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Foreword 
This booklet details your terms and conditions of employment with the Greater London 
Authority. These terms and conditions of employment apply to all employees of the 
Authority  except where otherwise indicated. 
 
The Authority also has a range of policies and procedures which supplement your terms 
and conditions of employment which may be revised from time to time. These include: 
 
 Code of Ethics and Standards – including the Disciplinary and Grievance procedures 

and the ICT Code of Practice 
 Sickness Absence policy 
 Management of Change procedure  
 Compensation Payments Policy  
 Dignity at work 
 HIV policy 
 Maternity policy 
 Adoption Policy 
 Paternity Policy 

 
Copies of these documents are on the intranet. Further advice is  available from the 
Human Resources Group. 
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Section 1 – General 
 
 
1.1 Exemplar employer 
 
1.1.1 The Greater London Authority (GLA) aims to be an exemplar employer. In doing 

so, we will: 
 

 develop and cultivate all our people at every stage of their employment 
 take positive steps to ensure the grade profile of our workforce reflects 

London’s diversity 
 value and exceed existing relevant legislation and codes of practice in the 

formulation and implementation of policies and procedures 
 develop monitoring systems to review and implement best possible practice 

 
1.2 Terms and conditions of employment 
 
1.2.1 The terms and conditions of employment for all GLA employees appointed by 

the Head of Paid Service are determined by the Head of Paid Service, in 
consultation with the Mayor and Assembly and with the trade union recognised 
by the Authority (UNISON).  Where relevant, these terms and conditions will 
also apply to staff appointed by the Mayor, and the statutory officers appointed 
by the Mayor and the Assembly jointly. 

 
1.2.2 In addition to the terms and conditions of employment contained within this 

handbook, other local or departmental conditions, agreements and standards 
adopted by the Authority shall apply. These may include, for example, working 
arrangements in a particular work group or directorate. 

 
1.2.3 Where appropriate, terms and conditions of employment will be monitored and 

reviewed on a regular basis to ensure that they remain consistent with the 
Authority’s objectives and relevant employment law. From time to time your 
terms and conditions of employment may change as a result of negotiations or 
agreements with the recognised trade union or decisions by the Head of Paid 
Service.  These changes will be incorporated into your contract of employment.  
Any changes to terms and conditions of employment will be subject to 
consultation with the recognised trade unions. Where appropriate, the GLA will 
consult employees directly on the proposed changes.  A reasonable period of 
notice of any changes will be given. The method and period of notification, 
which will normally be no longer than three months shall be determined by the 
Authority.  

 
1.2.5 The GLA recognises UNISON and UNISON is able to represent employees and 

negotiate terms and conditions on their behalf.  Your terms and conditions may 
be varied by agreements made between UNISON and the GLA whether or not 
you are a member of the trade union.   

 
1.2.6 You are entitled to join a trade union if you so wish.  The GLA has agreed to 

provide UNISON with the name, payroll number and workplace of each 
employee joining the GLA, unless the employee elects otherwise. 
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Section 2 – Employment 
 
2.1 Flexibility clause 
 
2.1.1 The Authority will require you to adopt a flexible approach to work. You will be 

required to undertake the duties and responsibilities of your job, including 
working across organisational and professional boundaries where necessary.  

 
2.1.2 In exceptional circumstances, you may be required to work at any location 

(within the Greater London area) as the Authority may require. You will be given 
reasonable notice of any change in your place of work.  

 
2.2 Information Security 
 
2.2.1 You should not disclose any confidential information relating to the Mayor, 

Assembly Members, staff or the Authority and its business, either during the 
period of your employment with the Authority or at any time after you have left, 
unless you have the written authority to do so or are under legal process. 

 
2.2.2 All confidential records anddocuments, including any copies or extracts made by 

you in the course of your employment, are the property of the Authority and 
must be returned when you leave the Authority. 

 
2.2.3 If you disclose any confidential information without prior written authority to do 

so, you may be liable to disciplinary action and /or civil proceedings.  
 
2.2.4 This provision does not affect your statutory rights in terms of whistleblowing. 
 
2.2.5 All ICT equipment issued to you during the course of your employment, 

including laptops, mobile phones and blackberry devices, remains the property 
of the Authority and must be returned when you leave the Authority, together 
with your entry card.  The card and any ICT accounts will be closed down when 
you leave the Authority. 

 
2.3 Probation 
 
2.3.1 Your employment with the Authority will be subject to satisfactory completion 

of a six-month probationary period. The Authority reserves the right to extend 
the probationary period beyond the six-month period if necessary or appropriate 
in any particular case. 

 
2.3.2 Should your performance be unsatisfactory at any time during or at the end of 

the probationary period, you will be given one month’s notice to terminate your 
contract. Payment may be made in lieu of notice.  You will have the right of  
appeal against this decision.  Full details of the Probation procedure can be 
found on the Human Resources intranet site. 
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2.4 Contact details 
 
2.4.1 You must provide the Authority with details of your home address, telephone 

number and emergency contact details and you must notify your manager or the 
Human Resources Group of any change to these in order that we can 
communicate with you as necessary.    

 
2.5 Notice periods 
 
2.5.1 Minimum notice periods to be given and received by you are outlined below  
 

Employee status Minimum notice 
During and until satisfactory 
completion of probationary 
period 

One calendar month 

After probationary period has 
been satisfactorily completed 

One calendar month  (Grades 1-6) 
Two calendar months (Grades 7-8) 
Three calendar months (Grade 9 and above) 

 
2.5.2 You are entitled to receive statutory notice of one week for each complete year 

of service up to a maximum of 12 weeks, except where contractual notice 
exceeds the statutory notice. 

 
2.5.3 Payment may be made in lieu of notice, except in cases of gross misconduct 

where no notice or pay in lieu of notice is due or will be paid. 
 
2.6 Retirement Age 
 
2.6.1  The GLA does not operate a compulsory retirement age.  Employees who resign 

from the GLA’s service at age 65 or over and are members of the Local 
Government Pension Scheme will be entitled to receive their pension benefits in 
full.  Employees who resign from the GLA’s service at age 60 or over will also be 
able to receive their pension benefits, but these may be subject to actuarial 
reduction to reflect the fact that they are being drawn early. 

 
 
2.7 Access to personal files 
 
2.7.1 You may have supervised access to your personal file if you give the Human 

Resources Group at least 3 days written notice of your request. References and 
medical reports supplied in confidence will not be made available to you. 

 
 
Section 3 – Pay 
 
3.1 Pay and grading  
 
3.1.1 With the exception of Directors and statutory officers, all jobs are graded within 

the Authority’s incremental pay structure of 15 grades. To provide an objective, 
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consistent and fair framework for the assessment of all job grades, the Authority 
applies the Hay Job Evaluation Scheme 

 
3.1.2 Your basic pay will be within the incremental scale for your grade.   

 
3.1.3 You will receive an increment within the salary scale for your job on 1 April each 

year until you reach the maximum of the scale, except that: 
 

 An employee who commences employment between 1 October and 31 
March in any year will be granted his/her first increment six months after 
the date of commencement of employment, subject to successful 
completion of probation.  Thereafter increments are payable on 1 April each 
year until the maximum of the scale is reached. 

 
 An employee who is promoted or re-graded between 1 October and 31 

March in any year will normally be appointed to the bottom point of the 
relevant grade except where grades overlap in which case appointment will 
be to the next higher point.  The employee will be granted his/her first 
increment six months after the effective date of the promotion or re-
grading, subject to satisfactory performance and conduct. 

 
 Incremental progression will be withheld in respect of an employee whose 

conduct, performance or capability have been found to be unsatisfactory 
during the previous twelve months, such as to merit formal action being 
taken under the Performance Standard, Conduct Standard or Attendance 
Standard.  Where proceedings are in progress which may lead to a formal 
sanction, payment of the increment will be deferred pending conclusion of 
the proceedings.  Should a formal sanction not be taken, the relevant 
increment will be paid and backdated if necessary. 

