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Section 1 Time off for antenatal appointments policy
[bookmark: a182626][bookmark: _Toc256000074]About this policy
[bookmark: a595469]This policy outlines the statutory right to take time off to attend antenatal appointments.
[bookmark: a540195]This policy applies to employees and agency workers. It does not apply to self-employed contractors.
[bookmark: a347634][bookmark: a883865]If you are an agency worker, the rights set out in this policy only apply to you once you have worked in the same role with us for at least 12 continuous weeks (which may include more than one assignment). 
[bookmark: a724903][bookmark: _Toc256000075]Time off if you are pregnant
[bookmark: a642043]If you are pregnant you may take reasonable paid time off during working hours for antenatal appointments. If you are pregnant you may take paid time off during working hours for antenatal appointments. You should try to give us as much notice as possible of the appointment. Unless it is your first appointment, we may ask to see a certificate confirming your pregnancy and an appointment card. 
[bookmark: a954906][bookmark: _Toc256000076]Time off for accompanying a pregnant woman: eligibility
[bookmark: a1028221]You may take unpaid time off to accompany a pregnant woman to an antenatal appointment if you have a "qualifying relationship" with the woman or the child. This means that either:
· [bookmark: a477264]you are the baby's father;
· [bookmark: a248911]you are the pregnant woman's spouse, civil partner or are living with her in an enduring family relationship and she is not your sister, mother, grandmother, aunt or niece; or
· [bookmark: a95699]she has undergone assisted conception and at that time you were her wife or civil partner or gave the required legal notices to be treated in law as the second female parent; or
· [bookmark: a407857]you are one of the intended parents in a surrogacy arrangement and expect to obtain a parental order in respect of the child.
[bookmark: a756487][bookmark: _Toc256000077]  Time off for accompanying a pregnant woman: how to book time off
[bookmark: a704480]Please give us as much notice of the appointment as possible. You must provide us with a signed statement providing the date and time of the appointment and confirming:
· [bookmark: a285832]that you meet one of the eligibility criteria in paragraph 0;
· [bookmark: a444412]that the purpose of the time off is to accompany the pregnant woman to an antenatal appointment; and 
· [bookmark: a735715]that the appointment has been made on the advice of a registered medical practitioner, registered midwife or registered nurse.
[bookmark: a263966][bookmark: _Toc256000078]Time off for accompanying a pregnant woman: amount of time off
[bookmark: a932735]You may take time off to accompany a pregnant woman to up to two antenatal appointments in relation to each pregnancy.
[bookmark: a669747]You must not take more than six and a half hours off for each appointment, including travel and waiting time.
[bookmark: a193132]Time off to attend these appointments is unpaid.
[bookmark: a826783][bookmark: _Toc256000079]

Section 2   Time off for adoption appointments policy
[bookmark: a885407][bookmark: _Toc256000080]About this policy
[bookmark: a575277]This policy outlines the statutory right to take time off to attend adoption appointments.
[bookmark: a305336]This policy applies to employees and agency workers. It does not apply to self-employed contractors.
[bookmark: a380739]If you are an agency worker, the rights set out in this policy only apply to you once you have worked in the same role with us for at least 12 continuous weeks (which may include more than one assignment).
[bookmark: a575780][bookmark: _Toc256000081]Time off for an adoption appointment
[bookmark: a285696]An adoption appointment is an appointment arranged by an adoption agency (or at the agency's request) for you to have contact with a child who is to be placed with you for adoption, or for any other purpose related to the adoption.
[bookmark: a1005624]You may take time off to attend an adoption appointment once the agency has notified you that a child is to be placed with you for adoption but before the child is actually placed with you.
[bookmark: a557725][bookmark: _Toc256000082]If you are adopting a child with another person
[bookmark: a588763]Where you and your partner are adopting a child, you must decide between you who will be treated as the primary adopter and who will be treated as the secondary adopter for the purposes of time off. You must tell us your decision the first time you request time off for an adoption appointment. This will affect how much time you can take off and whether it is paid.
[bookmark: a1018607]You would usually choose to be the primary adopter if you intend to take adoption leave when the child is placed with you. You would not be able to take paternity leave if you have elected to be the primary adopter.
[bookmark: a260233]You would usually choose to be the secondary adopter if you intend to take paternity leave when the child is placed with you, although you may be able to take adoption leave if your partner is not taking it.
[bookmark: a535357][bookmark: _Toc256000083]If you are adopting a child alone
[bookmark: a508495]If you are adopting a child alone, you are treated as the primary adopter. 
[bookmark: a587309][bookmark: _Toc256000084]If you are adopting more than one child
[bookmark: a85287]If the agency is placing more than one child with you as part of the same arrangement, this is treated as one adoption and will not increase the number of appointments you can take time off to attend. Any time off under this policy must be taken before the first child is placed with you.
[bookmark: a565099][bookmark: _Toc256000085]Amount of time off
[bookmark: a1037668]If you are adopting on your own or have elected to be the primary adopter, you may take paid time off to attend an adoption appointment on up to five occasions in relation to any particular adoption. 
[bookmark: a151118]If you are the secondary adopter, you may take unpaid time off to attend an adoption appointment on up to two occasions only.
[bookmark: a690077]You must not take more than six and a half hours off for each appointment, including travel and waiting time. 
[bookmark: a501011][bookmark: _Toc256000086]How to book time off
[bookmark: a229933]Please give us as much notice of the appointment as possible. You must provide your manager with a signed statement or an email confirming:
[bookmark: a578371]The date and time of the appointment.
[bookmark: a529010]That the appointment has been arranged or requested by the adoption agency.
[bookmark: a308747]Whether you are adopting a child alone or jointly with another person.
[bookmark: a806724]If you are adopting with another person, whether you are electing to take paid or unpaid time off.
[bookmark: a985109]If you are an agency worker you may have to notify your agency as well. You should check with the agency.
[bookmark: a1042561]We may sometimes ask you to try and rearrange an appointment where it is reasonable to do so. In exceptional circumstances we reserve the right to refuse a request for a particular appointment but we will not do so without good reason.


[bookmark: a1033436][bookmark: _Toc256000087]Section 3   Maternity policy
[bookmark: a109453][bookmark: _Toc256000088]About this policy
[bookmark: a452775]This policy outlines the statutory rights and responsibilities of employees who are pregnant or have recently given birth, and sets out the arrangements for pregnancy-related sickness, health and safety, and maternity leave. 
[bookmark: a499223]Arrangements for time off for antenatal care and to accompany a pregnant woman to antenatal appointments are set out in our Time off for Antenatal Appointments Policy. 
[bookmark: a776883]In some cases you and your spouse or partner may be eligible to opt into the shared parental leave (SPL) scheme which gives you more flexibility to share the leave and pay available in the first year. You will need to give us at least eight weeks notice to opt into SPL, and you must remain on maternity leave until at least two weeks after birth. For information about SPL, see our Shared Parental Leave (Birth) Policy.
[bookmark: a432232]This policy only applies to employees and does not apply to agency workers or self-employed contractors. This policy does not form part of any employee's contract of employment and we may amend it at any time. 
