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Parental Policies and Procedures

July 2015
Next revision date: July 2017


This document brings together a number of policies in relation to parenthood.
They apply to all North West Leicestershire District Council employees, unless stated otherwise, and will be applied fairly and consistently without discrimination on the grounds of marital status, gender, age, disability, sexual orientation, race, nationality, ethnic or national origins, trade union membership or activity, political or religious belief and unrelated criminal conviction.
There may be some employment qualification periods applicable to individual procedures.

Please contact an HR Adviser for any further information and guidance on these.

1. Maternity 

2. Adoption

3. Paternity Leave

4. Shared Parental Leave

5. Ordinary Parental Leave

A parent may wish to apply for flexible working when they return to work. Details of this and how to apply can be found in the Working Arrangement Policy and Procedures.
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Maternity arrangements are made in accordance with the National Agreement on Pay and Conditions of Service (Green Book).

This scheme applies to all pregnant employees regardless of the number of hours worked per week.

Maternity leave is not treated as sick leave and maternity-related absences during pregnancy are not included when calculating attendance triggers.

For the purpose of this policy ‘childbirth’ means the live birth of a child, or a still birth after a pregnancy lasting at least 24 weeks.
1.
INITIAL OBLIGATIONS
An employee must notify her manager / Human Resources at least 15 weeks before her absence begins of the following:

· That she is pregnant

· The expected week of childbirth
And at least 28 days before her absence she must inform her manager/Human Resources of

· The date of the beginning of her absence.


Ideally it would be sooner than this as consideration needs to be given to any health 
and safety implications and a work place risk assessment should take place as soon 
as possible. This may need to be updated and amended as the pregnancy progresses.

2.
MATERNITY LEAVE
Employees are entitled to reasonable paid time off to attend antenatal and pregnancy related medical appointments.
All pregnant employees are entitled to 52 weeks maternity leave regardless of their length of service (26 weeks ordinary maternity leave and 26 weeks additional maternity leave)
Maternity leave can start a maximum of 11 weeks prior to the Expected Week of Childbirth (EWC).
Maternity leave will start automatically if the employee is absent with a pregnancy related illness in the 4 weeks prior to her EWC.
If the baby is born before the planned maternity leave start date then maternity leave will automatically start the day after she gave birth.
The employee will accrue annual leave, including bank holidays during her Maternity Leave. They will also be entitled to carry over all the accrued leave from one leave year to the next. This may be when they are still on maternity leave or once they have returned, but it only applies to one leave year. 
Mothers may curtail their statutory maternity pay to trigger an entitlement to statutory shared parental pay, which can be shared with their partner (provided that he or she meets the eligibility requirements). See section on Shared Parental Leave for further details.
3.
MATERNITY PAY
Maternity pay is made up of statutory maternity pay (SMP) and Occupational Maternity Pay (OMP). The qualifying conditions for these elements of pay are below:

3.1
Statutory Maternity Pay
To qualify the employee must have been employed continuously in Local Government for 26 weeks up to what is called the Qualifying Week, which is 15 weeks before the baby is due. She must also earn enough to be relevant for National Insurance purposes. As a result she will be paid:
· 6 weeks at 90% of her current weekly wage
· 33 weeks at Statutory Maternity Pay (SMP)  (or 90% of her salary whichever is lower)  
If she does not meet one or both of the above conditions she might be eligible for Maternity Allowance, which is claimed through Job Centre Plus. A form will be issued by NWLDC explaining why she is not eligible for SMP.
3.2
Occupational Maternity Pay 
If an employee has at least 1 year’s continuous Local Government service 11 weeks before the due date on her MATB1 certificate, she is entitled to Occupational Maternity Pay.
This is in addition to SMP and is paid at a rate of 20 weeks at 3/10ths of her current salary. It starts to be paid once the employee reaches the lower rate of SMP (i.e. from week 7). However, if the employee does not return to work for 12 weeks after her maternity leave ends, the OMP will be reclaimed. Before she starts her maternity leave and is unsure about whether or not she will return she can choose to receive the OMP once she has returned.
4.
NOTIFICATION

An employee must notify Human Resources of her pregnancy at least 15 weeks before her Expected Week of Childbirth in order to be eligible for her Maternity Rights.
She must notify Human Resources of her intention to commence Maternity Leave at least 28 days before leaving.  This must be in writing.
The Human Resources section will respond to the employee in writing confirming the provisional dates of the leave, including the expected date of return to work.
It will be assumed that they intend to take the full 52 weeks. Therefore, If an employee intends to return to work sooner than the full 52 weeks then she must confirm this in writing to the Human Resources Department at least 28 days prior to her return.
5.
KEEPING IN TOUCH DAYS
Maternity leave regulations provide that someone can do 10 days work without bringing their maternity leave to an end, or lose SMP.  Working for part of a day will count as one day.
This includes training or any activity undertaken for the purpose of keeping in touch with the workplace.
However employers can not insist someone carries out work during her maternity leave, nor can she insist she is given work.
Discussions about returning to work will not count as work days.
Keeping in touch days do not count as annual leave taken.
Employees will receive a normal days pay, pro rata to the hours worked, for each keeping in touch day worked.
6.
RIGHT OF RETURN
If an employee returns during or at the end of the first 26 weeks (Ordinary Maternity Leave) her right of return is to her current job.
If, however she takes Additional Maternity Leave (or longer) then her right to return is to her current job, if practicable, or a suitable alternative. 

