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MATERNITY COVER FUND
Introduction

A member of staff, whilst in paid employment is entitled to take 52 weeks continuous Maternity Leave, provided her contract covers the whole period.  The first 26 week period is known as Ordinary Maternity Leave (OML) and the remaining 26 weeks as Additional Maternity Leave (AML).
The essence of maternity leave is to allow members of staff time away from work to give birth, rest, recuperate and take care of her child free from the stresses and demands of the working environment.

Policy

A Maternity Cover Fund is in place and is comprised of money reclaimed through Statutory Pay Credits and a contribution from University funds.  The fund provides assistance to Schools and Directorates to ensure that the essential work of all members of staff who take maternity leave is covered so that they can enjoy anxiety-free maternity leave.  

The maternity funds are managed centrally and claims can be made through an online application which is then reviewed by a Maternity Cover Fund Group. 

In order to ensure there is consistency of approach throughout the University and that no member of staff is disadvantaged in the application of this policy, the following principle should apply:

· Any monies provided from the Maternity Cover Fund must be used to allow women anxiety-free maternity leave so the cover provided should not have the effect of postponing work until the woman returns from maternity leave; particular specialisms and administrative loads should be catered for during the period of maternity leave.

Through the implementation of the Maternity Cover Fund, the University endeavours to ensure that the work of employees, who take maternity leave, is covered at the appropriate level.
Principles

The Maternity Cover Fund will be operated on the basis of the following principles:

1 Application to the fund is for the cost of the maternity leave cover incurred for the first 18 weeks of the employee’s maternity leave. 
2 The cost of cover for a maternity leave arrangement should not normally exceed the cost of the original post holder.   
3 The Maternity Cover Fund will operate during the period of statutory paid maternity leave of 26 weeks as follows: week 1 – 18, full pay; week 19 – 39, SMP rate.  This is conditional on the member of staff taking 26 weeks or more maternity leave. 
4 The analysis of the post must be carried out by the budget-holder (Head of School / Director / Centre Director) in a fair and equitable manner.  When undertaking the analysis, there should be (in so far as is possible) consensual agreement between the post-holder and the budget-holder.

5 It is the responsibility of the budget-holder to ensure that satisfactory arrangements are made to cover each component of the post.

6 An accurate assessment of the post must be carried out and the allocation provided for maternity cover be used solely for that purpose.

7 No member of staff should suffer unnecessarily in terms of additional workload as a result of a colleague taking maternity leave.  Budget-holders should, however, give consideration to ways in which the work might be reorganised on a temporary basis in order that the essential duties and responsibilities of the job are covered and which may provide career development opportunities for other staff members.  Additional work at a higher grade should attract the appropriate payment and the normal rules apply as outlined in the guidance notes for employees undertaking additional duties (copies of this guidance are available from People and Culture).

8 Applications to the Maternity Cover Fund can be made in respect of cover required for all staff whether the staff are funded from general funds, research or other services rendered.
9 Statutory Pay Credits (post 18 weeks) will only be returned to Schools and Directorates on receipt of an application to the Maternity Cover Fund.

Procedure

In order to apply for supplementary funding from the Maternity Cover Fund the following procedures will apply.  Advice and information on the fund can be obtained from HR Hub or the Gender Initiative. Worked Cost of Cover examples are available in Appendix 1. 
The budget-holder will complete the analysis of the post and determine the details of the cover, this information will be passed to the School Manager / Administrator who will complete the online application form. The online form is accessed from the Administration Menu on the QOL homepage, named, “Maternity Fund Application”. 

1 As soon as a budget-holder is informed that a member of his/her staff intends to take maternity leave the manager should carry out an analysis of the post.  Wherever possible this should be undertaken with the co-operation of the member of staff concerned.

2 When carrying out the analysis of the post the following points should be taken into consideration:

· Category of staff e.g. academic, administrative, clerical, manual, research, technical, other.

· Level and range of responsibility.

· Effect on staff and students of not covering the post.