[bookmark: a440181][bookmark: _Toc256000089]Entitlement to maternity leave
[bookmark: a735213]All employees are entitled to up to 52 weeks' maternity leave, consisting of 26 weeks' ordinary maternity leave (OML) and 26 weeks' additional maternity leave (AML). 
[bookmark: a1014589][bookmark: _Toc256000090]Notification
[bookmark: a828961]Please inform us as soon as possible that you are pregnant. This is important as there may be health and safety considerations.
[bookmark: a589107]Before the end of the fifteenth week before the week that you expect to give birth (Qualifying Week), or as soon as reasonably practical afterwards, you must tell us:
· [bookmark: a989793]the week in which your doctor or midwife expects you to give birth (Expected Week of Childbirth); and
· [bookmark: a658672]the date on which you would like to start your maternity leave (Intended Start Date).
[bookmark: a589719]We will write to you within 28 days to tell you the date we will expect you to return to work if you take your full maternity leave entitlement (Expected Return Date).
[bookmark: a482812]Once you receive a certificate from a doctor or midwife confirming your Expected Week of Childbirth (MATB1), you must provide us with a copy.
[bookmark: a66335][bookmark: _Toc256000091]Starting maternity leave
[bookmark: a179784]The earliest you can start maternity leave is 11 weeks before the Expected Week of Childbirth (unless your child is born prematurely before that date).
[bookmark: a329323]If you want to change your Intended Start Date please tell us in writing. You should give us as much notice as you can, but wherever possible you must tell us at least 28 days before the original Intended Start Date (or the new start date if you are bringing the date forward). We will then write to you within 28 days to tell you your new expected return date.
[bookmark: a675170]Your maternity leave should normally start on the Intended Start Date. However, it may start earlier if you give birth before your Intended Start Date, or if you are absent for a pregnancy-related reason in the last four weeks before your Expected Week of Childbirth. In either of those cases, maternity leave will start on the following day.
[bookmark: a792664][bookmark: a952884]Shortly before your maternity leave is due to start we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact, should you wish to do so, during your leave. 
The law says that we cannot allow you to work during the two weeks following childbirth.
[bookmark: a141104][bookmark: _Toc256000092]Maternity pay
[bookmark: a689896]Statutory maternity pay (SMP) is payable for up to 39 weeks provided you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your average earnings are not less than the lower earnings limit set by the government each tax year. The first six weeks SMP are paid at 90% of your average earnings and the remaining 33 weeks are at a rate set by the government each year.
[bookmark: a254553][bookmark: _Toc256000093]During maternity leave
[bookmark: a615127]With the exception of terms relating to pay, your terms and conditions of employment remain in force during OML and AML.
[bookmark: a308641]Holiday entitlement will continue to accrue during maternity leave. If your maternity leave will continue into the next holiday year, any holiday entitlement that is not taken before starting your maternity leave can be carried over and must be taken immediately before returning to work or within three months of returning to work unless your manager agrees otherwise. Please discuss your holiday plans with your manager in good time before starting your maternity leave. All holiday dates are subject to approval by your manager.
[bookmark: a136944]If you are a member of the pension scheme, we shall make employer pension contributions during OML and any period of paid AML, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any maternity pay you are receiving, unless you inform Scheme Manager that you wish to make up any shortfall.
[bookmark: a297185][bookmark: _Toc256000094]Keeping in touch
[bookmark: a748670]We may make reasonable contact with you from time to time during your maternity leave although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
[bookmark: a599339]You may work (including attending training) on up to ten "keeping-in-touch" days during your maternity leave. This is not compulsory and must be discussed and agreed with Scheme Manager.
[bookmark: a389560]You will be paid at your normal basic rate of pay for time spent working on a keeping-in-touch day and this will be inclusive of any maternity pay entitlement. 
[bookmark: a657852][bookmark: _Toc256000095]Returning to work
[bookmark: a51608]You must return to work on the Expected Return Date unless you tell us otherwise. If you wish to return to work earlier than the Expected Return Date, you must give us eight weeks' prior notice of the date. It is helpful if you give this notice in writing. You may be able to return later than the Expected Return Date if you request annual leave or parental leave, which will be at our discretion.
[bookmark: a589299]You are normally entitled to return to work in the position you held before starting maternity leave, and on the same terms of employment. However, if you have taken AML and it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable.
[bookmark: a585581]If you want to change your hours or other working arrangements on return from maternity leave you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
[bookmark: a938062]If you decide you do not want to return to work you should give notice of resignation in accordance with your contract.


[bookmark: a984075][bookmark: _Toc256000096]Section 4   Adoption policy
[bookmark: a680044][bookmark: _Toc256000097]About this policy
[bookmark: a815283]This policy sets out the arrangements for adoption leave and pay for employees who are adopting a child through a UK adoption agency. If you are adopting through an overseas adoption agency Scheme Manager will advise you of the relevant requirements.
[bookmark: a106579]Arrangements for time off for adoption appointments are set out in our Time off for Adoption Appointments Policy. 
[bookmark: a947077]In some cases you and your spouse or partner may be eligible to opt into the shared parental leave (SPL) scheme which gives you more flexibility to share the leave and pay available in the first year. You will need to give us at least eight weeks notice to opt into SPL, and one of you must take at least two weeks' adoption leave. For information about SPL, see our Shared Parental Leave (Adoption) Policy.
[bookmark: a732424]This policy only applies to employees and does not apply to agency workers or self-employed contractors. It does not form part of any employee's contract of employment and we may amend it at any time.
[bookmark: a512161][bookmark: _Toc256000098]Entitlement to adoption leave
[bookmark: a1029302]You are entitled to adoption leave if you meet all the following conditions:
· [bookmark: a397545]You are adopting a child through a UK or overseas adoption agency.
· [bookmark: a417263]The adoption agency has given you written notice that it has matched you with a child for adoption and tells you the date the child is expected to be placed into your care with a view to adoption (Expected Placement Date).
· [bookmark: a1049106]You have notified the agency that you agree to the child being placed with you on the Expected Placement Date.
· [bookmark: a1037101]Your spouse or partner will not be taking adoption leave with their employer (although they may be entitled to take paternity leave).
[bookmark: a402182]The maximum adoption leave entitlement is 52 weeks, consisting of 26 weeks' Ordinary Adoption Leave (OAL) and 26 weeks' Additional Adoption Leave (AAL). 
[bookmark: a356998][bookmark: _Toc256000099]Notification requirements
[bookmark: a946443]Not more than seven days after the agency notifies you in writing that it has matched you with a child (or where that is not reasonably practicable, as soon as reasonably practicable), you must give us notice in writing of the Expected Placement Date, and your intended start date for adoption leave (Intended Start Date).
[bookmark: a105015]We will then write to you within 28 days to inform you of your expected return date assuming you take your full entitlement to adoption leave.
[bookmark: a921925]Once you receive the matching certificate issued by the adoption agency, you must provide us with a copy.