If it is anticipated that changes will be made to the job of an employee on maternity leave, then she must be consulted. Managers should speak to Human Resources if this is a possibility.
If an employee wishes to return to work on a part time basis following her maternity leave, she will need to complete a flexible working application (see flexible working in Working Arrangements policy). 
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1.
ADOPTION LEAVE
If an employee qualifies for adoption leave, they have the right to 52 weeks of Statutory Adoption Leave. This is made up of 26 weeks of ordinary adoption leave followed by 26 weeks of additional adoption leave.
To qualify for Statutory Adoption Leave, an employee must:
· be an employee
· be newly matched with a child by an adoption agency ('matched' means that the adoption agency gives you the details of the child they think is suitable for you to adopt) or
· are intended parents in a surrogacy situation (see section 4 – Adoption Pay for more information on criteria for this) or
· are Local Authority foster parents who are adopting (see section 4 – Adoption Pay for more information on criteria for this)
So long as an employee meets the above criteria and gives the council the correct notice, Statutory Adoption Leave is applicable:
An employee must give documentary proof to show that they have the right to paid Statutory Adoption Leave. This is usually a matching certificate from the adoption agency. The adoption agency must be recognised in the UK.
An employee will not qualify for Statutory Adoption Leave or Pay if they:
· arrange a private adoption
· become a special guardian
· adopt a stepchild
If an employee is adopting a child from overseas then different rules apply (see 10).
2.
TAKING PRE-ADOPTION LEAVE
Employees who are adopting a child are entitled to take time off to attend adoption appointments. There are two options available:
1. An employee adopting a child alone is entitled to take paid time off to attend up to five adoption appointments (under s.57ZJ of the Employment Rights Act 1996).
2. Where an employee is part of a couple jointly adopting a child, the couple can elect for one of them to take paid time off to attend up to five adoption appointments). The other can elect to take unpaid time off to attend up to two adoption appointments (under s.57ZL of the Employment Rights Act 1996).
The purpose of the appointment is to enable the employee [and his/her partner] to have contact with the child (for example, to bond with him/her before the placement) and for any other purpose connected with the adoption (for example, to meet with the professionals involved in the care of the child).

The appointment must have been arranged by or at the request of the adoption agency. The time off must be taken before the date of the child's placement for adoption with the employee. The individual will be asked for proof of the date and time (for example, a letter or email from the adoption agency).

The right to time off to attend an adoption appointment is capped at 6½ hours on each occasion, although only the time that they need to attend the adoption appointment should be taken.
If the employee is adopting jointly, the individual will be asked to sign a declaration, to be submitted alongside the documentary evidence, confirming that he/she has elected to exercise his/her right under either s.57ZJ or s.57ZL of the Employment Rights Act 1996 to take time off to attend an adoption appointment. The organisation will ask for the declaration on the first occasion on which the individual asks for time off to attend an appointment.
3. 
TAKING ADOPTION LEAVE
Statutory Adoption Leave can commence either:
· from the date the child starts living with the employee
· up to 14 days before the expected date the child is to start living with the employee
Statutory Adoption Leave can start on any day of the week. An employee should inform their Manager that they want to take Statutory Adoption Leave within seven days of being told that they have been matched with a child for adoption.
At the same time the employee must notify:
· when they expect the child to be placed
· when they want the Statutory Adoption Leave to start
Statutory Adoption Leave start dates can be changed so long as the employer is given at least 28 days' notice, where practicable.
The Manager and employee should liaise with Human Resources who will write and confirm to the employee the date on which the Statutory Adoption Leave will end. This will be 52 weeks after it starts. 
An employee can return earlier than this as long as they give 28 days’ notice.
Annual and bank holiday leave continues to accrue whilst an employee is on adoption leave and an employee returning to work after adoption leave is able to carry their full entitlement over into the next leave year. 

4.
STATUTORY ADOPTION PAY
Statutory adoption pay is payable in respect of children newly matched or placed for adoption. Both male and female employees are eligible to receive it. The pay period is for up to 39 weeks. The period of statutory adoption pay remains the same regardless of how many children are placed for adoption as part of the same arrangement.

Adopters of children may curtail their statutory adoption pay to trigger an entitlement to statutory shared parental pay, which can be shared with their partner (provided that he or she meets the eligibility requirements). See section on Shared Parental Leave for further details.
Parents for whom a court has made a parental order in accordance with s.54 of the Human Fertilisation and Embryology Act 2008 (i.e. surrogate parents) and intended parents in a surrogacy situation are entitled to statutory adoption pay.

The Statutory Paternity Pay and Statutory Adoption Pay (Parental Orders and Prospective Adopters) Regulations 2014 also extend the right to statutory adoption pay to local authority foster parents who are prospective adopters and who have been notified of a child's placement in accordance with s.22C of the Children Act 1989. 
The criteria for eligibility for statutory adoption pay are as follows:

· The employee must be the person with whom a child is, or is expected to be, placed for adoption.

· The employee must have been continuously employed for at least 26 weeks ending with the week in which he or she is notified of having been matched with the child.

· Over the eight-week period ending with the week in which he or she is notified of being matched with the child for adoption the employee must have average weekly earnings which are not less than the lower earnings limit for national insurance contributions purposes. If the employee always earns less than the lower earnings limit he or she will not qualify for statutory adoption pay. Where the employee receives a backdated pay increase that took effect during this eight-week period that pay increase must be taken into account even if the pay increase was not actually received by the employee until after this period.
If an employee meets the above criteria they will receive

· 90% of their average weekly earnings for the first six weeks 
· 33 weeks at the Statutory Adoption Pay (SAP) rate (same as SMP), or 90% of average weekly earnings if this is less than this rate.
Average weekly earnings are measured over the eight-week period ending with the week in which the employee is notified of being matched with the child for adoption.
Where the employee receives a backdated pay increase that took effect during this eight-week period that pay increase must be taken into account even if the pay increase was not actually received by the employee until after this period.

