth prior to your 24th week then unfortunately there 

is no entitlement to maternity leave and any subsequent absence will be managed under the 

Sickness Absence procedure.  

 

The Employee Assistance Program offers confidential independent support and counselling, 

you can call them on 0800 1116 387. 

 

Do I accrue holiday whilst I am off on maternity 

leave? 
 

Yes you continue to accrue holiday, including bank holidays, during maternity leave.  Leave 

can be carried over to the following holiday year if it cannot be taken in the current holiday 

year. You may wish to take some of your holiday prior to your maternity leave starting and 

tag some on at the end so that you can extend it.  

 

Whatever you decide to do you should discuss this with your line manager and book the leave 

in the usual way. Due to business needs your manager may ask you to take any accrued leave 

before you come back to work as it could have an impact on business if you have a lot of 

holiday to use before the end of the year.     

 

Do I need to return any Company equipment? 
 

You can keep any equipment such as a phone, laptop etc while you’re on maternity leave if 

your manager agrees, but you need to remember that these items are company owned assets 

and you still need to follow the guidelines for the use of these items while you’re on leave.  

 

You should log in to your laptop for 3 – 4 hours per month to ensure your account remains 

active otherwise IT access is disabled. This is for IT security purposes. 

 

If you decide not to come back to work after your maternity leave you will need to return 
these items to your manager. 
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How will I keep in touch while I’m away? 
 

Everyone feels differently about the amount of contact they’d like whilst they’re on maternity 

leave so, before you go, talk to your manager to agree the arrangements for keeping in touch.  

Whatever you’ve agreed, your manager will let you know about any major events within the 

business and send you any important Company communications.    

 

What are Keeping in Touch (KIT) days and 

when can I use them? 
 

Keeping in Touch (KIT) days are days you can work during your maternity leave period 

without bringing your maternity leave to an end.  They can also be used to give you the 

opportunity to come into work for training or a team meeting or just to familiarise yourself 

with what’s been going on while you’ve been off.  Coming in for a short meeting is not enough 

to justify being paid for a KIT day. KIT days must be agreed with your manager beforehand 

and it is up to them to decide if there is enough work or training etc. to justify you being paid 

for a KIT day. 

 

You can use up to ten KIT days during your maternity leave and any KIT days you choose to 

take will need to be arranged with your manager and approved in advance. All KIT days are 

paid at your normal rate inclusive of any maternity pay you would normally receive.  

 

Will I come back to the same job? 
 

You have the right to return to the same job on the same terms and conditions if you take 

26 week’s or less of maternity leave this is known as ordinary maternity leave (OML). This 

depends on whether the job still exists and how your contract of employment defines ‘the 

job’.   

 

If you take more than 26 weeks’ maternity leave, this period is known as additional maternity 

leave (AML), or you combine your maternity leave with parental leave, you’ll return to the 

same job unless this isn’t reasonably practical, for example if there has been a re-organisation 

or a change in business requirements. If that happens, you’ll be offered an equivalent role on 

the same terms and conditions if one is available. If there are any changes to your role or 

structure while you are off, your manager will inform you and consult with you if appropriate.  

 

What if I’m ill when I am due to come back? 
 

If you’re unable to come back to work at the end of your maternity leave due to illness you 

must let your manager know as soon as possible and you should follow the normal reporting 

procedure for your business unit as detailed in the Sickness Absence procedure.   
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What if I want to come back on different 

hours? 
 

If you want to come back on part time hours or work flexibly then take a look at the Agile & 

Flexible Working procedure.   It can take up some time for a decision on a flexible working 

request, so it’s a good idea to make your request well in advance of when you want to come 

back to work. If possible please make your request around 8 weeks prior to your planned 

return date.  

 

What is the tax free childcare scheme? 
 

This is a government scheme introduced in October 2018 to replace the Childcare Voucher 

scheme. If you are already paying for childcare through the voucher scheme you can continue 

to benefit from it however the scheme no longer accepts new entrants.  