[bookmark: a726180][bookmark: _Toc256000100]Starting adoption leave
[bookmark: a129148]OAL may start on a predetermined date no more than 14 days before the Expected Placement Date, or on the date of placement itself, but no later. 
[bookmark: a390819]If you want to change your Intended Start Date please tell us in writing. You should give us as much notice as you can, but wherever possible you must tell us at least 28 days before the original Intended Start Date (or the new start date if you are bringing the date forward). We will then write to you within 28 days to tell you your new expected return date.
[bookmark: a752207][bookmark: _Toc256000101]Adoption pay
[bookmark: a327336]Statutory adoption pay (SAP) is payable for up to 39 weeks provided you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your average earnings are not less than the lower earnings limit set by the government each tax year. The first six weeks SAP are paid at 90% of your average earnings and the remaining 33 weeks are at a rate set by the government each year. For further information please speak to your manager.
[bookmark: a566579][bookmark: _Toc256000102]During adoption leave
[bookmark: a248096]All the terms and conditions of your employment remain in force during OAL and AAL, except for the terms relating to pay.
[bookmark: a573063]Holiday entitlement will continue to accrue at the rate provided under your contract. If your adoption leave will continue into the next holiday year, any holiday entitlement that is not taken before starting your adoption leave can be carried over and must be taken immediately before returning to work or within three months of returning to work unless your manager agrees otherwise. Please discuss your holiday plans with your manager in good time before starting your adoption leave. All holiday dates are subject to approval by your manager.
[bookmark: a715462]If you are a member of the pension scheme, we shall make employer pension contributions during OAL and any further period of paid adoption leave based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any adoption pay you are receiving, unless you inform Scheme Manager that you wish to make up any shortfall.
[bookmark: a131104][bookmark: _Toc256000103]Keeping in touch
[bookmark: a935761]We may make reasonable contact with you from time to time during your adoption leave although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
[bookmark: a567537]You may work (including attending training) on up to ten "keeping-in-touch" days during your adoption leave. This is not compulsory and must be discussed and agreed with Scheme Manager. 
[bookmark: a897087]You will be paid at your normal basic rate of pay for time spent working on a keeping-in-touch day and this will be inclusive of any adoption pay entitlement. 
[bookmark: a322537][bookmark: _Toc256000104]Returning to work
[bookmark: a687287]You must return to work on the expected return date unless you tell us otherwise. If you wish to return to work early, you must give us at least eight weeks' notice of the date. It is helpful if you give this notice in writing. You may be able to return later than the expected return date if you request annual leave or parental leave, which will be at our discretion.
[bookmark: a452292]You are normally entitled to return to work in the position you held before starting adoption leave, on the same terms of employment. However, if you have taken AAL and it is not reasonably practicable for us to allow you to return to the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable.
[bookmark: a836205]If you want to change your hours or other working arrangements on return from adoption leave you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
[bookmark: a164591]If you decide you do not want to return to work you should give notice of resignation in accordance with your contract.


[bookmark: a866580][bookmark: _Toc256000105]Section 5   Paternity policy
[bookmark: a685312][bookmark: _Toc256000106]About this policy
[bookmark: a191151]This policy outlines when an employee may be entitled to paternity leave and paternity pay, and sets out the arrangements for taking it. 
[bookmark: a919321]This policy does not form part of any employee's contract of employment and we may amend it at any time.
[bookmark: a232031]You may be entitled to time off to accompany your partner to antenatal appointments or to attend adoption appointments. For more information see the Time Off For Antenatal Appointments Policy or the Time Off For Adoption Appointments Policy.
[bookmark: a81720]In some cases you and your partner may be eligible to opt into the shared parental leave (SPL) scheme which gives you more flexibility to share the leave and pay available in the first year. This applies where the Expected Week of Childbirth (EWC) starts on or after 5 April 2015, or if a child is placed with you for adoption on or after that date. This does not affect your right to take two weeks' paternity leave around the time of birth or placement. For information about SPL, see our Shared Parental Leave (Birth) and Shared Parental Leave (Adoption) Policies. 
[bookmark: a849120][bookmark: _Toc256000107]Entitlement to paternity leave
[bookmark: a915707]Paternity leave is available on the birth of a child if you have been continuously employed by us for at least 26 weeks ending with the 15th week before the Expected Week of Childbirth and either:
· [bookmark: a832847]you are the biological father and will have some responsibility for the child's upbringing; or
· [bookmark: a612585]you are the spouse, civil partner or cohabiting partner of the biological mother and will have the main responsibility (with the mother) for the child's upbringing.
[bookmark: a1007794]Paternity leave is available where a child is placed with you for adoption by an adoption agency, if you have been continuously employed by us for at least 26 weeks ending with the week in which the agency notifies you that you have been matched with a child. In such cases you may be entitled to take adoption leave instead (see our Adoption Policy). However, adoption leave may only be taken by one adoptive parent. Paternity leave is available to the other adoptive parent (of either sex).
[bookmark: a346502][bookmark: _Toc256000108]Taking paternity leave
[bookmark: a43380]Paternity leave is a period of one or two weeks' consecutive leave taken when a child is born or placed with you for adoption. You can start your leave on the date of birth or placement, or later, provided it is taken within eight weeks (56 days) of the birth or placement. (If the baby is premature the period ends eight weeks after the start of the Expected Week of Childbirth.)
[bookmark: a842712]To take paternity leave you must give us written notice by the end of the 15th week before the Expected Week of Childbirth (or no more than seven days after the adoption agency notified you of being matched with a child), or as soon as you reasonably can, stating:
· [bookmark: a240648]the Expected Week of Childbirth;
· [bookmark: a156501]whether you intend to take one week or two weeks' leave; and
· [bookmark: a897894]when you would like your leave to start.
[bookmark: a438589]You can change the intended start date by giving us 28 days' notice or, if this is not possible, as much notice as you can.
[bookmark: a114885][bookmark: _Toc256000109]Paternity pay
[bookmark: a294553]Statutory paternity pay (SPP) is payable during paternity leave provided you have at least 26 weeks' continuous employment ending with the Qualifying Week (the 15th week before the Expected Week of Childbirth or the week in which the adoption agency notified you of a match) and your average earnings are not less than the lower earnings limit set by the government each tax year. The rate of SPP is set by the government each tax year. 
[bookmark: a313785][bookmark: _Toc256000110]During paternity leave
[bookmark: a689762]All the usual terms and conditions of your employment remain in force during paternity leave, except for the terms relating to pay.
[bookmark: a1008054]Holiday entitlement will continue to accrue during paternity leave. If your paternity leave continues into the next holiday year, any remaining holiday that is not taken before your paternity leave can be carried over to the next holiday year and must be taken immediately before returning to work or within three months of returning to work unless your manager agrees otherwise. 
[bookmark: a627888]If you are a member of our pension scheme, we will make employer pension contributions during paternity leave, based on your normal salary, in accordance with the scheme rules. Any employee contributions you make will be based on the amount of any paternity pay you are receiving, unless you inform Scheme Manager that you wish to make up any shortfall.