5.
OCCUPATIONAL ADOPTION PAY
If an employee has at least 1 year’s continuous Local Government service by the beginning of the week when they are matched with a child they will receive an additional entitlement on top of the basic pay of 20 weeks at 3/10ths of their current salary. This starts at the same time as the lower rate Statutory Adoption Pay (week 7). 
However, if the employee does not return to work for 12 weeks after the adoption leave ends, the OAP will be reclaimed. Before the employee starts their adoption leave and is unsure about whether or not they will return they can choose to receive the OMP once they have returned.
6.
NOTICE AND EVIDENCE REQUIRED FROM THE EMPLOYEE FOR STATUTORY 

ADOPTION PAY PURPOSES
The employee must provide evidence of entitlement to statutory adoption pay consisting of:
· his or her name and address;

· the date on which he or she expects the payment of statutory adoption pay to begin;

· the name and address of the adoption agency;

· the date on which the child is expected to be placed for adoption or, where the child has already been placed for adoption, the date of the placement;

· the date on which he or she was informed by the adoption agency that the child would be placed with him or her for adoption;

· a declaration that he or she has elected to receive statutory adoption pay and not statutory paternity pay (adoption).

This information and declaration must be provided at least 28 days before the date on which it is expected that the statutory adoption pay will begin or, if that is not reasonably practicable, as soon as it is reasonably practicable. Sometimes there is very little time between when the adoption agency informs the employee that he or she has been matched with a child and the date of placement. This notification must be in writing (which includes email).

Where the employee chooses to begin the statutory adoption pay period on the day on which the child is placed for adoption (or the following day where he or she is at work on that day), the employee must provide further notice as soon as is reasonably practicable of the date the child is placed for adoption.

7.
EXCLUSION FORM SAP
If the employee does not qualify for statutory adoption pay, NWLDC will provide him or her with a SAP1 exclusion form within 28 days of the notification of the adoption matching date.
8
IF THE ADOPTION DOES NOT TAKE PLACE/IS DISRUPTED
If the adoption is disrupted because the child dies or is returned to the adoption agency, or the adoption pay period has begun prior to the date the child is to be placed for adoption, but the placement does not take place, the adoption pay period terminates eight weeks after the end of the week in which the child dies or is returned to the adoption agency, or the adopter is notified that the placement will not take place. A week for these purposes is a period of seven days beginning with a Sunday.

9
KEEPING-IN-TOUCH DAYS
Adoptive parents have the right to 10 keeping-in-touch days without bringing their adoption leave to an end, or lose SAP.  This includes training or any activity undertaken for the purpose of keeping in touch with the workplace. Working for part of a day will count as one day.
Employers cannot insist someone carries Keeping in Touch days during their adoption leave, nor can employees insist that they are given work.
Discussions about returning to work will not count as work days.
Keeping in touch days do not count as annual leave taken.
Employees will receive a normal days pay, pro rata to the hours worked, for each keeping in touch day worked.
10.
OVERSEAS ADOPTIONS AND STATUTORY ADOPTION PAY
Adoption pay and leave is available to an eligible employee who adopts a child from overseas. An overseas adoption occurs where a child enters Great Britain from outside the UK in connection with or for the purposes of adoption, which does not involve the placement of the child for adoption under the law of any part of the UK. Such situations are the rarity rather than the norm.

The Department of Health must issue a certificate to the overseas authority concerned with the adoption confirming that the adopter is eligible to adopt and has been assessed and approved as being a suitable adoptive parent. The relevant detailed regulations are the Statutory Paternity Pay (Adoption) and Statutory Adoption Pay (Adoption from Overseas) (No.2) Regulations 2003 (SI 2003/1194).


Paternity leave applies to births, adoptions and surrogacy and is for one or two weeks. There are certain conditions that must be met before leave can be taken and paid.
1.
ELIGIBILITY
Employees must have worked in local Government for 26 weeks before the 15th week of the expected week of childbirth (EWC) or before the matching date (i.e. the end of the week that they are matched with the child if a UK adoption or the date the child enters the UK if they adopt overseas). 
To be eligible for paternity leave employees must be:
· the father

· the husband or partner of the mother (or adopter)

· the child’s adopter

· the intended parent (if you’re having a baby through a surrogacy arrangement)
2.
PATERNITY LEAVE
Employees are entitled to take up to 2 weeks paternity leave after the birth of their child / after matching / after entry into the UK. They can take one or two weeks together but not odd days or split the weeks. They must take this leave within 56 days of the date that their child was born or was due to be born / matched / entered into the UK.

. 
They do not receive additional leave for multiple births / adoptions. 
Employees are expected to inform their manager in writing by the end of the fifteenth week before the baby is expected of their intention to take paternity leave / 7 days before matching for leave for adoption or 28 days before matching if paternity pay is to be received, unless this is not reasonably practicable. They must state: 
· that they are eligible

· the week the baby is due / matched/ enters the UK
· whether they wish to take one or two weeks’ leave 
· when they want their leave to start.
· Provide a copy of the MATB1 certificate / matching certificate.
Employees can change their mind about the date on which they want their leave to start providing they tell their manager at least 28 days in advance (unless this is not reasonably practicable).
3.
PATERNITY PAY
Employees who have worked in local government for over 26 weeks will be paid for one week at their normal full pay. If they take two weeks paternity leave, the second week will be paid at the same rate as statutory maternity pay or 90% of their pay if they earn less than the earnings threshold per week. They must be employed up to the date of birth / matching and earn at least £112 per week (rate at June 2015)
The form below must be completed and returned to HR with a copy of the MAT B1 / matching certificate.
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    Application for Paternity Leave and Pay [image: image2.png]Best
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	Dates for Pay and Leave 


	The baby is due on / the matching date / entry into UK is

	             /             /

	And, if the baby has been born / matched / entered the UK, please enter the actual date 
	             /             /

	I would like my SPP and/or paternity leave to start on


	             /             /


I want to take Paternity Leave for one / two* weeks (*delete as appropriate)

	Name
	

	
	

	Job Title
	

	
	

	Service
	


	Declaration


You must be able to tick all the boxes below (as appropriate) to get Statutory Paternity Pay and paternity leave

I declare that

· I am either
· The father of the baby or the mother’s husband or partner
· The husband or partner of the person adopting

· Living with the mother in an enduring family relationship, but am not
an immediate relative





                                        (
· I have responsibility for the child’s upbringing



                            (
· I will take time off work to support the mother or care for the child.