· Proposed method of covering the post:

· by all tasks being covered by a person already in the Department acting up

· by dividing the tasks amongst a number of individuals already in the Department 

· and compensating them

· by other means, e.g. hourly-paid teaching;



if the work cannot be carried out in any of these ways,

· by temporary replacement, advertised internally

· by temporary replacement, advertised externally.

3 The budget-holder prepares the information for the online application form, ensuring that the following are clearly identified:

· the key components of the post

· how the individual components of work will be undertaken

· the level of skills and experience required to undertake the duties of the post

· where developmental work will be carried out by a person(s) in the Department, the form    should show what parts of this person’s work will be relieved as a result of the additional workload.

4 Once the analysis of the post has been completed, the details of the application must be discussed with the post-holder. The details are then passed to the School Manager / Administrator who will complete the online application which is then submitted for final review and approval by the Head of School / Director / Centre Director. On approval the form is submitted to the Maternity Cover Fund Group via People and Culture to enable a decision to be made as to the funding to be provided and the charges to be agreed.

5 The budget-holder for the Maternity Cover Fund will, in the first instance, be the People and Culture Director, or their nominee, who will be responsible for determining the level of funds allocated to each applicant through a Maternity Cover Fund Group.
6 The decision of the Maternity Cover Fund Group will be notified via email to the relevant Head of School / Director / Centre Director and copied to the Finance Department so that the necessary budget adjustment is made.

7 Budget-holders should ensure that funds are used for the purposes intended as outlined in the application. 

Appendix 1 - Maternity Fund – Worked Examples – Cost of Cover

Illustrated below are 3 worked examples for calculating the cost of cover for an employee taking maternity leave including Acting Up, temporary internal / external appointment and cover for a Research employee.

	ACTING UP – Employee A is a Grade 7 (spine point 32, salary £32,267) and will be acting up to B’s position, B is a Grade 8 (spine point 42, salary £43,312) and is taking maternity leave. 

	Current Salary – Employee A
	Acting Up Salary – Employee A

	Currently Grade 7, salary spine point 32, salary £32,267

Total salary cost = salary + pension + NI  = £39,690

Employee A - current salary costs for 18 weeks = £39,690 / 52 x 18 = £13,738


	Employee A will be acting up to Grade 8, spine point 37, salary £37,328 will be applied,  i.e. the first spinal point of the higher graded post as per Acting Up policy guidelines

Total Acting Up salary cost = salary + pension + NI = £46,115

Employee A - Acting Up Salary for 18 weeks = £46,115 / 52 x 18 = £15,962



	Backfill Cost - Employee A

	Currently Grade 7, salary spine point 32, salary £32,267. Backfill by a temporary appointment at first point of the scale, point 30, salary £30,424

Total salary cost = salary + pension + NI  = £37,374

Employee A -  backfill cost for 18 weeks = £37,374 / 52 x 18 = £12,937



	Cost of Cover = (Acting Up Salary (£15,962) – Current Salary (£13,738)) + Backfill Cost (£12,937) = £15,161


	TEMPORARY INTERNAL / EXTERNAL APPOINTMENT – a temporary internal / external appointment will be sought  to provide maternity cover for Employee B, Grade 3 (spine point 11, salary £17,503)

	Assume salary for internal / external appointment is Grade 3, entry spinal point 8, £16,091

Total salary cost = salary + pension + NI = £19,827



	Cost of cover (internal / external appointment) = £19,827 / 52 x 18 = £6,863 


	COVER FOR RESEARCH EMPLOYEE – Employee A is AC2 (spinal point 34, salary £34,223) and is pregnant, she is currently on a funded research project. The post will be filled through the appointment of a post-doctoral researcher for the duration of the maternity leave. 

	Appoint post-doctoral researcher AC2, spinal point 30, salary £30,424 to provide cover. 

Total salary cost = salary + pension + NI  = £37,374



	Cost of cover = £37,374 / 52 x 18 = £12,937


Note:

- All salary costs provided must include NI and pension costs. 
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