[bookmark: a412987][bookmark: _Toc256000111]Section 6   Shared parental leave (birth) policy
[bookmark: a656962][bookmark: _Toc256000112]About this policy
[bookmark: a923995]This policy outlines the arrangements for shared parental leave and pay in relation to the birth of a child. If you are adopting a child please see the Shared Parental Leave (Adoption) Policy instead.
[bookmark: a684965]This policy applies to employees. It does not apply to agency workers or self-employed contractors. 
[bookmark: a122896]This policy does not form part of any employee's contract of employment and we may amend it at any time. 
[bookmark: a552744][bookmark: _Toc256000113]Frequently used terms
[bookmark: a811687]The definitions in this paragraph apply in this policy.
[bookmark: a830347]Expected week of childbirth (EWC): the week, beginning on a Sunday, in which the doctor or midwife expects your child to be born.
[bookmark: a290410]Parent: One of two people who will share the main responsibility for the child's upbringing (and who may be either the mother, the father, or the mother's partner if not the father).
[bookmark: a137622]Partner: your spouse, civil partner or someone living with you in an enduring family relationship, but not your sibling, child, parent, grandparent, grandchild, aunt, uncle, niece or nephew.
[bookmark: a734805]Qualifying Week: the fifteenth week before the EWC. 
[bookmark: a701145][bookmark: _Toc256000114]What is shared parental leave?
[bookmark: a976269]Shared parental leave (SPL) is a form of leave that may be available if your child is expected to be born on or after 5 April 2015.
[bookmark: a241124]It gives you and your partner more flexibility in how to share the care of your child in the first year after birth than simply taking maternity and paternity leave. Assuming you are both eligible, you will be able to choose how to split the available leave between you, and can decide to be off work at the same time or at different times. You may be able to take leave in more than one block.
[bookmark: a539468][bookmark: _Toc256000115]Entitlement to SPL
[bookmark: a455657]You are entitled to SPL in relation to the birth of a child if:
· [bookmark: a541293]you are the child's mother, and share the main responsibility for the care of the child with the child's father or with your partner;
· [bookmark: a782919]you are the child's father and share the main responsibility for the care of the child with the child's mother; or
· [bookmark: a465129]you are the mother's partner and share the main responsibility for the care of the child with the mother (where the child's father does not share the main responsibility with the mother).
[bookmark: a589201]The following conditions must also be fulfilled:
· [bookmark: a700118]you must have at least 26 weeks continuous employment with us by the end of the Qualifying Week, and still be employed by us in the week before the leave is to be taken;
· [bookmark: a845928]the other parent must have worked (in an employed or self-employed capacity) in at least 26 of the 66 weeks before the EWC and had average weekly earnings of at least £30 during 13 of those weeks; and
· [bookmark: a283864]you and the other parent must give the necessary statutory notices and declarations as summarised below, including notice to end any maternity leave, statutory maternity pay (SMP) or maternity allowance (MA) periods.
[bookmark: a232672]The total amount of SPL available is 52 weeks, less the weeks spent by the child's mother on maternity leave (or the weeks in which the mother has been in receipt of SMP or MA if she is not entitled to maternity leave).
[bookmark: a970376]If you are the mother you cannot start SPL until after the compulsory maternity leave period, which lasts until two weeks after birth or four weeks for factory workers.
[bookmark: a442629]If you are the child's father or the mother's partner, you should consider using your two weeks' paternity leave before taking SPL. Once you start SPL you will lose any untaken paternity leave entitlement. SPL entitlement is additional to your paternity leave entitlement.
[bookmark: a556079][bookmark: _Toc256000116]Opting in to shared parental leave and pay
[bookmark: a254728]Not less than eight weeks before the date you intend your SPL to start, you must give us a written opt-in notice giving:
· [bookmark: a932833]your name and the name of the other parent;
· [bookmark: a960832]if you are the child's mother, the start and end dates of your maternity leave;
· [bookmark: a345677]if you are the child's father or the mother's partner, the start and end dates of the mother's maternity leave, or if she is not entitled to maternity leave, the start and end dates of any SMP or MA period;
· [bookmark: a535350]the total SPL available, which is 52 weeks minus the number of weeks' maternity leave, SMP or MA period taken or to be taken;
· [bookmark: a700752]how many weeks of the available SPL will be allocated to you and how many to the other parent (you can change the allocation by giving us a further written notice, and you do not have to use your full allocation);
· [bookmark: a266863]if you are claiming statutory shared parental pay (ShPP), the total ShPP available, which is 39 weeks minus the number of weeks of the SMP or MA period taken or to be taken);
· [bookmark: a568531]how many weeks of available ShPP will be allocated to you and how much to the other parent. (You can change the allocation by giving us a further written notice, and you do not have to use your full allocation);
· [bookmark: a929105]an indication of the pattern of leave you are thinking of taking, including suggested start and end dates for each period of leave (see paragraph 0 and paragraph 0 for information on taking leave). This indication will not be binding at this stage, but please give as much information as you can about your future intentions; and
· [bookmark: a768754]declarations by you and the other parent that you both meet the statutory conditions to enable you to take SPL and ShPP.
[bookmark: a138556][bookmark: _Toc256000117]Ending your maternity leave
[bookmark: a497359]If you are the child's mother and want to opt into the SPL scheme, you must give us at least eight weeks' written notice to end your maternity leave (a curtailment notice) before you can take SPL. The notice must state the date your maternity leave will end. You can give the notice before or after you give birth, but you cannot end your maternity leave until at least two weeks after birth.
[bookmark: a277709]You must also give us, at the same time as the curtailment notice, a notice to opt into the SPL scheme (see paragraph 0) or a written declaration that the other parent has given their employer an opt-in notice and that you have given the necessary declarations in that notice.
[bookmark: a669789]The other parent may be eligible to take SPL from their employer before your maternity leave ends, provided you have given the curtailment notice.
[bookmark: a114821]The curtailment notice is binding and cannot usually be revoked. You can only revoke a curtailment notice if maternity leave has not yet ended and one of the following applies:
· [bookmark: a303543]if you realise that neither you nor the other parent are in fact eligible for SPL or ShPP, in which case you can revoke the curtailment notice in writing up to eight weeks after it was given;
· [bookmark: a546305]if you gave the curtailment notice before giving birth, you can revoke it in writing up to eight weeks after it was given, or up to six weeks after birth, whichever is later; or
· [bookmark: a752771]if the other parent has died.
[bookmark: a517727]Once you have revoked a curtailment notice you will be unable to opt back into the SPL scheme, unless paragraph  applies.
[bookmark: a755281][bookmark: _Toc256000118]Ending your partner's maternity leave or pay
[bookmark: a770777]If you are not the mother, but the mother is still on maternity leave or claiming SMP or MA, you will only be able to take SPL once she has either:
· [bookmark: a411844]returned to work;
· [bookmark: a807865]given her employer a curtailment notice to end her maternity leave;
· [bookmark: a878859]given her employer a curtailment notice to end her SMP (if she is entitled to SMP but not maternity leave); or
· [bookmark: a887266]given the benefits office a curtailment notice to end her MA (if she is not entitled to maternity leave or SMP).