 
 Where an employee has been subject to formal action and a decision has 

been taken to withhold payment of the next available increment, no further 
increment will be payable until such time as the subsequent increment 
becomes due.  Payment of any subsequent increments will be dependent 
upon achievement of a satisfactory standard of performance, conduct, or 
attendance that gave rise to the original reason for the increment being 
withheld.  If further action for the same or a different breach has been taken 
or is pending, this could result in any subsequent increment being withheld. 

 
 Where any action resulting in a loss of an increment straddles two 

incremental years, the withholding of the increment shall always be the next 
available increment, whenever this should fall. 

 
 An employee who has been on unpaid leave of absence for any reason for 

over six months in the previous twelve months will not receive an increment.  
The application of this clause will have due regard for equalities especially in 
respect of women on maternity leave or statutory rights. 

 
3.1.4 Basic pay for Directors and statutory officers will be determined as a single 

salary point. 
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3.1.5 A post may be re-evaluated at the request of a manager or at the request of the 
employee, subject to the agreement of the DIrector. A re-evaluation may lead to 
the post remaining at the same level or being regraded upwards or regraded 
downwards. In the case of any posts regraded downwards, the salary of the 
employee will be protected on a ‘mark time’ basis (i.e. with  the application of 
cost of living pay awards but without any further  incremental progression) for a 
maximum period of two years.  After this time the employee’s salary will revert 
to the top of the incremental scale applicable to the new grade.   
 

3.1.6 Where a post is difficult to fill and there is objective evidence of recruitment and 
retention difficulties, consideration may be given to the payment of a market 
forces supplement where: 

 
 The job has been advertised unsuccessfully more than twice during the past 

year; and 
 There is evidence from pay data drawn from independent sources indicating that 

the GLA evaluated salary for the relevant GLA role is lower than the average 
salaries for similar roles. 

 
3.1.7 The amount of the market forces supplement will be set by reference to the 

difference between the GLA evaluated salary and the external rate.  
 
3.1.8 Your pay will be reviewed annually.    The Head of Paid Service  agrees any 

increases in pay and any pay award to apply will take effect from 1 April. 
 
 
3.2 Payment of salary  
 
3.2.1 You will be paid your salary by credit transfer to a bank or building society 

operating within the Bankers Automated Credit System (BACS) on the 28th day 
of each month, unless it is a weekend or statutory holiday, in which case you will 
be paid on the preceding Friday. 

 
3.2.2 You must always maintain a suitable bank or building society account into which 

payment can be made and you must provide current details to the Human 
Resources Group. If you change your banking arrangements you must give one 
month’s notice of the change to allow the necessary amendments to be made. 
  

 
3.3 Local Government Pension Scheme 
 
3.3.1 The Authority provides for membership of an occupational pension scheme for 

employees, under the terms of the Local Government Pension Regulations 1997. 
 
3.3.2 You will automatically become a member of the Local Government Pension 

Scheme when you join the Authority unless you opt not to join or you have 
previously opted out, or your contract is for 3 months or less.  If you have opted 
out you can still join but must elect to do so. 

 
3.3.3 Your contribution rate is dependent on your salary, and will be between 5.5% 

and 7.5% of your pensionable pay.  Deductions will be made from your pay to 
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cover contributions with immediate effect unless you elect in writing not to join 
the Scheme. 

 
3.3.4 An explanatory booklet giving details of the Scheme is available from the 

Human Resources Group. 
 
3.4 Deductions from pay 
 
3.4.1 The Authority has the right to deduct pay from you if, for any reason, there has 

been an overpayment of remuneration or expenses or any other payment in 
excess of your contractual entitlement. 

 
3.4.2 You will be notified in advance of any deductions to be made and will have the 

chance to discuss this matter, including the frequency and amount of any 
deductions. 

 
3.4.3 The Authority may also make deductions for the following reasons: 
 

 In accordance with a statutory requirement or court order; 
 As a result of a disciplinary decision; 
 In respect of any other contractual arrangement agreed by you;  
 Because you have taken part in industrial action. 
 Because you have exceeded your entitlement to annual leave when you 

leave the GLA. 
 
Section 4 – Hours and flexible working arrangements 
 
4.1 Hours of work 
 
4.1.1 The GLA is London’s strategic authority and has a key role in maintaining and 

developing London as a world class city. The work of the GLA is important to 
the well-being of Londoners, London Boroughs, businesses and many other 
organisations. The GLA therefore expects all employees to share a commitment 
to high quality, efficient and effective services. To deliver this it is important 
that employees are willing to work flexibly and responsively to the needs arising 
on a day-to-day basis. 

 
4.1.2. The standard working week for all full time employees will normally be 37 hours 

excluding meal breaks (a minimum of half hour a day must be taken for lunch). 
You are expected to show reasonable flexibility to ensure the work of the 
Authority is effectively completed. If you are required by your manager to work 
more than your standard hours of work you will be granted time off in lieu at a 
later date agreed by your manager. 

 
4.1.3 For senior management positions (Grade 12 and above), the nature of the work 

is such that a standard working week is unlikely to apply and the reasonable 
hours required of the job must be undertaken. 

 
 
 



- vii - 

4.2 Flexible working arrangements 
 
4.2.1 The Authority aims to develop appropriate policies and practical solutions to 

meet the needs of the organisation and the wider community it serves and its 
employees, having due regard to fairness and consistency. The Authority 
therefore aims to provide for a range of flexible working arrangements which 
allow employees to balance work and home commitments providing such 
working arrangements meet the needs of the Authority.  

 
4.2.2 The flexible working arrangements are designed to enable peaks and troughs of 

workload to be fairly managed and to deal with the personal circumstances of 
the employee who may wish to take particular time off for any reason (e.g. to 
attend a particular event or for religious observance). 

 
4.2.3 Statutory regulations place a duty on employers to seriously consider requests 

from parents of young children or carers of dependent adults to work flexibly. 
Such employees have a statutory right to request to work flexibly. Employers are 
able to refuse such requests where they have a clear business reason. 

 
4.2.4 The GLA extends this right to all employees so that any employee can request to 

work flexibly and managers are expected to respond positively to any such 
requests, unless there are sound business or operational reasons to refuse the 
proposed working arrangements. Employees should discuss their  request to 
work flexibly with their manager and also complete a flexible working 
application form  The manager will inform the employee of her/his  decision in 
writing after having consulted the Human Resources Group if necessary. Where 
the decision is to refuse the request, the employee will be  informed of the 
reasons for this in writing. A copy of this letter will be put on the employee’s  
personal file and, if necessary,  amendments made to the employee’s  pay or 
terms and conditions  of employment. 

 
4.2.5 If your request is refused, you can appeal against the decision by writing to your 

Director whose decision will be final.  
 
4.3 Flexitime scheme  
 
4.3.1 All members of staff (except individuals on grade 12 and above) are eligible to 

apply for flexitime working.  Line managers will be expected to respond 
positively to requests unless there are sound business or operational reasons for 
refusing the application. 

 
4.3.2 The GLA operates a 37 hour working week.  Time worked over and above the 37 

hour week will be regarded as ‘credit’ time.  Credit time can then be taken off in 
hours (or part hours), half-days or whole days.  One day is equivalent to seven 
hours and 24 minutes.     

 
4.3.3 Standard core hours are 10am to 4pm with lunch to be taken between noon and 

2pm.  Core hours are times when all staff are expected to attend work unless 
they have received prior agreement from their line manager.   
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4.3.4 Teams should meet regularly to discuss workload planning and staffing 
requirements.  Teams should agree what their minimum cover requirements are 
and establish when variations in workload are likely to occur.  The onus is on 
managers to ensure that this is done, and that credit time is only accumulated 
when necessary. 