 

With the tax free childcare scheme you can get up to £500 every 3 months for each of your 

children to help pay for childcare costs. For more information on how much you could save, 

eligibility criteria and what types of childcare you can use please visit Get Tax-Free Childcare: 

step by step - GOV.UK (www.gov.uk) for more information. 

 

Is there anything I need to do when I return?  

 

As you have been off for a significant amount of time, it’s a good idea for your manager to 

carry out a full induction with you to ensure that you are welcomed back to work. This might 

include one-to-one meetings with key colleagues, formal and informal communications with 

colleagues and key stakeholders to understand changes in the workplace whilst you’ve been 

away and a formal plan of skills updates and refresher training.  We also recommend your 

line manager appoints a buddy from the team to help you with the transition back into work.  

 

There should also be regular meetings between you and your line manager to discuss how 

the transition back to work is going, any problems or issues which may have arisen and 

whether any additional support may be required.  A full handover of work should also be 

arranged. 

 

Depending on when you return, you will set your MiReview objectives for the year at the 

next formal review point (which are typically in March and September time). 

 

You can also get support from our D&I Networks, in particular our Mitie Women Can and 

Parent & Carer networks, who host support forums and can put you in touch with other 

colleagues either just returning from leave like you, or who have been through the process 

already. 

 

https://www.gov.uk/get-tax-free-childcare
https://www.gov.uk/get-tax-free-childcare
https://mitiegrp.sharepoint.com/sites/DiversityInclusion/SitePages/MWC-home.aspx
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What if I TUPE out whilst on leave? 

 

If your employment is to transfer out under TUPE, your terms and conditions of employment 

are protected. Mitie will tell the incoming contractor that you are on Maternity Leave and 

they will continue to pay any maternity pay that you are entitled to once you have transferred 

out. 

 

What if I don’t want to come back to work? 
 

We understand that having a child can be a life changing event. We would encourage you to 

sit down with your manager in the first instance to openly discuss any options that might be 

available at Mitie to better suit your current needs, such as a different role, shift pattern or 

part time hours etc. If you decide you’re not going to come back to work you should let your 

manager know that you wish to resign as early as possible, you will still be required to give 

notice in line with your contract of employment. You will continue to accrue holiday until 

your agreed leave date.  

 

Need more info? 
 

 
If you need further advice you can contact People Support via AskHR on 

People Hub or call 0330 1234 005 to speak to an Advisor 

 

The Employee Assistance Programme (EAP) offers confidential 

advice, and you can access their support by calling 0800 1116 387 

You can also access the online portal for further guidance and support: 

http://my-eap.com/login  
 

Organisation code: mitiewell  

 

Mitie online GP service 24/7- 0345 3193107 
 

Employee Wellbeing 

 

We also have an intranet site dedicated to wellbeing. You can access this site 

via the Celebration Hub.  You will find information on Healthy eating as well as 

mental, physical and financial wellbeing. If any of your team members are 

experiencing mental health issues, you will find a list of our Mental Health First 
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Aiders who will be able to talk you through the resources that are available to 

you.  

 

Optima Occupational Health - Wellbeing portal 
 

Further reading: 
____________________________________________________________________ 

 

Adoption procedure  

Shared Parental Leave procedure  

Agile & Flexible Working procedure  

Paternity Leave procedure  

Family/extended leave notification form  

Pregnancy Risk Assessment form  

Sickness Absence Procedure  

 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmitie.optimahealth.online%2F&data=04%7C01%7CFiona.Adams%40mitie.com%7C23d7f1a0dedb4bad618e08d90346fbfd%7C9e66e0b4768c4506a1b67e44c80595f2%7C0%7C0%7C637544425674207737%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=2GWxilPX4cCQqV1yadl1oaEw8Ie4KG5ulqkVLkBm%2BnY%3D&reserved=0

	Do I accrue holiday whilst I am off on maternity leave?