                (
Signed ............................................................................. Date ...........................................


Shared parental leave enables mothers / adopters to end their maternity / adoption leave and pay at a future date, and to share the untaken balance of leave and pay as shared parental leave and pay with their partner, or to return to work early from maternity / adoption leave and opt in to shared parental leave and pay at a later date.

Shared parental leave should not be confused with ordinary parental leave, which is unaffected by shared parental leave. Ordinary parental leave is the entitlement to up to 18 weeks' unpaid leave. (See separate policy on ordinary parental leave).

Definitions under this shared parental leave policy
The following definitions are used in this policy:
In relation to maternity
· "Mother" means the mother or expectant mother of the child.

· "Partner" means the father of the child, or the person who, at the date of the child's birth, is married to, the civil partner of, or the partner of the mother. This includes someone, of either sex, who lives with the mother and the child in an enduring family relationship but who is not the mother's child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew.

· "Expected week of childbirth" means the week, starting on a Sunday, during which the mother's doctor or midwife expects her to give birth.
· In relation to adoption

· "Adopter" means the person with whom the child is, or is expected to be, placed for adoption or, in a case where two people have been matched jointly, whoever has elected to be the child's adopter for the purposes of adoption leave.

· "Partner" means the person who is married to, or the civil partner, or the partner of, the adopter at the date on which the child is placed for adoption (for adoptions from overseas, at the date on which the child enters Great Britain). This includes someone, of either sex, who lives with the adopter and the child in an enduring family relationship but who is not the adopter's child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew.

· "Matched for adoption" means an adoption agency deciding that a person would be a suitable adoptive parent for a child either individually or jointly with another person. A person is notified of having been "matched for adoption" with a child on the date on which the person receives notification of the adoption agency's decision.

· "Placed for adoption" means placed for adoption under UK adoption laws, including placement with a local authority foster parent who is also a prospective adopter ("foster to adopt").

· "Official notification" means written notification, issued by or on behalf of the relevant central authority, that it is prepared to issue a certificate to the overseas authority concerned with the adoption of a child from overseas, or that it has issued a certificate and sent it to that authority, confirming, in either case, that the adopter is eligible to adopt, and has been assessed and approved as being a suitable adoptive parent.

Scope of this shared parental leave policy
This policy applies in relation to employees of North West Leicestershire District Council, whether they are the mother / adopter or the partner. If it is the mother/ adopter who is employed, her partner must (where relevant) submit any notifications to take shared parental leave set out in this policy to his/her own employer, which may have its own shared parental leave policy in place.

Similarly, if it is the partner who is employed by the organisation, the mother / adopter must (where relevant) submit any notifications to take shared parental leave to her own employer.

The mother / adopter and the partner should ensure that they are each liaising with their own employer to ensure that requests for shared parental leave are handled as smoothly as possible.

Amount of shared parental leave available
The amount of shared parental leave to which an individual is entitled will depend on when the mother / adopter brings their maternity / adoption leave period to an end and the amount of leave that the other parent takes in respect of the child. Shared parental leave must be taken in blocks of at least one week. 

The employee can request to take shared parental leave in one continuous block (in which case the organisation is required to accept the request as long as the employee meets the eligibility and notice requirements), or as a number of discontinuous blocks of leave (in which case the employee needs the organisation's agreement). A maximum of three requests for leave per pregnancy / adoption placement can normally be made by each parent.

The first two weeks following birth / of adoption leave are the compulsory maternity / adoption leave period and are reserved for the mother / main adopter. This means that the maximum period that the parents could take as shared parental leave is 50 weeks between them (although it will normally be less than this in relation to birth because of the maternity leave that mothers usually take before the birth).
Any right to ordinary paternity leave is lost if shared parental leave is taken first. 

Any shared parental leave must be taken within 52 weeks of birth, the date on which the child is placed for adoption (for adoptions from overseas, within 52 weeks of the date on which the child enters Great Britain). 
Where a mother / adopter gives notice to curtail their maternity / adoption entitlement then their partner can take leave whilst the mother / primary adopter is still using their maternity / adoption entitlements. Therefore, parents can decide to be off at the same time and / or take turns to take periods of leave to look after the child.
Eligibility for shared parental leave
For employees to be eligible to take shared parental leave, both parents must meet certain eligibility requirements.

The mother / adopter is eligible for shared parental leave if they:

· have at least 26 weeks' continuous employment ending with the 15th week before 
the expected week of childbirth / by the end of the week in which the adopter is 
notified of having been matched for adoption with the child (or by the end of the week in which 
he/she receives official notification in relation to an adoption from overseas)  and remains in 
continuous employment with the organisation until the week before any period of 
shared parental leave that they take;

· has, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas), the main responsibility, 
apart from the partner, for the care of the child;

· is entitled to statutory maternity / adoption leave in respect of the child; and

· complies with the relevant maternity / adoption leave curtailment requirements (or 
has returned to work before the end of statutory maternity / adoption leave), and 
shared parental leave notice 
and evidence requirements.

And the partner must:

· have been employed or been a self-employed earner in at least 26 of the 66 weeks 
immediately preceding the expected week of childbirth / the week in which the adopter 
is notified of having been matched for adoption with the child (or the week in which the child 
enters Great Britain in relation to an adoption from overseas);
· have average weekly earnings of at least the maternity/adoption allowance threshold 
for any 13 of those 66 weeks; and

· have, at the date of the child's birth / at the date on which the child is placed for adoption 
(or enters Great Britain if the child is being adopted from overseas), the main responsibility, 
apart from the mother, for the care of the child.