 
4.3.5 Working time must be recorded by each member of staff, and certified by line 

managers. 
 
4.3.6 As with annual leave, the line manager’s permission must be obtained before 

credit time is taken during core hours.   
 
4.3.7 A maximum number of two days can be taken as flexi leave in any one month. 
 
4.3.8 Credit time should normally be taken within the same calendar month that it is  

accrued.  If this is not possible, up to one day can be carried over to be taken in 
the next calendar month.   

 
4.3.9 Deficits should normally be made up within the same calendar month that they 

are accrued.  If this is not possible, a deficit of up to one day can be carried over 
to be made up in the next calendar month.  

 
4.3.10 The GLA will not make payments in lieu of additional time worked. 
 
4.3.11 All staff must take a minimum of 30 minutes as their lunch break, which must be 

recorded.  If more than an hour is to be taken for lunch, staff should discuss this 
in advance with their manager. 

 
4.3.12 Medical or domestic appointments should be arranged out of working hours if at 

all possible.  Alternatively, credit time can be used for these appointments.   
 
4.3.13 Staff working from home should record time worked up to the maximum of a 

normal working day (i.e. seven hours and 24 minutes). 
 
4.3.14 Staff should not regularly work significantly more than an average of 37 hours a 

week in any month.   
 
4.3.15 In exceptional circumstances, directors have discretion to make temporary 

adjustments to these arrangements.     
 
4.3.16 Any deliberate mis-recording of time worked, or other abuse of the scheme will 

result in the flexitime scheme being withdrawn from that individual, and may 
result in disciplinary action. 

 
4.3.17 There are some jobs which are not conducive to standard flexitime working.  

These include job roles where attendance times are fixed in order to provide 
specific services.   

 
4.3.18 Some exceptional circumstances (for example, working at a weekend 

conference) are not covered by this scheme.  In such cases, managers should 
agree in advance the arrangements for compensatory time off. 
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4.4 Job sharing 
 
4.4.1 Job sharing is an arrangement that allows two employees to share the duties 

and responsibilities of one full time job with the salary and all other benefits 
divided equally or on a proportional basis according to the number of hours 
worked.  

 
4.4.2 All posts are open to job sharing unless, in exceptional circumstances, there is a 

sound business or operational reason for excluding a particular job. In particular, 
all requests to job share from women returning from maternity leave should be 
carefully considered. Managers should consult the Human Resources Group in 
all cases where it is felt that a job cannot be shared.  

 
4.4.3 In normal circumstances, all jobs will be advertised as being suitable for job 

sharing. In the event that only one suitable job share applicant is appointed, the 
appointment shall be conditional on the Authority finding a partner to share the 
job. This will normally be through one further attempt to recruit a job share 
partner. 

 
4.4.4 If a job share partner cannot be found, the manager, in consultation with the 

Human Resources Group shall determine whether the initial job sharer should be 
retained or whether the job should revert to a full time post. If it is decided that 
the job must revert to a full time post, attempts will be made to redeploy the 
employee but, if no suitable job can be found, the contract of employment will 
be terminated. 

 
4.4.5 The working pattern should ideally include a period of overlap during the week 

but may include one job sharer working three consecutive days and the other 
working two days a week. The working pattern should be agreed by the line 
manager who is responsible for ensuring that this is adequate to ensure that the 
full duties and responsibilities of the job are covered.  

 
4.4.6 Entitlement to pay, annual leave and occupational sick pay will be  pro-rata 

according to the number of hours worked.    
 
4.4.7 Time off for Public holidays will be apportioned equally between job sharers 

regardless of which days they work.  
 
4.4.8 Maternity benefits for job -sharers are not pro-rated but as with other 

employees, are based on length of service.  However, where a woman on 
maternity leave returns to work on a job share basis any outstanding annual 
leave entitlement will be pro-rata according to the number of hours now worked. 
Any leave outstanding from before the period of maternity leave must be taken 
in a block prior to the commencement of the job share arrangements. 

 
4.4.9 Overtime payments will not normally be paid and time off in lieu will be granted 

where additional hours are worked. 
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4.4.10 If one job share partner leaves, the manager will determine whether the vacancy 
should be filled, taking account of service and/or financial considerations. 
Where it is decided to fill the vacancy, the post may be offered to the remaining 
job share partner on a full time basis. If the remaining job sharer does not want 
to undertake the duties of the full time post and where no suitable job share 
partner can be found within a reasonable period (say six months after the post 
becomes vacant), attempts will be made to redeploy the employee but, if no 
suitable job can be found, the contract of employment will be terminated.   

 
4.5 Part-time working 
 
4.5.1 The Authority will support part-time working where this can be accommodated 

and where part-time working meets its operational and service needs.  
 
4.5.2 Requests by existing full-time employees to change to part-time working (and 

vice-versa) will be considered positively, taking into account the individual’s 
circumstances, the reason for the request, the duties and responsibilities of the 
job. 

 
4.5.3 Requests from women returning from maternity leave to work part-time should 

be considered positively.   
 
4.5.4 Part-time workers have the same entitlements to terms and conditions of 

employment as full time workers but these will be pro-rata, according to the 
contracted number of hours as set out above for job sharers. 

 
4.6 Voluntary reduced work time  
 
4.6.1 Voluntary reduced work-time allows employees to voluntarily trade salary for 

time off for a specified period with the right to return to work on a full-time 
basis at the end of the period. This scheme may be attractive to employees who 
have, for example, specific caring responsibilities for children or other 
dependants but need not necessarily be used for this purpose. 

 
4.6.2 Employees may, with the agreement of their manager, reduce their full time 

working hours.  All terms and conditions of employment will be subject to pro-
rata adjustment according to the number of hours worked for the period of 
reduced working. Time off may be taken by reducing the working day or week. 

 
4.6.3 All requests to reduce the working week will be subject to management 

agreement. In considering such requests, managers must be satisfied that the 
request is reasonable and that the reduction in hours will not adversely affect 
the service. Managers must be satisfied of the co-operation of other employees 
required to make the reduction possible.  

 
4.7 Compressed working week 
 
4.7.1 A compressed working week allows employees to maintain their contracted 

hours (i.e. 37 hours a week) but to work these over a shorter working week, say 
over four days or a nine-day fortnight. This arrangement can only be put in 
place with the approval of the line manager and will normally be for a specific 
period but may be longer term depending on management agreement and 



- xi - 

taking into account the needs of the service. Managers must be satisfied of the 
co-operation of other employees required to make the reduction possible. The 
arrangement can be reviewed and withdrawn by the line manager if the needs of 
the service change or problems prevent its continuation. 

 
4.7.2 Where the employee maintains the standard contracted hours of work, the full 

benefit of all terms and conditions of employment will apply. However, the 
employee’s annual leave may need to be accounted for differently to accord 
with changed working patterns. 

 
4.8 Remote working  

 
4.8.1 “Remote working” means carrying out job duties at a location other than the 

employee’s normal office or desk.  This may be an individual’s home, an 
alternative location in City Hall, or another location. 

 
4.8.2 The Authority believes that a flexible approach which allows employees to work 

from home should be enabled where possible and consistent with service needs.  
 

4.8.3 Managers may agree to employees working at home on special projects, report 
writing or, by special request, for personal reasons so long as the work to be 
undertaken is agreed in advance with your manager and she/he is satisfied that 
the work will be completed to the required standards and timescale. 

 
4.8.4 Individual directorates may introduce local schemes to allow employees to work 

from home, where appropriate, for a set number of days a month on a formally 
agreed basis or informally for occasional days on an ad hoc basis.  

 
4.8.5 You will usually be expected to make use of your own equipment when you work 

from home although laptops and other equipment may be available for your use.  
 