[bookmark: _Toc256000119][bookmark: a393203]Evidence of entitlement
[bookmark: a271663]You must also provide on request:
· [bookmark: a128761]A copy of the birth certificate (or if you have not yet obtained a birth certificate, a signed declaration of the child's date and place of birth); and 
· [bookmark: a823047]The name and address of the other parent's employer (or a declaration that they have no employer).
[bookmark: a474609][bookmark: _Toc256000120]Booking your SPL dates
[bookmark: a661024]Having opted into the SPL system, you must book your leave by giving us a period of leave notice. This may be given at the same time as the opt-in notice or later, provided it is at least eight weeks before the start of SPL.
[bookmark: a274135]The period of leave notice can either give the dates you want to take leave or, if the child has not been born yet, it can state the number of days after birth that you want the leave to start and end. This may be particularly useful if you intend to take paternity leave starting on the date of birth and wish to take SPL straight afterwards.
[bookmark: a299859]Leave must be taken in blocks of at least one week.
[bookmark: a475396]If your period of leave notice gives a single continuous block of SPL you will be entitled to take the leave set out in the notice.
[bookmark: a1019422]If your period of leave notice requests split periods of SPL, with periods of work in between, we will consider your request as set out in paragraph 0, below.
[bookmark: a297859]You can give up to three period of leave notices. This may enable you to take up to three separate blocks of SPL (although if you give a notice to vary or cancel a period of leave this will in most cases count as a further period of leave notice; see paragraph 0) .
[bookmark: a1017902][bookmark: _Toc256000121]Procedure for requesting split periods of SPL
[bookmark: a434474]In general, a period of leave notice should set out a single continuous block of leave. We may be willing to consider a period of leave notice where the SPL is split into shorter periods with periods of work in between. It is best to discuss this with your manager and HR in good time before formally submitting your period of leave notice. This will give us more time to consider the request and hopefully agree a pattern of leave with you from the start. 
[bookmark: a171486]If you want to request split periods of SPL, you must set out the requested pattern of leave in your period of leave notice. We will either agree to the request or start a two-week discussion period. At the end of that period, we will confirm any agreed arrangements in writing. If we have not reached agreement, you will be entitled to take the full amount of requested SPL as one continuous block, starting on the start date given in your notice (for example, if you requested three separate periods of four weeks each, they will be combined into one 12-week period of leave). Alternatively, you may:
· [bookmark: a694871]choose a new start date (which must be at least eight weeks after your original period of leave notice was given), and tell us within five days of the end of the two-week discussion period; or
· [bookmark: a124716]withdraw your period of leave notice within two days of the end of the two-week discussion period (in which case the notice will not be counted and you may submit a new one if you choose).
[bookmark: a1007621][bookmark: _Toc256000122]Changing the dates or cancelling your SPL
[bookmark: a620102]You can cancel a period of leave by notifying us in writing at least eight weeks before the start date in the period of leave notice. 
[bookmark: a349024]You can change the start date for a period of leave by notifying us in writing at least eight weeks before the original start date or the new start date, whichever is earlier.
[bookmark: a787325]You can change the end date for a period of leave by notifying us in writing at least eight weeks before the original end date or the new end date, whichever is earlier.
[bookmark: a54359]You can combine discontinuous periods of leave into a single continuous period of leave. Since this will involve a change to the start date or end date of a period of leave, see paragraph 0 and paragraph 0 above which set out how much notice is required. 
[bookmark: a253259]You can request that a continuous period of leave be split into two or more discontinuous periods of leave, with periods of work in between. Since this will involve a change to the start date or end date, see paragraph 0 and paragraph 0 above which set out how much notice is required for the request. We do not have to grant your request but will consider it as set out in paragraph 0.
[bookmark: a129078]A notice to change or cancel a period of leave will count as one of your three period of leave notices, unless:
· [bookmark: a635145]it is a result of your child being born earlier or later than the EWC;
· [bookmark: a103259]you are cancelling a request for discontinuous leave within two days of the end of the two-week discussion period under paragraph 0.
· [bookmark: a851363]it is at our request; or
· [bookmark: a733868]we agree otherwise.
[bookmark: a421585][bookmark: _Toc256000123]Premature birth
[bookmark: a838156]Where the child is born early (before the beginning of the EWC), you may be able to start SPL in the eight weeks following birth even though you cannot give eight weeks notice. The following rules apply:
· [bookmark: a575169]If you have given a period of leave notice to start SPL on a set date in the eight weeks following the EWC, but your child is born early, you can move the SPL start date forward by the same number of days, provided you notify us in writing of the change as soon as you can. (If your period of leave notice already contained a start date which was a set number of days after birth, rather than a set date, then no notice of change is necessary.)
· [bookmark: a98554]If your child is born more than eight weeks early and you want to take SPL in the eight weeks following birth, please submit your opt-in notice and your period of leave notice as soon as you can.
[bookmark: a86353][bookmark: _Toc256000124]Shared parental pay
[bookmark: a703284]You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any weeks of SMP or MA claimed by you or your partner) if you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your average earnings are not less than the lower earnings limit set by the government each tax year. ShPP is paid by employers at a rate set by the government each year.
[bookmark: a428890]You should tell us in your period of leave notice(s) whether you intend to claim ShPP during your leave (and if applicable, for what period). If it is not in your period of leave notice you can tell us in writing, at least eight weeks before you want ShPP to start.
[bookmark: a96483][bookmark: _Toc256000125]Other terms during shared parental leave
[bookmark: a133123]Your terms and conditions of employment remain in force during SPL, except for the terms relating to pay.
[bookmark: a357431]Holiday entitlement will continue to accrue at the rate provided under your contract. If your SPL will continue into the next holiday year, any holiday entitlement that is not taken before starting your leave can be carried over and must be taken immediately before returning to work or within three months of returning to work unless your manager agrees otherwise. Please discuss your holiday plans with your manager in good time before starting SPL. All holiday dates are subject to approval by your manager.
[bookmark: a684507]If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any shared parental pay you are receiving, unless you inform Scheme Manager that you wish to make up any shortfall.
[bookmark: a280077][bookmark: _Toc256000126]Keeping in touch
[bookmark: a968857]We may make reasonable contact with you from time to time during your SPL although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
[bookmark: a381385]You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken during maternity leave. KIT days are not compulsory and must be discussed and agreed with Scheme Manager. 
[bookmark: a143805]You will be paid at your normal basic rate of pay for time spent working on a KIT day and this will be inclusive of any shared parental pay entitlement. 
[bookmark: a179900][bookmark: _Toc256000127]Returning to work
[bookmark: a325387]If you want to end a period of SPL early, you must give us eight weeks' written notice of the new return date. If have already given us three period of leave notices you will not be able to end your SPL early without our agreement.