The partner is eligible for shared parental leave if he/she:

· has at least 26 weeks' continuous employment ending with the 15th week before the 
expected week of childbirth/  by the end of the week in which the adopter is notified of 
having been matched for adoption with the child (or by the end of the week in which he/she 
receives official notification in relation to an adoption from overseas)  and remains in 
continuous employment with the organisation until the week before any period of 
shared parental leave that he/she takes;

· has, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas), the main responsibility, 
apart from the mother, for the care of the child; and

· complies with the relevant shared parental leave notice and evidence requirements.

And the mother / adopter must:

· have been employed or been a self-employed earner during at least 26 of the 66 
weeks immediately preceding the expected week of childbirth / the week in which the 
adopter is notified of having been matched for adoption with the child (or the week in which 
the child enters Great Britain in relation to an adoption from overseas);
· have average weekly earnings of at least the maternity allowance threshold for any 
13 of those 66 weeks;

· have, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas), the main responsibility, 
apart from the partner, for the care of the child;

· be entitled to statutory maternity / adoption leave, statutory maternity / adoption pay 
or maternity allowance in respect of the child; and

· comply with the relevant maternity / adoption leave or pay curtailment requirements 
(or have returned to work before the end of statutory maternity / adoption leave).

Notice requirements for shared parental leave
The notices that the parents must give to their employer to be able to take shared parental leave are made up of three elements. If they have already decided the pattern of shared parental leave that they would like to take, they can provide more than one type of notice at the same time. They types of notice are:

1. A "maternity / adoption leave curtailment notice" from the mother / adopter setting out when they propose to end their maternity leave (unless the mother / adopter has already returned to work from maternity / adoption leave);

2. A "notice of entitlement and intention" from the employee giving an initial, non-binding indication of each period of shared parental leave that he/she is requesting; and

3. A "period of leave notice" from the employee setting out the start and end dates of each period of shared parental leave that he/she is requesting.

The notice periods set out below are the minimum required by law. However, the earlier the employee informs the organisation of his/her intentions, the more likely it is that the organisation will be able to accommodate the employee's wishes, particularly if he/she wants to take periods of discontinuous leave.

Mother's / Adopter’s notice curtailing maternity leave
Before the mother / adopter or partner can take shared parental leave, the mother / adopter must either return to work before the end of their maternity / adoption leave (by giving the required notice of their planned return) or provide their employer with a maternity / adoption leave curtailment notice. The maternity / adoption leave curtailment notice must be in writing and state the date on which maternity / adoption leave is to end (Form 1). That date must be:

· after the compulsory maternity leave period, which is the two weeks after birth / two 
weeks after the first day of the adopter's ordinary adoption leave period;

· at least eight weeks after the date on which the mother / adopter gave the maternity 
/ adoption leave curtailment notice to their employer; and

· at least one week before what would be the end of the additional maternity / adoption 
leave period.

The mother / adopter must provide their maternity / adoption leave curtailment notice at the same time they provide either their notice of entitlement and intention or a declaration of consent and entitlement signed by the mother / adopter confirming that their partner has given his/her employer a notice of entitlement and intention. 

The mother / adopter can withdraw their notice curtailing her maternity / adoption leave in limited circumstances. The withdrawal of a maternity / adoption leave curtailment notice must be in writing and can be given only if the mother / adopter has not returned to work. The mother / adopter can withdraw her maternity leave curtailment notice if:

· it is discovered that neither the mother/ adopter nor the partner are entitled to shared 
parental leave or statutory shared parental pay and the mother / adopter withdraws 
their maternity leave curtailment notice within eight weeks of the date on which the 
notice was given;

· (maternity only) the maternity leave curtailment notice was given before the birth of 
the child and the mother withdraws her maternity leave curtailment notice within six 
weeks of the child's birth; or

· the partner has died.

Employee's notice of entitlement and intention
The employee, whether the mother / adopter or the partner, must provide the organisation with a non-binding notice of entitlement and intention. The employee's notice of entitlement and intention, must be in writing and provided at least eight weeks before the start date of the first period of shared parental leave to be taken by the employee. Please find appropriate forms at Form 2 / 2a and 3 / 3a to use when requesting leave. This will ensure that the required information is provided.

Within 14 days of receiving a notice of entitlement and intention from the employee, whether the mother / adopter or partner, the organisation can request from the employee:
For maternity - 
· a copy of the child's birth certificate (or, if the child has not been born, a copy of the 
birth certificate within 14 days of the birth - if the birth certificate has yet to be issued 
after this period, a signed declaration stating the date and location of the child's birth 
will suffice); and

· the name and address of the other parent's employer (or a declaration that the other 
parent has no employer).
For adoption – 
· in relation to adoptions within the UK, documentary evidence from the adoption agency of:

· the name and address of the adoption agency;

· the date on which the adopter was notified of having been matched for adoption with the child; and

· the date on which the adoption agency expects the child to be placed for adoption 
with the adopter; and

· in relation to adoptions from overseas, a copy of the official notification; and

· whether a UK or overseas adoption, the name and address of the other adoptive parent's employer (or a declaration that the other adoptive parent has no employer).

The employee has 14 days from the date of the request to send the organisation the required information.

Variation or cancellation of notice of entitlement and intention
The employee can vary or cancel his/her proposed shared parental leave dates following the submission of a notice of entitlement and intention, provided that he/she provides the organisation with a written notice not less than eight weeks before any period of leave varied by the notice is due to commence. The written notice can:

· vary the start date or the end date of any period of shared parental leave or cancel a request 
for leave;

· request that a continuous period of leave become discontinuous periods of leave; or

· request that discontinuous periods of leave become a continuous period of leave.