4.8.6  The  arrangements for remote working are set out in the GLA’s Remote Working 
Protocol.  

  
Section 5 – Leave 
 
5.1 Annual leave 
 
5.1.1 All employees are entitled to 30 days annual leave.  This includes a basic 

entitlement of 28 days plus two optional days. You may, if you wish, trade in 
one or both of these optional days for other benefits included in the flexible 
benefits package which is offered to all employees. You will also be entitled to 
paid time off on each of the public holidays. This contractual leave entitlement 
includes the statutory entitlement of 20 days leave. 

 
5.1.2 All requests for leave must be made in advance and agreed by your manager. 
 
5.1.3 When you join or leave the Authority your leave entitlement will be calculated 

according to the number of weeks service during that leave year. 
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5.1.4 Outstanding annual leave – when you leave the Authority’s service any 
outstanding annual leave should be taken during your notice period and 
payment will not normally be made for any annual leave that is untaken, unless 
you have taken less than the pro-rata’d amount of your statutory entitlement by 
your leaving date. In this event, you will be paid the outstanding amount up to a 
maximum of twenty days. In the event that you are summarily dismissed from 
the Authority no payment will be made for outstanding annual or other leave. 

 
5.1.5 Carry-over of annual leave - The leave year is from 1 April to 31 March and 

you will normally be expected to take your leave within this period.  However, in 
exceptional circumstances, (e.g. service requirements or heavy workload has 
prevented you taking your leave) you may carry over up to 5 days leave into the 
next leave year. Any carry over of leave must be authorised by your Director or 
Head of Service. 

 
5.1.6 Banked leave - You may also request a carry over of up to 10 days leave from 

one year to the next in order to “bank” or accumulate leave. You may wish to 
use this as a contribution towards a period of extended leave if you intend to 
take a long holiday or as part of a career beak or sabbatical leave. The maximum 
amount of leave you can bank for this purpose is 20 days over a two year period 
with extended leave being taken in the third year.  Any banking  of leave must 
be authorised by your Director or Head of Service. 

 
5.2 Maternity leave 
 
5.2.1 The GLA’s maternity policy sets out the rights and responsibilities of employees 

who are pregnant or have recently given birth and gives details of the 
arrangements for maternity leave and pay. 

 
5.2.2 The policy incorporates statutory provisions which apply to all women 

employees.  However, the GLA’s provisions for paid maternity leave are 
dependent on length of service and employment status.  Employees should 
contact Human Resources for detailed advice about the provisions that apply in 
individual cases. 

 
 
5.3 Time off for ante natal appointments 
 
5.3.1 All pregnant employees have a right to paid time off to attend ante natal 

appointments, including relaxation and parent craft classes where these have 
been recommended by a registered medical practitioner, midwife or health 
visitor. 

 
5.3.2 The employee should produce confirmation of her pregnancy from her doctor, 

midwife or health visitor (usually a MAT(B)1 form) and an appointment card or 
other confirmation of the actual appointment.  
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5.4 Adoption leave 
 
5.4.1 The GLA’s adoption policy sets out the rights and responsibilities of employees 
 who have the primary or sole responsibility for a child adopted through an 
 approved adoption agency.   
 
5.4.2 The policy incorporates statutory provisions which apply to all employees.  
 However, the GLA’s provisions for adoption leave and pay are dependent on 
 length of service and employment status.  Employees should  contact Human 
 Resources for detailed advice about the provisions that apply in individual cases. 
 
5.4.3 Where two employees of the GLA share childcare responsibility for adopted 

children,  only one employee shall be eligible for the adoption leave at any one 
time. 

 
 
5.5 Special leave schemes 
 
5.5.1 The Authority operates a number of discretionary special leave schemes to help 

you balance your work and life responsibilities. Leave under any of the following 
schemes is subject to the agreement of your manager who will normally grant 
the leave on the basis of the criteria of the scheme being met and the needs of 
the service. Special leave will not be unreasonably refused and special leave for 
bereavement will normally be granted.  

 
5.5.2 In addition to the discretionary schemes outlined below, directors, in 

consultation with the Head of Human Resources, have discretion to grant 
further paid or unpaid leave in exceptional circumstances. 

 
5.5.3 The various special leave schemes are outlined below. 
 
5.6 Dependency/bereavement leave  
 
5.6.1 You may be granted up to 5 days paid leave in any twelve-month period to deal 

with urgent, unexpected or unforeseen domestic emergencies. The following 
circumstances will be considered for this leave: 

 
 an accident to or illness of a dependant which requires your attendance 
 the unexpected breakdown in normal care arrangements for a dependant 
 making longer term care arrangements for a dependant who falls ill 
 accompanying a dependant to the GP, dentist, clinic or hospital for 

emergency or urgent treatment 
 the death of a partner or child or close family relation, for example a parent, 

sister, brother, grandparent, partner’s mother, father, sister, brother 
 funeral of any of the above 

 
5.6.2 A dependant is defined as a partner, child or parent of the employee or 

someone who lives with the employee as part of their family and who is 
dependent on them for specific caring needs. 
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5.6.3 Dependency leave will not be granted to cover routine hospital appointments or 
planned hospital admissions, as these are known in advance. Neither will it be 
granted to cover emergency school closures such as strikes or elections. Annual 
leave, credited flexible hours (if worked) or time off in lieu should be taken in 
these circumstances. 

 
5.6.4 Part time or job share employees will be granted dependency leave on a pro-rata 

basis. 
 
5.6.5 If you have taken five days dependency/bereavement leave in a twelve month 

period, any requests for additional leave should be met from your annual leave 
entitlement or credited flexible hours (if worked). However, in exceptional 
circumstances, your director has the discretion to grant additional periods of 
leave (paid or unpaid). Additional  periods of paid leave will only be granted 
following discussions between your director and the Head of HR.  

 
5.6.6 If you have an on-going care issue that cannot easily be resolved, you may wish 

to discuss other possible solutions, such as temporary or short-term flexible 
working arrangements, with your manager. 

 
5.6.7 Procedure for applying for dependency/bereavement leave – you must 

apply to your manager for dependency/bereavement leave as soon as possible, 
and at least by the first day of absence explaining the reason for the request and 
seeking approval for it. Your request must be confirmed by completing a 
dependency/bereavement leave request form which is available on the HR 
intranet page as soon as reasonably possible, either on the day of the request or 
on your return to work.  

 
5.6.8 The form should be completed with the date(s) requested, giving the reasons 

for the leave, including any special circumstances and attaching any relevant 
documentation, and forwarded to your manager for authorisation. 

 
5.6.9 If your manager is satisfied that the leave request is within the remit of the 

dependency/bereavement leave scheme she/he will grant the leave and notify 
you accordingly. The HR Group will confirm your leave in writing to you. 

 
5.7 Paternity Leave 
 
5.7.1 The GLA’s Paternity Policy sets out the rights and responsibilities of employees 

who are nominated to care for their wife or partner, including same sex partner, 
following the birth or adoption of child(ren). 

 
5.7.2 Subject to certain qualifying criteria, up to 10 days ordinary paternity leave may 

be granted, on full pay, and up to 26 weeks additional paternity leave. Statutory 
Additional Paternity Pay may be payable during some or all of additional 
paternity leave, depending on the length and timing of the leave.  

 
 
5.8 Parental leave 
 
5.8.1 All employees who have completed one year’s service with the Authority are 
 entitled to receive up to 13 weeks statutory unpaid parental leave for each child 
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 aged under five years old. The entitlement is valid up until the child’s fifth  
 birthday or, if the child is adopted, for five years after the child is placed for 
 adoption or the child’s eighteenth birthday, whichever is sooner. Parents of 
 disabled children are entitled, under statute, to up to eighteen weeks unpaid 
 leave and to use this leave up to the child’s eighteenth birthday. 
 