[bookmark: a780639]If you want to extend your SPL, assuming you still have unused SPL entitlement remaining, you must give us a written period of leave notice at least eight weeks before the date you were due to return to work. If you have already given us three period of leave notices you will not be able to extend your SPL without our agreement. You may instead be able to request annual leave or ordinary parental leave (see our Parental Leave Policy), subject to the needs of the business.
[bookmark: a680462]You are normally entitled to return to work in the position you held before starting SPL, and on the same terms of employment. However, if it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable, but only in the following circumstances:
· [bookmark: a895105]if your SPL and any maternity or paternity leave you have taken adds up to more than 26 weeks in total (whether or not taken consecutively); or 
· [bookmark: a674842]if you took SPL consecutively with more than four weeks of ordinary parental leave.
[bookmark: a246573]If you want to change your hours or other working arrangements on return from SPL you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
[bookmark: a282662]If you decide you do not want to return to work you should give notice of resignation in accordance with your contract. 
[bookmark: a518740][bookmark: _Toc256000128]
Section 7   Shared parental leave (adoption) policy
[bookmark: a993491][bookmark: _Toc256000129]About this policy
[bookmark: a807863]This policy outlines the arrangements for shared parental leave and pay in relation to the adoption of a child. If you or your partner are pregnant or have given birth please see the Shared Parental Leave (Birth) Policy instead.
[bookmark: a630326]This policy applies to employees. It does not apply to agency workers or self-employed contractors. 
[bookmark: a968400]This policy does not form part of any employee's contract of employment and we may amend it at any time.
[bookmark: a453105][bookmark: _Toc256000130]Frequently used terms
[bookmark: a976490]The definitions in this paragraph apply in this policy.
[bookmark: a355135]Partner: your spouse, civil partner or someone living with you in an enduring family relationship at the time the child is placed for adoption, but not your sibling, child, parent, grandparent, grandchild, aunt, uncle, niece or nephew.
[bookmark: a827926]Qualifying Week: the week the adoption agency notifies you that you have been matched with a child for adoption. 
[bookmark: a923083][bookmark: _Toc256000131]What is shared parental leave?
[bookmark: a566555]Shared parental leave (SPL) is a form of leave that may be available where a child is placed with you and/or your partner for adoption on or after 5 April 2015.
[bookmark: a417828]It gives you and your partner more flexibility in how to share the care of your child in the first year after birth than simply taking maternity and paternity leave. Assuming you are both eligible, you will be able to choose how to split the available leave between you, and can decide to be off work at the same time or at different times. You may be able to take leave in more than one block.
[bookmark: a896222][bookmark: _Toc256000132]Entitlement
[bookmark: a244661]You may be entitled to SPL if an adoption agency has placed a child with you and/or your partner for adoption, or where a child is placed with you and/or your partner as foster parents under a "fostering for adoption" or "concurrent planning" scheme. You must intend to share the main responsibility for the care of the child with your partner.
[bookmark: a195300]The following conditions must be fulfilled:
· [bookmark: a77805]you must have at least 26 weeks continuous employment with us by the end of the Qualifying Week, and still be employed by us in the week before the leave is to be taken;
· [bookmark: a430289]your partner must have worked (in an employed or self-employed capacity) in at least 26 of the 66 weeks before the Qualifying Week and had average weekly earnings of at least £30 during 13 of those weeks; and
· [bookmark: a372837]you and your partner must give the necessary statutory notices and declarations as summarised below, including notice to end adoption leave or statutory adoption pay (SAP).
[bookmark: a810771]Either you or your partner must qualify for statutory adoption leave and/or SAP and must take at least two weeks of adoption leave and/or pay.
[bookmark: a1020669]If your partner is taking adoption leave and/or claiming SAP, you may be entitled to two weeks' paternity leave and pay (see our Paternity Leave Policy). You should consider using this before taking SPL. Paternity leave is additional to any SPL entitlement you may have, but you will lose any untaken paternity leave entitlement once you start a period of SPL. 
[bookmark: a231706]The total amount of SPL available is 52 weeks, less the weeks of adoption leave taken by either you or partner (or the weeks in which your partner has been in receipt of SAP if they were not entitled to adoption leave).
[bookmark: a516056][bookmark: _Toc256000133]Opting in to shared parental leave and pay
[bookmark: a971919]Not less than eight weeks before the date you intend your SPL to start, you must give us a written opt-in notice which includes:
· [bookmark: a1007671]your name and your partner's name;
· [bookmark: a666186]if you are taking adoption leave, your adoption leave start and end dates;
· [bookmark: a785582]if you are not taking adoption leave, your partner's adoption leave start and end dates, or if your partner is not entitled to adoption leave, the start and end dates of their SAP;
· [bookmark: a820534]the total SPL available, which is 52 weeks minus the number of weeks' adoption leave or SAP taken or to be taken by you or your partner;
· [bookmark: a591045]how many weeks of the available SPL will be allocated to you and how many to your partner (you can change the allocation by giving us a further written notice, and you do not have to use your full allocation);
· [bookmark: a686039]if you are claiming statutory shared parental pay (ShPP), the total ShPP available, which is 39 weeks minus the number of weeks of SAP taken or to be taken);
· [bookmark: a791268]how many weeks of the available ShPP will be allocated to you and how many to your partner (you can change the allocation by giving us a further written notice, and you do not have to use your full allocation);
· [bookmark: a629911]an indication of the pattern of leave you are thinking of taking, including suggested start and end dates for each period of leave (see paragraph 0 and paragraph 10 for information on taking leave). This indication will not be binding at this stage, but please give as much information as you can about your future intentions; and
· [bookmark: a192611]declarations by you and your partner that you both meet the statutory conditions to enable you to take SPL and ShPP.
[bookmark: a989665][bookmark: _Toc256000134]Ending your adoption leave
[bookmark: a725988]If you are taking or intend to take adoption leave and want to opt into the SPL scheme, you must give us at least eight weeks' written notice to end your adoption leave (a curtailment notice). The notice must state the date your adoption leave will end. You can give the notice before or after adoption leave starts, but you must take at least two weeks' adoption leave.
[bookmark: a939931]You must also give us, at the same time as the curtailment notice, a notice to opt into the SPL scheme (see paragraph 0) or a written declaration that your partner has given their employer an opt-in notice and that you have given the necessary declarations in that notice.
[bookmark: a173467]If your partner is eligible to take SPL from their employer they cannot start it until you have given us your curtailment notice.
[bookmark: a269599]The curtailment notice is binding on you and cannot usually be revoked. You can only revoke a curtailment notice if your adoption leave has not yet ended and one of the following applies:
· [bookmark: a184466]if you realise that neither you nor your partner are in fact eligible for SPL or ShPP, in which case you can revoke the curtailment notice in writing up to eight weeks after it was given;
· [bookmark: a49654]if your partner has died.
[bookmark: a454090]Once you have revoked a curtailment notice you will be unable to opt back in to the SPL scheme.