A form to use when varying the shared parental leave is attached at Form 3.
Limit on number of requests for leave
The employee can provide a combined total of up to three period of leave notices or variations of period of leave notices per pregnancy / adoption, although the organisation may waive this limit in some circumstances.

Continuous period of shared parental leave
If the employee submits a period of leave notice requesting one continuous period of leave, he/she will be entitled to take that period of leave.

Discontinuous periods of shared parental leave
The employee may submit a period of leave notice requesting discontinuous periods of leave. For example, the mother / adopter and partner could request a pattern of leave from their respective employers that allows them to alternate childcare responsibilities.

If the employee submits notice for such a period of leave, the organisation, in the two weeks beginning with the date the period of leave notice was given, can:

· consent to the pattern of leave requested;

· propose an alternative pattern of leave; or

· refuse the pattern of leave requested.

If agreement is reached within those two weeks, the employee is entitled to take the leave on the dates agreed.

If no agreement has been reached within that two-week discussion period, the employee is entitled to take the leave as one continuous period of leave. In that event, the employee must choose a start date for the leave that is at least eight weeks from the date on which the period of leave notice was originally given. The employee must notify the organisation of that date within five days of the end of the two-week discussion period. If the employee does not choose a start date within five days of the end of the two-week discussion period, the period of continuous leave will start on the date of the first period of leave requested in the period of leave notice.
Alternatively, if the organisation has refused the request or no agreement has been reached during the two-week discussion period, the employee may withdraw a period of leave notice requesting discontinuous periods of leave. The employee can withdraw a period of leave notice at any time on or before the 15th day after the period of leave notice was given. A notice for discontinuous leave that has been withdrawn before it is agreed does not count towards the total number of requests for leave that an employee can make.

Amount of shared parental pay available
Statutory shared parental pay is available for eligible parents to share between them while on shared parental leave. The number of weeks' statutory shared parental pay available to the parents will depend on how much statutory maternity pay / adoption pay or maternity allowance the mother / adopter has been paid when her maternity / adoption leave or pay period ends.

A total of 39 weeks' statutory maternity pay / statutory adoption pay or maternity allowance is available to the mother / adopter. As there is a compulsory maternity leave / adoption leave period of two weeks leave cannot be curtailed for the first two weeks, this means that a mother / adopter who ends their maternity / adoption leave at the earliest opportunity could share up to 37 weeks' statutory shared parental pay with their partner (although in maternity circumstances it will normally be less than this because of the maternity leave that mothers usually take before the birth).

Any statutory shared parental pay due during shared parental leave will be paid at a rate of 90% of the employee's average weekly earnings for the first 6 weeks followed by the amount of lower rate Statutory Adoption Pay set by the Government for the relevant tax year, or at 90% of the employee's average weekly earnings, if this figure is lower than the Government's set weekly rate.
It is up to the parents as to who is paid the statutory shared parental pay and how it is apportioned between them. However, they cannot both receive Shared Parental Pay at the same time.
Eligibility for statutory shared parental pay
For employees to be eligible for statutory shared parental pay, both parents must meet certain eligibility requirements.

The mother / adopter is eligible for statutory shared parental pay if they:

· have at least 26 weeks' continuous employment ending with the 15th week before 
the expected week of childbirth / by the end of the week in which the adopter is notified of 
having been matched for adoption with the child (or by the end of the week in which he/she 
receives official notification in relation to an adoption from overseas)  and remains in 
continuous employment with their employer until the week before any period of 
shared parental pay that she gets;

· has normal weekly earnings for a period of eight weeks ending with the 15th week 
before the expected week of childbirth / the week in which the adopter is notified of having 
been matched for adoption with the child (or by the week in which he/she receives official 
notification in relation to an adoption from overseas) of at least the lower earnings limit for 
national insurance contribution purposes;

· has, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas),  the main responsibility, 
apart from the partner, for the care of the child;

· is absent from work and intends to care for the child during each week in which they
receive statutory shared parental pay; and

· is entitled to statutory maternity / adoption pay in respect of the child, but the 
maternity / adoption pay period has been reduced.
In addition, for the mother / adopter to be eligible for statutory shared parental pay, the partner must:

· have been employed or been a self-employed earner during at least 26 of the 66 
weeks immediately preceding the expected week of childbirth / the week in which the 
adopter is notified of having been matched for adoption with the child (or the week in which 
he/she receives official notification in relation to an adoption from overseas);
· have, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas), the main responsibility, 
apart from the mother, for the care of the child; and

· have average weekly earnings of at least the maternity allowance threshold [currently 
£30] for any 13 of those 66 weeks.

The partner is eligible for statutory shared parental pay if he/she:

· has at least 26 weeks' continuous employment ending with the 15th week before the 
expected week of childbirth / the week in which the adopter is notified of having been 
matched for adoption with the child (or by the end of the week in which he/she receives 
official notification in relation to an adoption from overseas) and remains in continuous 
employment with his/her employer until the week before any period of shared 
parental pay that he/she gets;

· has normal weekly earnings for eight weeks ending with the 15th week before the 
expected week of childbirth / ending with the week in which the adopter is notified of  
having been matched for adoption with the child (or by the week in which he/she receives 
official  notification in relation to an adoption from overseas) of at least the lower earnings 
limit for national insurance contribution purposes;

· has, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas), the main responsibility, 
apart from the mother / adopter, for the care of the child; and

· is absent from work and intends to care for the child during each week in which 
he/she receives statutory shared parental pay.