5.8.2 The leave is intended to allow employees to take time off work to look after a 
 child or make arrangements for the child’s welfare. Parents can use it to spend 
 more time with children and help to balance their work and family commitments.  

 

5.8.3 The Authority will enhance this statutory entitlement by paying employees for 
 part of this leave and by relaxing the statutory limitations on requesting and 
 taking the leave.  
  
5.8.4 If you meet the qualifying criteria outlined above, the Authority will grant you 
 up to 10 days paid parental leave in total. You will receive half pay for the first 
 week of any such leave in each of the first four years. (i.e. the maximum amount 
 of paid leave you can claim each year is 2.5 days).  The remainder of any leave 
 taken will be unpaid. You may take more than one week’s leave in each of the 
 first four years ,up to a maximum of four weeks in any one year.  
 
5.8.5 The entitlement to 13 weeks leave and to the pay outlined above will be pro-
 rata’d for part time employees. 
 
5.8.6 You may take the leave in weekly blocks or multiples of one day. Every effort 
 will be made to grant the leave when required, subject to service needs. 
 
5.8.7 Parental leave is granted for each child so the parents of twins are entitled to 13 
 weeks leave for each child. 
 
5.8.8 Parental leave is an individual entitlement which does not start afresh each time 
 you change jobs. The Authority may ask your previous employer or seek a 
 declaration from you on appointment as to whether you have already taken any 
 of your parental leave entitlement. If you have used part of your parental leave 
 entitlement with a previous employer, the Authority will reduce your entitlement 
 accordingly. 
 
5.8.9 You should apply for leave in writing to your manager using the special leave 
 form on the HR intranet. You should attach a copy of the child’s birth certificate 
 and/or any information which confirms that you are the parent/co-parent of 
 the child. Your manager will notify you if she/he agrees the leave. 
 
 
5.9 Sabbatical leave  
 
5.9.1 This scheme provides for employees with at least one year’s service  to take up 

to twelve months’ unpaid sabbatical leave, subject to the management 
agreement The leave may be used to undertake (unpaid) voluntary work or for 
travel, educational or other purposes including improving your quality of life and 
helping to balance your home and domestic responsibilities.  
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5.9.2 You must have worked for the Authority for at least one year before you can 

apply for sabbatical leave. You must also have satisfactory conduct and 
attendance and must give your manager at least three months written notice of 
your request by completing the sabbatical leave form on the HR intranet. Your 
manager will consider the service implications of your request. These may 
include: 

 
 the benefit (if any) of the leave for both you and the Authority; 
 the  budget implications (if any) and feasibility of filling the post in your 

absence , which will depend on the length of absence; 
 the impact on colleagues if the post is left vacant; 

 
5.9.3 If you are a member of the Local Government Pension Scheme and want to 

retain membership during your period of absence, you will be expected to meet 
the cost of your own contribution to the pension fund on your return for work.  

 
5.9.4 Your manager will notify you if she/he agrees with your request and this will be 

confirmed in writing to you by the Human Resources Group. 
 
5.10 Time off for public duties 
 
5.10.1 If you undertake public duties you should discuss and agree your time off 

arrangements with your manager. Subject to appropriate verification, your 
manager may agree paid time off as follows: 

 
 

Public duty      Maximum number of  
      days paid leave 

 
Local Authority Leader or Committee Chair   up to 10 days 
Territorial Army/Reserve Forces annual camp and 
exercises       up to 10 days 
Member of Local Authority or Statutory Tribunal  up to  7 days 
Member of Local Health Authority    up to  7 days 
Justice of the Peace      up to  5 days 
School governor or member of the management board 
of  an HE/FE college      up to  5 days 
Member of a national executive of a national trade  
union        up to  5 days 
Officiating at local and GLA elections    up to 1 day 
 

5.10.2 If you hold more than one of the above offices the maximum number of paid 
days leave you will be allowed to take is ten days. 
 

5.10.3 In the interests of promoting public duties and citizenship, your director has the 
discretion to grant up to an additional 10 days unpaid leave. 

 
5.11 Employee volunteering 
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5.11.1 Employees who have successfully completed their probationary period may be 
granted up to three days paid leave to do volunteer work that reflects the GLA’s 
aims and objectives, subject to line manager approval. 

 
5.11.2 Further information on the volunteering policy can be found on the intranet. 
 
 
5.12 Jury service 
 
5.12.1 If you are summoned for jury service you will be granted leave with pay less any 

loss of earnings allowance you are allowed to claim from the court (excluding 
travel and subsistence allowances). You should complete the jury service form 
available on the intranet. 

 
5.12.2 You should attend work on any full or half days that you are not required for 

jury service. 
 
5.13 Time off for medical and dental appointments  
 
5.13.1 The Authority expects that medical and dental appointments will normally be 

made outside working hours.  However, it is accepted that this is not always 
possible - where appointments have to be made during normal working hours, 
you will be expected to make up lost time by working extra hours for the 
absence, take credited flexible hours (if worked), time off in lieu, or annual 
leave.  

 
5.13.2 Paid time off will be granted to attend health screening arranged by the GLA. 

Paid time off will also be granted for giving blood. 
 
5.14  Sick pay scheme and sickness notification procedure 
 
5.14.1 The Authority’s occupational sick pay scheme provides financial support if you 

are ill or injured and this prevents you from working or undertaking any 
reasonable duties. The scheme is intended to supplement Statutory Sick Pay and 
Incapacity Benefit.  so that you receive normal pay during absence through 
sickness, disease, accident or assault.   

 
5.14.2 During the probationary period (the first six months of employment with the 

GLA or any extended period), sick pay will be up to one month full pay.  
 
5.14.3 After the probation period, sick pay will be up to four months full pay and four 

month’s half pay. 
 
5.14.4 In all cases, the Head of Human Resources in consultation with the line manager 

will have discretion to extend sick pay in exceptional circumstances (for example 
in cases of serious illness). 

 
5.14.5 Sick pay entitlement is dependent on the employee following the GLA’s sickness 

absence procedures. 
 
5.14.6 The scheme provides for:  
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Sickness absence during the first 
six month’s of employment 

up to a maximum of one month’s 
full pay 

Sickness absence after six 
month’s service 

up to a maximum of four months 
full pay and four months half pay 

 

5.14.7 In cases of serious illness, such as cancer, heart disease or other life threatening 
conditions which will result in sickness absence over and above this entitlement, 
your manager in conjunction with the Head of Human Resources, has the 
discretion to review your sickness absence before your entitlement expires. 

 
5.14.8 The period during which sick pay will be paid, and the rate of sick pay, will be 

calculated by deducting from your entitlement on the first day of absence the 
aggregate of periods of paid absence during the previous 12 months. 

 
5.14.9 Provided you follow the Authority’s rules on sickness absence including, but not 

limited to, submitting satisfactory medical evidence of your incapacity for work, 
you will be entitled to receive sick pay based on the entitlement set out in the 
table above.  

 
5.14.10If you are prevented by illness from attending for work, you must notify your 

line manager as soon as possible on the first day of absence and by no later than 
10.00am and provide a completed sickness absence form/self certificate for 
each occasion of absence. 
 

5.14.11You should forward your completed sickness absence form/self certificate to 
your line manager when you return to work after a period of sickness absence. 

 
5.43.12 If your absence exceeds seven calendar days, you must provide a doctor’s 

certificate. 
 

5.14.13  Exceptionally, the Authority may require statements to be submitted at more 
frequent intervals. 

 
5.14.14  If you are unable to perform your normal duties due to sickness, the Authority 

may at any time require you to be examined by its nominated medical 
practitioner. 

 
5.14.15  If you abuse the sickness scheme, or fail to comply with the Authority’s rules 

on sickness absence, or have prejudiced your recovery, your payments during 
sickness absence may be suspended. You will be advised of such a proposal 
and will have an opportunity to respond before a decision is taken. 