[bookmark: a1037517][bookmark: _Toc256000135]Ending your partner's adoption leave or pay
[bookmark: a964886]If your partner is taking adoption leave or claiming SAP from their employer, you will only be able to take SPL once your partner has either:
· [bookmark: a401764]returned to work;
· [bookmark: a643389]given their employer a curtailment notice to end adoption leave; or
· [bookmark: a918512]given their employer a curtailment notice to end SAP (if they are entitled to SAP but not adoption leave).
[bookmark: _Toc256000136][bookmark: a561984]Evidence of entitlement
[bookmark: a704886]You must provide on request:
· [bookmark: a250253]One or more documents from the adoption agency showing the agency's name and address and the expected placement date; and 
· [bookmark: a919131]The name and address of your partner's employer (or a declaration that they have no employer).
[bookmark: a4746091][bookmark: _Toc256000137]Booking your SPL dates
[bookmark: a463927]Having opted into the SPL system, you must book your leave by giving us a period of leave notice. This may be given at the same time as the opt-in notice or later, provided it is at least eight weeks before the start of SPL.
[bookmark: a285228]The period of leave notice can either give the dates you want to take SPL or, if the child has not been placed with you yet, it can state the number of days after the placement that you want the SPL to start and end. This may be particularly useful if you intend to take paternity leave starting on the date of placement and wish to take SPL straight afterwards.
[bookmark: a64966]Leave must be taken in blocks of at least one week.
[bookmark: a551969]If your period of leave notice gives dates for a single continuous block of SPL you will be entitled to take the leave set out in the notice.
[bookmark: a460174]If your period of leave notice requests split periods of SPL, with periods of work in between, we will consider your request as set out in paragraph 10, below.
[bookmark: a819002]You can give up to three period of leave notices. This may enable you to take up to three separate blocks of SPL (although if you give a notice to vary or cancel a period of leave this will in most cases count as a further period of leave notice; see paragraph 0). 
[bookmark: a507260][bookmark: _Toc256000138]Procedure for requesting split periods of SPL
[bookmark: a807654]In general, a period of leave notice should set out a single continuous block of leave. We may be willing to consider a period of leave notice where the SPL is split into shorter periods with periods of work in between. It is best to discuss this with your manager and HR in good time before formally submitting your period of leave notice. This will give us more time to consider the request and hopefully agree a pattern of leave with you from the start. 
[bookmark: a160139]If you want to request split periods of SPL, you must set out the requested pattern of leave in your period of leave notice. We will either agree to the request or start a two-week discussion period. At the end of that period, we will confirm any agreed arrangements in writing. If we have not reached agreement, you will be entitled to take the full amount of requested SPL as one continuous block, starting on the start date given in your notice (for example, if you requested three separate periods of four weeks each, they will be combined into one 12-week period of leave). Alternatively, you may:
· [bookmark: a102687]choose a new start date (which must be at least eight weeks after your original period of leave notice was given), and tell us within five days of the end of the two-week discussion period; or
· [bookmark: a540621]withdraw your period of leave notice within two days of the end of the two-week discussion period (in which case it will not be counted and you may submit a new one if you choose).
[bookmark: a100762][bookmark: _Toc256000139]Changing the dates or cancelling your SPL
[bookmark: a185150]You can cancel a period of leave by notifying us in writing at least eight weeks before the start date in the period of leave notice. 
[bookmark: a433808]You can change the start date for a period of leave by notifying us in writing at least eight weeks before the original start date or the new start date, whichever is earlier.
[bookmark: a739763]You can change the end date for a period of leave by notifying us in writing at least eight weeks before the original end date or the new end date, whichever is earlier.
[bookmark: a725037]You can combine discontinuous periods of leave into a single continuous period of leave. Since this will involve a change to the start date or end date of a period of leave, see paragraph 0 and paragraph 0 above which set out how much notice is required. 
[bookmark: a1034795]You can request that a continuous period of leave be split into two or more discontinuous periods of leave, with periods of work in between. Since this will involve a change to the start date or end date, see paragraph 0 and paragraph 0 above which set out how much notice is required for the request. We do not have to grant your request but will consider it as set out in paragraph 10.
[bookmark: a403837]A notice to change or cancel a period of leave will count as one of your three period of leave notices, unless:
· [bookmark: a756070]the variation is a result of the child being placed with you earlier or later than the expected placement date;
· [bookmark: a710434]you are cancelling a request for discontinuous leave within two days of the end of the two-week discussion period under paragraph 0.
· [bookmark: a108555]the variation is at our request; or
· [bookmark: a1051102]we agree otherwise.
[bookmark: a489037][bookmark: _Toc256000140]Shared parental pay
[bookmark: a382224]You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any weeks of SAP claimed by you or your partner) provided you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your average earnings are not less than the lower earnings limit set by the government each tax year. ShPP is paid at a rate set by the government each year.
[bookmark: a274547]You should tell us in your period of leave notice(s) whether you intend to claim ShPP during your leave (and if applicable, for what period). If it is not in your period of leave notice you can tell us in writing, at least eight weeks before you want ShPP to start.
[bookmark: a62104][bookmark: _Toc256000141]Other terms during shared parental leave
[bookmark: a598691]Your terms and conditions of employment remain in force during SPL, except for the terms relating to pay.
[bookmark: a970017]Holiday entitlement will continue to accrue at the rate provided under your contract. If your SPL will continue into the next holiday year, any holiday entitlement that is not taken before starting your leave can be carried over and must be taken immediately before returning to work or within three months of returning to work unless your manager agrees otherwise. Please discuss your holiday plans with your manager in good time before starting SPL. All holiday dates are subject to approval by your manager.
[bookmark: a517286]  If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any shared parental pay you are receiving, unless you inform Scheme Manager  that you wish to make up any shortfall.
[bookmark: a998016][bookmark: _Toc256000142]Keeping in touch
[bookmark: a369272]We may make reasonable contact with you from time to time during your SPL although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
[bookmark: a269095]You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken during adoption leave. KIT days are not compulsory and must be discussed and agreed with Scheme Manager. 
[bookmark: a835205]You will be paid at your normal basic rate of pay for time spent working on a KIT day and this will be inclusive of any shared parental pay entitlement. 
[bookmark: a706709][bookmark: _Toc256000143]Returning to work
[bookmark: a884566]If you want to end a period of SPL early, you must give us eight weeks' written notice of the new return date. If you have already given us three period of leave notices you will not be able to end your SPL early without our agreement.
[bookmark: a403587]If you want to extend your SPL, assuming you still have unused SPL entitlement remaining, you must give us a written notice at least eight weeks before the date you were due to return to work. If you have already given us three period of leave notices you will not be able to extend your SPL without our agreement. You may instead be able to request annual leave or ordinary parental leave (see our Parental Leave Policy), subject to the needs of our business.
[bookmark: a431586]You are normally entitled to return to work in the position you held before starting SPL, and on the same terms of employment. However, if it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable, but only in the following circumstances:
[bookmark: a613168]if your SPL and any adoption or paternity leave you have taken adds up to more than 26 weeks in total (whether or not taken consecutively); or 
[bookmark: a802841]if you took SPL consecutively with more than four weeks of ordinary parental leave.
