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Guidance on Managing Pregnancy, Maternity and  

Adoption Leave for Academic Staff 
 

 
1. Scope and Purpose 

 

1.1 This guidance sets out the University’s framework for the management of pregnancy, 

maternity and adoption leave and return to work for academic staff. It will also be 

relevant where staff are taking a significant period of shared parental leave. It 

establishes the minimum standards that all Schools are expected to meet to ensure staff 

are properly supported before and during their leave and on their return to work. It is 

intended to serve as a framework for discussion between staff and managers, whilst 

enabling local flexibility and responsiveness to individual needs. 

 

1.2 This document should be read in conjunction with the general guidance for all staff 

taking maternity leave and adoption leave that is provided on the Parents and Carers 

intranet, including the University’s Family Leave Guidelines and FAQs: 

https://intranet.birmingham.ac.uk/parents.  

 

1.3 This guidance has been developed within the context of the University’s membership of 

the Athena SWAN Charter and our commitment to promoting sustainable careers for 

academics taking extended periods of leave when starting a family. It is the University’s 

intention that all staff should receive appropriate support during their leave and return to 

work period, and that pregnancy and maternity in particular are not barriers to career 

progression in perception or practice.   We recognise that well-planned return to work 

arrangements are key in helping staff re-establish their academic careers following a 

period of leave.   

 

2. Booking leave and further information 

 

2.1 Guidance on the different types of family leave, qualifying criteria and the process for 

applying for maternity, adoption and shared parental leave can be found on the Parents 

and Carers intranet site: https://intranet.birmingham.ac.uk/parents.  

 

2.2 Any queries regarding maternity and adoption leave should be addressed to Ask HR: 

askhr@contacts.bham.ac.uk 0121 415 9000 (internal extension 59000).  

 

 

https://intranet.birmingham.ac.uk/parents
https://intranet.birmingham.ac.uk/parents
mailto:askhr@contacts.bham.ac.uk
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3. Pregnancy and preparing for maternity/adoption leave 

 

3.1 Once a pregnancy is announced, a risk assessment should be undertaken to identify 

whether there are any aspects of the individual’s work that need to be adjusted to protect 

the woman’s health during pregnancy.  Lab based staff may need to work to amended 

protocols during pregnancy depending on the materials/processes they routinely work 

with. 

 

3.2 The individual should also be referred to Ask HR who will explain their entitlement to 

maternity/adoption leave and pay. Further information on entitlements and contact 

details for Ask HR are available at: https://intranet.birmingham.ac.uk/parents.  

 

3.3  It is a matter for the manager to determine whether someone should be appointed to 

cover the duties of the person who is going on leave – but this is not always possible, 

particularly for academic posts – or whether some other form of cover may be 

appropriate. Since the University provides funding for maternity pay centrally, there 

should be no budgetary reason which prevents a cover person being appointed if that is 

the preferred way of managing. It is important that staff do not feel under pressure to 

curtail the amount of leave they take because of inadequate cover arrangements. A 

central fund is available to meet the costs of leave in order that departmental budgets 

are available to arrange leave cover. 

 

3.4 Cover arrangements should be discussed with the individual in advance of their leave in 

order that they can contribute to the arrangements by organising an appropriate 

handover and briefing of colleagues if necessary. The use of Keeping in Touch (KIT) 

days (see below) should also be discussed. 

 

4. During leave 

  

4.1 Staff are encouraged to make use of their entitlement of Keeping in Touch (KIT) days in 

order to stay in touch with developments within their Department/School/College and 

plans for these should be discussed before and during maternity leave. Information on 

KIT days is available here. 

 

 

5. Returning from leave 

 

 Workload remission 

5.1 Academic staff employed on three-legged contracts  (i.e. including teaching, research 

and management/administration), who have taken 6 months or more maternity, adoption 

or shared parental leave are entitled to a term of workload remission on their return to 

work from one of the three elements of their contract. The purpose of this remission is to 

https://intranet.birmingham.ac.uk/hr/wellbeing/worksafe/topics/mothers.aspx
https://intranet.birmingham.ac.uk/parents
https://intranet.birmingham.ac.uk/collaboration/equality/staff/parents-and-carers/becoming-a-parent/pregnancy-and-maternity.aspx
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enable staff to re-focus on their research or teaching as appropriate. Arrangements for 

workload remission should be discussed and agreed by staff member and their Head of 

School (or HoS representative) in advance of the staff member’s return to work.  

 

5.2 If the workload remission is from teaching duties, or if other salary costs are incurred, an 

application can be made to the University’s Central Maternity Fund to meet these costs, 

(see below).  

 

 Part-time working 

5.3 The individual’s plans for their return-to-work are usually discussed with them before 

they take their leave if the individual has clear intentions, although obviously these may 

change after the baby’s arrival or when child care arrangements have been finalised. 

Those returning from leave have the right to request part-time or flexible working. The 

University’s Flexible Working Guidelines can be found here.  

 

5.4 Staff on three legged academic contracts returning from leave who subsequently work 

part-time must be allocated work that balances all aspects of a three legged contract, 

with the exception of the term of remission as detailed in 5.1 above.   

 

Impact of leave on academic outputs 

5.5 Where the quantity of academic outputs has been impacted as a result of leave, part-

time working arrangements or restrictions on activities due to breast-feeding (e.g. lab 

work), this will be recognised and taken into account in the promotions processes, REF 

and any other exercise that uses quantity of outputs as a performance measure. 

 

 

 
  

https://intranet.birmingham.ac.uk/hr/leave/flexible/index.aspx
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Workload remission for Academic Staff on return from  
Maternity, Adoption or Shared Parental Leave  

Funding Application Form 
 
 

Academic staff employed on three-legged contracts returning from a minimum of six months 

Maternity Leave, Adoption Leave or Shared Parental Leave are entitled to a term of workload 

remission (from either teaching, research or administration), to enable them to re-focus on their 

research or teaching as appropriate. Arrangements for workload remission in these 

circumstances must be discussed between the individual and their Head of School (or 

representative) before the member of staff is due to return to work.  

 

Where the remission is from teaching duties – to enable the member of staff to concentrate on 

research for a term – or where other salary costs are incurred, an application for funding to 

cover the staff member’s absence may be made on the form below. Funds will be allocated 

based on actual cost up to a maximum of one third of 13 weeks’ salary costs.  

 

 

Name of returning member of staff:   

 

School/Department:  

 

Payroll number:  

 

Maternity/adoption/shared parental leave  

start and end dates:  

 

Remission start and end dates and details (e.g. which duties will not be undertaken, which 

courses the member of staff will not teach during the term’s remission):  
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Purpose of funds sought (state how the funding will be used, e.g. for bought-in teaching):  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Total cost:  

 

 

 

 

 

 

Signed (Head of School or representative):  

Name:  

Date: 

 

 

 

 

 

 

Please return the form to: Staff Diversity Adviser, HR, B Block, Aston Webb  

 

For HR office use:  

Confirm:  Eligibility  Purpose  

Advise:   Finance Business Partner School 

 

 

 