In addition, for the partner to be eligible, the mother must:

· have been employed or been a self-employed earner during at least 26 of the 66 
weeks immediately preceding the expected week of childbirth / immediately preceding the 
week in which the adopter is notified of having been matched for adoption with the child (or 
the week in which he/she receives official notification in relation to an adoption from 
overseas);
· have average weekly earnings of at least the maternity allowance threshold [currently 
£30] for any 13 of those 66 weeks;

· have, at the date of the child's birth / the date on which the child is placed for adoption (or 
enters Great Britain if the child is being adopted from overseas),  the main responsibility, 
apart from the partner, for the care of the child; and

· be entitled to statutory maternity pay/ adoption pay or maternity allowance in respect 
of the child, but the maternity / adoption pay period or maternity allowance period has 
been reduced.

Occupational Shared Parental Pay
This will be paid as per the maternity / adoption schemes under which employees with 1 year’s service 11 weeks before the due date / 1 year’s service by the matching week will be entitled to 3/10 of their salary during weeks 7 – 26 of maternity / adoption leave.
Eligible employees will have the option of taking this element of pay according to the maternity / adoption leave week.

Pay will, therefore, be as follows:



Weeks 1 – 6: Statutory Shared Parental Pay (ShPP) (90% of basic earnings for 


mother / adopter. Statutory ShPP is equivalent to lower rate of Statutory Maternity Pay 

for sharer).


Weeks 7 – 26: Lower rate of Statutory ShPP (or 90% of salary if SHpp is higher than 

salary) + 3/10ths of salary (but not exceeding the equivalent of full pay).


Weeks 27 – 39: Lower rate of Statutory ShPP
The occupational element is, however, only paid during the first block of shared parental leave for each of the sharers and not carried over to the next block if discontinuous periods of leave are taken. 

However, if the employee does not return to work for 12 weeks after the shared parental leave ends, the occupational element of the pay will be reclaimed. Before starting the leave the employee can opt to waive taking the pay at the time and receive it once they return.
Rights during shared parental leave
During shared parental leave, all terms and conditions of the employee's contract except normal pay will continue. For example, holiday entitlement will continue to accrue. Pension contributions will continue to be paid. 
Contact during shared parental leave
The organisation reserves the right to maintain reasonable contact with employees during shared parental leave. This may be to discuss employees' plans for their return to work, to discuss any special arrangements to be made or training to be given to ease their return to work or to update them on developments at work during their absence.
An employee can agree to work for the organisation (or to attend training) for up to 20 days during shared parental leave without that work bringing the period of his/her shared parental leave and pay to an end. These are known as "shared-parental-leave-in-touch" (SPLIT) days.
The organisation has no right to require employees to carry out any work and employees have no right to undertake any work during their shared parental leave. Any work undertaken, and the amount of salary paid for any work done on SPLIT days, is entirely a matter for agreement between employees and the organisation.

If you are entitled to receive statutory shared parental pay for any week during which you attend work for SPLIT days, you will still receive this in the usual way. In addition, we will also make up your pay to your normal rate for those hours worked.

Returning to work following shared parental leave
The employee has the right to resume working in the same job when returning to work from shared parental leave if the period of leave, when added to any other period of shared parental leave, statutory maternity / adoption leave or statutory paternity leave taken by the employee in relation to the same child, is 26 weeks or less.
If the employee is returning to work from shared parental leave and the period of leave taken is more than 26 weeks, when added to any other period of shared parental leave, statutory maternity / adoption or paternity leave taken in relation to the same child, or was the last of two or more consecutive periods of statutory leave that included a period of ordinary parental leave of more than four weeks, or a period of additional maternity / adoption leave, the employee has the right to return to the same job unless this is not reasonably practicable. In these circumstances, if it is not reasonably practicable for the organisation to permit a return to the same job, the employee has the right to return to another job that is suitable and appropriate for him/her.
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	Curtailment of Maternity Leave and Pay 

	SECTION A: General (must be completed)

	Please accept this as my notice to curtail my maternity leave and/or SMP. This form is accompanied by notification that either I intend to take SPL and/or ShPP or that my partner intends to take SPL and/or ShPP. I understand that my maternity leave will end on the date given in Section B and that my SMP will end on the date given in Section C. I understand that I can only reinstate my maternity leave if I revoke this notice before the curtailment date given in Section B.  I understand that if I am eligible for myself or my partner to opt into SPL and ShPP I can only reinstate my SMP / SAP if I revoke this notice before the end date given in Section C.

	Mother’s / Adopter’s surname 
	

	Mother’s / Adopter’s first name(s)
	

	Child’s expected date of birth / matching date
	

	Actual date of child’s birth (if born) / matched
	

	SECTION B: Curtailing maternity / adoption leave (must be completed)

	Date statutory maternity / adoption leave started/is intended to start
	

	Date statutory maternity / adoption leave will come to an end
	

	Total number of weeks of statutory maternity / adoption leave that will have been taken at the date that statutory maternity / adoption leave ends
	

	SECTION C: Curtailing maternity / adoption pay (only complete if claiming ShPP)

	Date SMP /SAP started/is intended to start
	

	Date SMP / SAP will come to an end
	

	Total number of weeks of SMP /SAP that will have been paid at the date that SMP / SAP ends
	

	SECTION D: Curtailing occupational maternity / adoption pay (only complete if claiming ShPP)

	Date OMP / OAP started/is intended to start
	

	Date OMP / OAP will come to an end
	

	Total number of weeks of OMP /OAP that will have been paid at the date that OMP / OAP ends
	

	SECTION D: Signature (must be completed)

	Signature of mother
	

	Date signed
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	Shared parental leave: notice of entitlement and intention (mother)

	Name of employee:
	 

	Job title:
	 

	I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and my partner.