 
5.14.16 If you are absent from work as a result of an accident and are eligible to 

receive damages from a third party for the accident, you will receive your 
normal entitlement to sick pay. Upon receipt of any damages you will refund 
to the Authority a sum equivalent to the sick pay paid during the absence. 

 
5.15 Travel difficulties 
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5.15.1 Employees are responsible for making appropriate travel arrangements to get to 
and from work. 

 
5.15.2 It is recognised that bad weather conditions or transport industrial action can 

cause travel difficulties, however, it is still the employee’s responsibility to make 
every effort to get to work. 

 
5.15.3 In most instances employees will have received advance warning of any potential 

travel difficulties and they should be prepared to make alternative arrangements 
to get to work, such as leaving home earlier or travelling via an alternative route 
or method. Whenever possible, employees will be expected to report for duty, 
even if this means that they will be late in doing so. 

 
5.15.4 If employees experience continual travel difficulties or are unable to get to work, 

time off may be taken as annual leave, flexi leave, time off in lieu or unpaid 
leave, subject to agreement with their line manager and the needs of the 
service.  

 
5.15.5 Employees who live up to a radius of 3 miles from their place of work or 

appropriate transport terminals will be expected to walk or cycle to work if 
appropriate. 

 
5.15.6 Managers have the discretion to allow employees to adjust their working hours 

to enable them to start and finish work earlier or later.  Where practical, 
managers may also authorise home working and such arrangements should be 
agreed in advance.  

 
 
Section 6 - Allowances 
 
6.1 Acting up allowances 
 
6.1.1 Acting Up allowances are paid to employees who are required, on a short-term 

basis, to undertake the duties of a higher graded post for a continuous period of 
at least four weeks.  In these circumstances the employee will receive the pay 
and any other terms and conditions applicable to the higher graded post.   

 
6.1.2 Employees may be required to undertake the full (100%) duties of the higher 

graded post, or only part of the duties.  In this case payment is calculated on the 
basis of the difference between the existing salary and the salary of the higher 
graded post, multiplied by the percentage of the higher duties undertaken.  
Where two or more employees are sharing the duties of a higher graded post, 
the total must not exceed 100%. 

 
6.1.3 Acting up may occur for the following reasons: 
 

 To cover long term sickness absence 
 To cover vacant posts during the recruitment process 
 To cover maternity leave 
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6.1.4 Acting-up arrangements will normally be for a maximum of six months, unless it 
is clear from the beginning that a longer period will be needed (e.g. to cover 
maternity leave).  In all other cases payment will not normally be continued for 
more than six months without the review and approval of the relevant director in 
consultation with HR. 

 
6.1.5 The additional duties must be worked for 4 weeks before the allowance is paid 

but will be back-dated to the first day. 
 
6.2 Honoraria 
 
6.2.1 Honoraria payments may be made to employees who are required, on a short-

term basis, to undertake additional responsibilities which are not part of an 
established post, but which may be required for operational reasons.  In order to 
calculate the payment, an assessment will need to be made of the level of higher 
responsibility involved and the percentage of the employee’s time spend on the 
higher level duties.  Payment is normally made on a monthly basis. 

 
6.2.2 This type of honorarium payment will normally be made for a maximum of six 

months.  Payment will not normally be continued for more than six months 
without the review and approval of the relevant director in consultation with HR. 

 
6.3 Recognition payments 
 
6.3.1 Recognition payments may be paid to employees in recognition of exceptional 

effort or performance of work which is outside the scope of their normal duties.  
This may include special one-off projects and the duration of work outside 
normal office hours for which no other recompense has been given (for example 
an acting-up allowance, honorarium or time off in lieu). 

 
6.3.2 Recognition payments  are usually paid as a one-off payment after the work has 

been undertaken.  Calculation of payment will normally be based on the 
employee’s normal rate of pay, the length of time it has taken to complete the 
additional work and the nature of the work undertaken.    

 
6.4 Season ticket loans 
 
6.4.1 An interest free season ticket loan of up to £5,000 is available to all permanent 

employees who use public transport to travel from home to work.   
 
6.4.2 The loan will be for the full cost of the season ticket and will be made in one 

payment in your salary. The first payment is normally deducted in the month 
following that in which the loan has been paid.  The loan will be recovered in 
eleven equal instalments from salary payments. 

 
6.4.3 You must take your season ticket and your photo card to a nominated member 

of the Human Resources Group within 10 working days of purchase so that a 
copy can be made for the records. We reserve the right to ask you to present 
your ticket for periodic inspection. Failure to comply with these conditions may 
result in recovery of your loan from your next salary. You will be expected to use 
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the season ticket for any journeys undertaken on official GLA business providing 
the ticket is valid for the area of travel. 

 
6.4.4 If you leave the Authority’s service or if you no longer require the season ticket, 

the full amount of the loan must be repaid. 
 
6.4.5 Season ticket loan application forms are available from the Human Resources 

Group.  
 
6.5 Bicycle loans 
 
6.5.1 An interest free loan of up to £500 is available to permanent employees who 

wish to purchase a bicycle to travel from home to work, or to purchase cycling 
equipment and accessories, or to cover bicycle servicing costs. 

 
6.5.2 The loan will be for the full cost of the purchase and will be made in one 

payment in your salary. The first payment is normally deducted in the month 
following that in which the loan has been paid.  The loan will be recovered in 
eleven equal instalments from salary. 

 
6.5.3 You must show receipt of purchase to a nominated member of the HR Group 

within 10 working days of the purchase in order that a copy can be made for the 
records. 

 
6.5.4 You must take out insurance to cover the loss of the bicycle through theft 

during the time of the loan. 
 
6.5.5 Bicycle loan application forms are available from the Human Resources intranet 

site. 
 
6.6 Payment of professional subscriptions 
 
6.6.1 The GLA recognises the important work of professional associations, and will 

support membership where this will directly benefit the organisation, as well as 
the individual.  

 
6.6.2 The workforce is comprised of people from a wide range of occupations. The 

rationalisation of professional membership is therefore vital in the interests of 
fairness and financial probity. 

 
6.6.3 For the GLA to reimburse the annual subscription, criteria 1 must be met.  In 

addition, one or more of the other criteria set out below must apply: 
 
6.6.4 Criteria 1 

The employee is a permanent member of staff who has successfully completed 
their probationary period (fees can be reimbursed to the individual if the 
association requires payment before the probation period ends). The employee 
can be full-time or part-time.  

 
No payments will be made for fixed term contract staff, secondees or 
consultants. 
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 PLUS one or more of the following –  

 
6.6.5 Criteria 2 

Membership is a legal requirement of the job i.e. the person would not legally be 
allowed to practice if they were not members. 

 
6.6.6 Criteria 3 

Membership of the professional body is listed as an essential requirement in the 
recruitment criteria of the job profile. 

  
6.6.7 Criteria 4 

As part of the TUPE agreement, transferred staff will continue to have their 
subscriptions reimbursed if this was the case in their previous organisations. 
 

6.6.8   Criteria 5 
Payment is agreed at the point of recruitment. This includes the situation where 
the recruiters, on behalf of the GLA, choose to honour the employee’s existing 
commitment to a course of study which they have partially completed and which 
requires student membership.  

 
6.6.9 Criteria 6 

The GLA agrees to fund a course of study for an employee and student 
membership is compulsory as part of this. The employee should fully appreciate 
the implications of the undertaking which are described in the GLA’s Training 
Agreement. It follows that the GLA will continue to pay full subscriptions once 
the employee ‘graduates’, providing they remain a permanent member of staff 
and can make a case for membership using the criteria above. 

 
The general principle will be that GLA will only pay for one subscription per 
person based on the above criteria. 