[bookmark: a423745]If you want to change your hours or other working arrangements on return from SPL you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
[bookmark: a195392]If you decide you do not want to return to work you should give notice of resignation in accordance with your contract. 


[bookmark: a284311][bookmark: _Toc256000144]Section 8   Parental leave policy
[bookmark: a752939][bookmark: _Toc256000145]About this policy
[bookmark: a204780]This policy summarises the statutory right of employees with at least one year's continuous service to take up to 18 weeks' unpaid parental leave in respect of each child.
[bookmark: a866891]This policy does not form part of any employee's contract of employment and we may amend it at any time.
[bookmark: a920296][bookmark: _Toc256000146]Entitlement to parental leave
[bookmark: a351823]To be eligible for parental leave, you must:
· [bookmark: a831746]have at least one year's continuous employment with us;
· [bookmark: a886482]have or expect to have responsibility for a child; and
· [bookmark: a612191]be taking the leave to spend time with or otherwise care for the child.
[bookmark: a184435]You have responsibility for a child if you are the biological or adoptive parent or have legal parental responsibility in some other way, for example under a court order.
[bookmark: a176193]Eligible employees are entitled to take up to 18 weeks' parental leave in relation to each child.
[bookmark: a380909]You must tell us of any parental leave you have taken while working for another employer as this counts towards your 18-week entitlement.
[bookmark: a585461][bookmark: _Toc256000147]Taking parental leave
[bookmark: a741181]In most cases, parental leave can only be taken in blocks of a week or a whole number of weeks, and you may not take more than four weeks' parental leave a year in relation to each child. Parental leave can be taken up to the child's 18th birthday. 
[bookmark: a590010]Special rules apply where your child is disabled, which for these purposes means entitled to a disability living allowance, armed forces independence allowance or personal independence payment. You can take parental leave in respect of that child in blocks of less than one week. However, there is still a limit of 4 weeks a year for each child and 18 weeks in total for each child. 
[bookmark: a949241][bookmark: _Toc256000148]Notification requirements
[bookmark: a891789]You must notify Scheme Manager of your intention to take parental leave at least 21 days in advance. It would be helpful if you can give this notice in writing. Your notification should include the start and end dates of the requested period of leave.
[bookmark: a507150]If you wish to start parental leave immediately on the birth of a child, you must give notice at least 21 days before the expected week of childbirth.
[bookmark: a286888]If you wish to start parental leave immediately on having a child placed with you for adoption, you should give notice at least 21 days before the expected week of placement, or if this is not possible, give as much notice as you can.
[bookmark: a517492][bookmark: _Toc256000149]Evidence of entitlement
[bookmark: a186371]We may ask to see evidence of:
· [bookmark: a239502]your responsibility or expected responsibility for the child such as birth certificate, adoption or matching certificate, parental responsibility agreement or court order.
· [bookmark: a376085]the child's date of birth or date of adoption placement.
[bookmark: a308650][bookmark: _Toc256000150]Our right to postpone parental leave
[bookmark: a978047]Although we will try to accommodate your request for parental leave, we may postpone your requested leave where it would unduly disrupt our business (for example, if it would leave us short-staffed or unable to complete work on time). 
[bookmark: a503929]We will discuss alternative dates with you, and notify you in writing of the reason for postponement and the new start and end dates, within seven days of receiving your request for parental leave. 
[bookmark: a682096]We cannot postpone parental leave if you have requested it to start immediately on the birth or adoption of a child.
[bookmark: a1008789]We cannot postpone parental leave for more than six months, or beyond the child's 18th birthday (if sooner).
[bookmark: a248719][bookmark: _Toc256000151]Terms and conditions during parental leave
[bookmark: a693606]Parental leave is unpaid. 
[bookmark: a496469]Your employment contract will remain in force, and holiday entitlement will continue to accrue. You will remain bound by your duties of good faith and confidentiality, and any contractual restrictions on accepting gifts and benefits, or working for another business.


[bookmark: a226860][bookmark: _Toc256000152]Section 9   Time off for dependents policy
[bookmark: a206794][bookmark: _Toc256000153]About this policy
[bookmark: a111165]The law recognises that there may be occasions when you need to take time off work to deal with unexpected events involving one of your dependants.
[bookmark: a693324]This time off for dependants policy gives all employees the right to take a reasonable amount of unpaid time off work to deal with certain situations affecting their dependants. 
[bookmark: a301143]No-one who takes time off in accordance with this policy will be subjected to any detriment.
[bookmark: a392476]This policy does not form part of any employee's contract of employment and we may amend it at any time.
[bookmark: a559800][bookmark: _Toc256000154]Reasonable unpaid time off
[bookmark: a286475]You have a right to take a reasonable amount of unpaid time off work when it is necessary to:
· [bookmark: a976679]provide assistance when a dependant falls ill, gives birth, is injured or assaulted;
· [bookmark: a645558]make longer-term care arrangements for a dependant who is ill or injured;
· [bookmark: a272272]take action required in consequence of the death of a dependant;
· [bookmark: a846459]deal with the unexpected disruption, termination or breakdown of arrangements for the care of a dependant (such as a child-minder falling ill); and/or 
· [bookmark: a1045359]deal with an unexpected incident involving your child while a school or another educational establishment is responsible for them.
[bookmark: a329724]A dependant for the purposes of this policy is:
· [bookmark: a280600]your spouse, civil partner, parent or child;
· [bookmark: a60338]a person who lives in the same household as you, but who is not your tenant, lodger, boarder or employee; or
· [bookmark: a455547]anyone else who reasonably relies on you to provide assistance, make arrangements or take action of the kind referred to in paragraph 0.
[bookmark: a460934]This policy applies to time off to take action which is necessary because of an immediate or unexpected crisis. This policy does not apply where you need to take planned time off or provide longer-term care for a dependant. If this is the case, you should take advice from Scheme Manager.
[bookmark: a750341]Whether action is considered necessary will depend on the circumstances, including nature of the problem, the closeness of the relationship between you and the dependant, and whether anyone else is available to assist. Action is unlikely to be considered necessary if you knew of a problem in advance but did not try to make alternative care arrangements.
[bookmark: a222911]Reasonable time off in relation to a particular problem will not normally be more than one day. However, we will always consider each set of circumstances on their facts.
[bookmark: a748921][bookmark: _Toc256000155]Exercising the right to time off
[bookmark: a553626]You will only be entitled to time off under this policy if, as soon as is reasonably practicable, you tell Scheme Manager:
· [bookmark: a955353]the reason for your absence; and
· [bookmark: a244274]how long you expect to be away from work.
[bookmark: a600220]If you fail to notify us as set out above, you may be subject to disciplinary proceedings under our Disciplinary Procedure for taking unauthorised time off.
[bookmark: a1052078]We may in some cases ask you to provide evidence for your reasons for taking the time off, either in advance or on your return to work. Suspected abuse of this policy will be dealt with as a disciplinary issue under our Disciplinary Procedure.


Signature of Chair………………………………………………..
Date agreed…………………………………………………………
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