 
How can employees claim? 
 
6.6.10 Claims should be submitted in the following way: 
 

 The line manager and the Director must agree membership and payment. 
 

 Employees must provide a copy of a certificate or membership card to the 
Finance Section. 

 
 Employees must complete the relevant expenses claim form and attach it to a 

copy of the membership card and a receipt, or some other proof of payment. 
Forward these to the Finance Section. The money will be reimbursed through 
payroll. 

 
6.6.11 If a number of staff require membership of the same professional body, there 

may be scope to buy corporate membership. Where this occurs, it is the 
responsibility of Directors to bring this to the attention of the Finance Section. 
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Section 7 – Learning and development 
 
7.1 Performance review 
 
7.1.1 The Authority recognises the importance of training and development for all 

employees and is committed to become a learning organisation. As part of this 
commitment, the Authority has a performance review scheme for all employees. 

 
7.1.2 The performance review scheme will apply to all permanent and all temporary 

employees engaged for a period of six months or more. Secondees will also be 
subject to this scheme whilst they are with the Authority. 

 
7.1.3 You should have an annual substantive performance review meeting with your 

manager and shorter follow-up meetings every six months. Your manager will 
discuss and agree performance objectives with you as well as reviewing past 
performance. Objectives will be based on Directorate business plans. At the 
same time, your manager will discuss and agree your own training and 
development needs with the aim of improving job performance. 

 
7.2 Study and exam leave 
 
7.2.1 If you are receiving financial sponsorship from the Authority, whether this is full 

or partial, you are entitled to the following paid study and exam leave : 
 

 up to 6 days per academic year 
 half day per exam, if this falls outside normal college time. You are expected to 

return to work before or after the exam, unless study leave has been agreed. 
 

Both types of leave are discretionary and should be agreed with your line 
manager. 

 
Additionally, you may claim up to £70 for books. This is a one -off payment for 
the duration of the programme. 

 
7.2.2 If you are not receiving sponsorship from the Authority, but you are studying on 

a course that is relevant to your role or future development in the GLA, you may 
negotiate study leave and exam leave with your line manager. The leave is 
discretionary and should not exceed the maximum entitlement outlined in 7.2.1 
above. No book allowances are payable. 

 
Section 8 - Health screening 
 
8.1 The GLA will make health screen checks available to all employees free of charge 

as follows: 
 

 Employees aged over 50 years   - annually 
 Employees aged between 41–50 years  - every two years 
 Employees aged under 40   -  every three years 

 
 
Section 9 - Flexible benefits scheme  
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9.1.  Eligibility 
 
9.1.1. You will be entitled to a choice of benefits within the Authority’s flexible 

benefits scheme. You can choose your benefits by trading up to two days annual 
leave between the period 1 April to 31 March. In exceptional circumstances, the 
Authority may consider a request for a change within this period. 

 
9.2 Payment 
 
9.2.1 You will be reimbursed for the value of either 1 or 2 days leave on production of 

a receipt or other proof of payment for one of the options described below.  
You should take proof of payment, together with your annual leave card for 
adjustment, to the HR Group.  Payment will be made in the next available salary 
run. 

 
9.2.2 The value of your leave is calculated as a standard rate for all employees and is 

upgraded each year in line with the cost of living award.  Payments are subject 
to deductions for tax and national insurance.  

 
9.3.  Options 

9.3.1.  You may choose to give up one or two days leave for one from the following 
options.  In each case, payment will be up to the equivalent value of two days 
paid leave. 

 
 

Option 1 Payment of annual subscription to a professional body. 
Option 2 Payment of additional voluntary contributions to pension. 
Option 3 Payment of annual membership subscription for any health 

scheme, benefits or facilities, or fitness or sports facilities. 
Option 4 Payment of medical treatment. 
Option 5 Payment of personal training or development. 
Option 6 Payment of annual season ticket loan. 
Option 7 Payment of spectacles or contact lenses. 
Option 8 Payment of private health insurance. 
Option 9 Payment of personal student loan. 
Option 10 Payment of child care facilities. 
Option 11 Payment of bicycle loan  
Option 12 Payment of purchase of a bicycle or cycling equipment and 

accessories. 
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Appendix A 
 
Maternity policy 
 
1. Introduction 
 
1.1 This policy sets out the rights and responsibilities of employees who are 

pregnant or have recently given birth and gives details of the arrangements for 
antenatal care, pregnancy-related illness and maternity leave and pay. 

 
2. Scope of the policy 
 
2.1 The policy applies where a woman’s expected week of childbirth (EWC) is on or 

after 1 April 2007. 
 
2.2 The policy incorporates statutory provisions which apply to all women 

employees.  However, the GLA’s provisions for paid maternity leave are 
dependent on length of service and employment status.  Employees should 
contact the Human Resources group for detailed advice about the provisions 
that apply in individual cases. 

 
3. Notification of pregnancy 
 
3.1 The employee must tell her manager in writing, at least four weeks before her 

leave begins: 
 

 that she is pregnant; 
 the expected week of childbirth;  
 when she wants her maternity leave to start 
 whether or not she plans to return to work for the GLA for a period of at 

least six months at the end of her maternity leave. 
 
3.2 The employee must produce a certificate from a registered medical practitioner 

or a certified midwife showing the EWC. This certificate is usually referred to as 
the MAT(B)1. 
 

3.3 If it is not possible for the woman to tell her line manager in the timescales 
outlined above, she must do so as soon as reasonably possible. 

 
4. Time off for antenatal care 
 
4.1 Employees are entitled to reasonable paid time off to attend appointments for 

ante-natal care as advised by her doctor, registered midwife or registered health 
visitor.  This may include medical examinations, parent craft and relaxation 
classes.   

 
4.2 The employee is required to produce an appointment card or other 

documentation confirming the appointment if requested to do so.   
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4.3 The employee should endeavour to give as much notice as possible of antenatal 
appointments and, wherever possible, try to arrange them as near to the start or 
end of the working day as possible.   

 
5. Health and safety 
 
5.1 The GLA has a duty to take care of the heath and safety of all employees.  The 

GLA is also required to carry out a risk assessment to assess the workplace risks 
to women who are pregnant, have recently given birth or are breastfeeding.  

 
5.2 Once the employee has informed her line manager that she is pregnant, she 

should contact the HR group to arrange a risk assessment.  The employee will be 
advised about any risks identified in the risk assessment.  If the assessment 
reveals that she will be exposed to health hazards in carrying out her normal job 
duties, the GLA will take such steps as are reasonably necessary to avoid those 
risks, which may include making temporary adjustments to job duties, working 
conditions and/or hours of work.  

 
 5.3 If it is not possible to alter the employee’s working conditions to remove the 

risks to her health, and there is no suitable alternative work available to offer her 
on a temporary basis, the GLA may suspend the employee from work on 
maternity grounds until such time as there are no longer any risks to her health.  
This does not affect the employee’s statutory or contractual employment and 
maternity rights, and she will continue to receive her normal salary and 
contractual benefits during the period of the suspension (unless she has 
unreasonably refused an offer of suitable alternative employment). 

 
6. Sickness absence 
 
6.1 If an employee is absent from work during her pregnancy because of illness, she 

will receive normal statutory and occupational sick pay as would be the case 
during any other sickness absence, provided that she has not yet begun 
maternity leave. 

 
6.2 If the employee is absent from work wholly or partly because of pregnancy 

during the four weeks before her expected week of childbirth, maternity leave 
will start automatically from the day after the first day of absence.  

 
7. Annual leave 

 
7.1 Employees will continue to accrue annual leave while on maternity leave.  
 
7.2 During periods of paid maternity leave, annual leave accrues pro rata to the 

employee’s contractual entitlement of 30 days per leave year.  During periods of  
unpaid maternity leave, annual leave accrues pro rata to the statutory 
entitlement of 20 days per year.   

 
7.3 Employees will also accrue public holiday leave for any public holiday that falls 

within the period of paid maternity leave, on a day that the employee would 
normally work. 
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7.4 Only five days untaken annual leave may be carried over from one leave year to 
another. To prevent loss of any leave entitlement (for example, where the 
maternity leave spans two leave years) the employee will need to take her 
annual leave before the start of her maternity leave. 

 
8. Maternity leave and maternity pay 
 
8.1 The GLA has two maternity leave schemes.   
 
8.2 Scheme A 
 
8.2.1 Women employees who have been continuously employed by the GLA for a 

period of one year or more at the beginning of the eleventh week before the 
EWC are entitled to the provisions of this scheme, which provides: 

 
a) up to 52 weeks’ maternity leave with up to 40 weeks’ paid leave as follows: 
b) full pay for the first eighteen weeks of maternity leave *; and  
c) the option of receiving either: 
 a further eleven weeks at full pay*, or 
 twenty two weeks at half pay **  

 
 *   Statutory Maternity Pay (SMP) is included in this payment. 
 ** SMP will be paid in addition to this payment. 
 
8.2.2 When the maternity leave ends the employee must return to work for the GLA 

(or another GLA Group employer) for at least six months.  If the employee does 
not do this, she will have to repay any salary paid to her after the first eighteen 
weeks of her maternity leave in excess of SMP.  Failure to repay could result in 
legal proceedings being taken to recover the money. 

 
8.3 Scheme B 
 
8.3.1 Women employees who have been continuously employed by the GLA for less 

than one year, at the beginning of the eleventh week before the EWC are 
entitled to up to 52 weeks maternity leave with up to 39 weeks paid leave as 
follows: 

 
 ten weeks at 9/10 pay *and 
 sixteen weeks at half pay** and, for employees with at least 26 week’s 

continuous service at the end of the 15th week before the expected week of 
confinement 

 a further thirteen weeks SMP  
 
 *   SMP is included in these payments. 
 ** For employees with at least 26 weeks continuous employment at the end of 

the 15th week     before the expected week of childbirth, SMP will be paid in 
addition to this payment. 

 
8.3.2 Women employees with less than 26 weeks’ continuous service may be eligible 

to receive Maternity Allowance (MA).  Maternity Allowance is paid by the 
Government to women who do not qualify for SMP. 
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8.3.3 When the maternity leave ends the employee must return to work for the GLA 

(or another GLA Group employer) for at least six months. If the employee does 
not do this, she will have to repay any salary paid to her after the first eighteen 
weeks of her maternity leave in excess of Statutory Maternity Pay. Failure to 
repay could result in legal proceedings being taken to recover the money. 

 
9. Starting maternity leave 
 
9.1 A woman may start her maternity leave not earlier than 11 weeks before the 

EWC which is shown on the MAT(B)1. However, while she is fit to work a 
woman may continue to work beyond this period up to the EWC. 

 
10. Compulsory maternity leave 
 
10.1 The law obliges all employees to take a minimum of two weeks maternity leave 

immediately following childbirth.  The employee must send a copy of the baby’s 
birth certificate to the HR group as soon as possible after the birth. 

 
11 Stillbirth or miscarriage 
 
11.1 If the employee has a stillbirth after 24 weeks or more, she is entitled to receive 

the benefits which would have applied if the baby had lived. This includes the 
right to paid and unpaid leave up to the full entitlement.   

 
11.2 However, in these circumstances the employee may decide that it would be 

better to return to work when she has recovered or when her doctor advises that 
she is fit. However, the employee must give notice that she is returning to work 
and cannot, in any event, return to work during the two weeks immediately after 
the birth. 

 
11.3 If the employee has a miscarriage before the 24th week of pregnancy, the 

employee will be treated as being on sick leave and she will have to provide a 
sickness certificate in line with the sickness notification procedure.   

 
11.4 The employee must tell her manager as soon as possible so that appropriate 

leave or other arrangements can be made. 
 
12. Contact during maternity leave 
 
12.1 Shortly before the employee’s maternity leave starts, the line manager will 

discuss the arrangements for her to keep in touch during the leave.  In any 
event, the GLA reserves the right to maintain reasonable contact with the 
employee during maternity leave.  This may be to discuss plans for the 
employee’s return to work, to discuss any special arrangements to be made or 
training to be given to ease her return to work, or simply to update her on 
developments at work during her absence.  Such contact will not constitute 
‘work’ and will not count towards the 10 days specified below. 
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13. Keeping in touch days 
 
13.1 Except during the first two weeks after childbirth, the employee can agree to 

attend work or training courses for the GLA for up to ten days during the period 
of her maternity leave, without that work bringing the maternity leave to an end 
and without the loss of a week’s SMP.  These are known as ‘keeping-in-touch’ 
days.  Any work carried out on a day will constitute a day’s work for these 
purposes. 

 
13.2 There is no obligation on the employee to carry out any work, and the employee 

has no right to undertake any work, during her maternity leave.  The GLA will 
grant time off in lieu for any  agreed work undertaken, which should be taken 
by the employee when she has returned to work following maternity leave.  Any 
keeping-in-touch days do not extend the period of maternity leave. 

 
14. Returning to work 
 
14.1 Subject to the exception below, the employee has the right to return to the job 

in which she was employed under her contract of employment. This depends on 
any organisational change that may have happened during her leave. If her 
substantive post has been deleted she must be offered any suitable alternative 
post but the terms and conditions must be no less favourable as those that 
would have applied to her substantive post. 

 
14.2 An employee on a fixed term contact, whose contract expires during the 
period of maternity leave, will have no right to return to work, regardless of her 
length of service. 

 
14.3 The employee will have been formally advised in writing by the HR group of the 

date on which she is expected to return if she takes her full 52 week entitlement 
to maternity leave.  The employee is expected to return on this date, unless she 
notifies the GLA otherwise.  While there is no legal obligation for the employee 
to confirm that she will be returning on the expected date,  it will assist the GLA 
if she does so.  

 
 
14.4 If the employee wishes to return to work earlier than the expected date she 

must give at least eight weeks notice of her intended return date.  If she does 
not do so, the GLA will retain the right to postpone her return until eight weeks 
notice has been given.  

 
14.5 If the employee has already given notice of an early return date, and 

subsequently wants to return even earlier, she will need to give notice eight 
weeks before the new date.  If the employee wants to postpone her early return 
date, she will need to give notice eight weeks before the original early return 
date. 

 
14.6 If the employee wishes to return on a part-time or job share basis, or any other 

flexible working arrangements, she should discuss this with her line manager 
before the start of maternity leave, or at least twelve weeks before she is due to 
return. Although there is no automatic right to such changes in the employee’s 
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working patterns, where possible, depending on the needs of the service, every 
effort will be made to accommodate requests for part time or flexible working. 

 
15. Resigning before maternity leave 
 
15.1 Employees who have been continuously employed for a minimum of 26 weeks 

by the end of the 15th week before childbirth who leave the GLA at the start of 
their maternity leave will still be entitled to SMP.  Employees wishing to resign 
will be required to give their normal period of contractual notice. 
 

15.2 Employees with less than 26 weeks continuous service by the end of the 15th 
week before childbirth will not be entitled to SMP.  Individuals may, however, be 
entitled to claim MA.   

 
16. Resigning following maternity leave 
 
16.1 If the employee decides not to return to work at the GLA following maternity 

leave she will need to give the normal period of contractual notice.                                                                                                                                                                                                                                                                                                 
 
16.2 Any maternity pay in excess of SMP paid to the employee from the 19th week of 

absence (Scheme A) or the 11th week of absence (Scheme B) will need to be 
repaid, unless the employee is taking up a job with another organisation in the 
GLA Group.   

 
 
 

 