	Section A: information to be provided by employee

	My partner's name is:
	 

	My maternity leave started/is expected to start on:
	 

	My maternity leave ended/is expected to end on:
	 

	My child's expected week of birth is/child was born on:
	 

	The total amount of shared parental leave my partner and I have available is:
	 

	I intend to take the following number of weeks' shared parental leave:
	 

	My partner intends to take the following number of weeks' shared parental leave:
	 

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	 

	The total amount of shared parental pay (if applicable) my partner and I have available is:
	 

	I intend to take the following number of weeks' shared parental pay (if applicable):
	 

	My partner intends to take the following number of weeks' shared parental pay (if applicable):
	 

	I intend to take shared parental pay on the following dates (if applicable):
	 

	

	Section B: declaration to be completed by employee

	I satisfy/will satisfy the following eligibility requirements to take shared parental leave:

	I [have/will have] 26 weeks' continuous employment ending with the 15th week before the expected week of childbirth and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation
	 

	At the date of the child's birth, I [have/will have] the main responsibility, apart from my partner, for the care of the child
	 

	I am entitled to statutory maternity leave in respect of the child
	 

	I have [complied with the organisation's maternity leave curtailment requirements/returned to work before the end of my statutory maternity leave period], and will comply with the organisation's shared parental leave notice and evidence requirements
	 

	The information that I have provided is accurate
	 

	I will immediately inform the organisation if I cease to care for the child
	

	

	Section C: declaration to be completed by employee's partner

	My name is:
	

	My address is:
	 

	My national insurance number is/I do not have a national insurance number:
	 

	I satisfy/will satisfy the following eligibility requirements to enable the mother to take shared parental leave:

	I have been employed or been a self-employed earner in at least 26 of the 66 weeks immediately preceding the expected week of childbirth
	 

	I have average weekly earnings of at least £30 for any 13 of those 66 weeks
	 

	At the date of the child's birth, I [have/will have] the main responsibility, apart from the mother, for the care of the child
	 

	I am the father of the child, or am married to, the civil partner of, or the partner of, the mother
	 

	I consent to the amount of shared parental leave that the mother intends to take
	 

	I consent to your organisation processing the information provided in this form
	 

	

	Section D: signatures
	

	Signed (mother):
	 

	Dated (mother):
	 

	Signed (partner):
	 

	Dated (partner):
	 

	Notes
The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to allow the organisation to check that you are entitled to shared parental leave and to provide the organisation with an initial indication of the shared parental leave pattern that you wish to take. The notice is not binding and you must give the organisation a period of leave notice at least eight weeks before the first period of shared parental leave in that notice that you wish to take. Any periods of shared parental leave that you indicate in this notice can be changed at a later date by giving the organisation a variation notice.


[image: image7.jpg]NorthWes’c
[EICESTERSHIRE

BIRETRICT COhURLIL



       FORM 2A (Adoption)                  [image: image8.png]Best

EmpLold ee
Experience
NWL District Council




	Shared parental leave: notice of entitlement and intention for adopter (adoption within the UK)

	Name of employee:
	 

	Job title:
	 

	I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and my partner.

	Section A: information to be provided by employee

	My partner's name is:
	 

	My adoption leave [started/is expected to start] on:
	 

	My adoption leave [ended/is expected to end] on:
	 

	I was notified of having been matched for adoption with the child on:
	 

	The child [is expected to be/was] placed for adoption with me on:
	 

	The total amount of shared parental leave my partner and I have available is:
	 

	I intend to take the following number of weeks' shared parental leave:
	 

	My partner intends to take the following number of weeks' shared parental leave:
	 

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	 

	The total number of weeks shared parental pay (if applicable) my partner and I have available is:
	 

	I intend to take the following number of weeks' shared parental pay (if applicable):
	 

	My partner intends to take the following number of weeks' shared parental pay (if applicable):
	 

	I intend to take shared parental pay on the following dates (if applicable):
	 

	Section B: declaration to be completed by employee

	I [satisfy/will satisfy] the following eligibility requirements to take shared parental leave:

	I [have/will have] 26 weeks' continuous employment ending with the week in which I was notified of having been matched for adoption with the child and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation
	 

	At the date the child is placed for adoption, I [have/will have] the main responsibility, apart from my partner, for the care of the child
	 

	I am entitled to statutory adoption leave in respect of the child
	 

	I have [complied with the organisation's adoption leave curtailment requirements/returned to work before the end of my statutory adoption leave period], and will comply with the organisation's shared parental leave notice and evidence requirements
	 

	The information that I have provided is accurate
	 

	I will immediately inform the organisation if I cease to care for the child
	 

	Section C: declaration to be completed by employee's partner

	My name is:
	 

	My address is:
	 

	[My national insurance number is/I do not have a national insurance number]:
	 

	I [satisfy/will satisfy] the following eligibility requirements to enable the adopter to take shared parental leave:

	I [have/will have] been employed or been a self-employed earner in at least 26 of the 66 weeks immediately preceding the week in which the adopter is notified of having been matched for adoption with the child
	 

	I [have/will have] average weekly earnings of at least £30 for any 13 of those 66 weeks
	 

	At the date the child is placed for adoption, I [have/will have] the main responsibility, apart from the adopter, for the care of the child
	 

	I am married to, or the civil partner or the partner of, the adopter
	 

	I consent to the amount of shared parental leave that the adopter intends to take
	 

	I consent to your organisation processing the information provided in this form
	 

	Section D: signatures

	Signed (adopter):
	 

	Dated (adopter):
	 

	Signed (partner):
	 

	Dated (partner):
	 

	Notes
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	Shared parental leave: notice of entitlement and intention (partner)

	Name of employee:
	 

	Job title:
	 

	I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and the mother.

	Section A: information to be provided by employee

	The mother's name is:
	 

	The mother's maternity leave [started/is expected to start] on:
	 

	The mother's maternity leave [ended/is expected to end] on:
	 

	The mother [received/is expected to receive] the following periods of [statutory maternity pay/maternity allowance]:
	 

	My [child's expected week of birth is/child was born on]:
	 

	The total amount of shared parental leave the mother and I have available is:
	 

	I intend to take the following number of weeks' shared parental leave:
	 

	The mother intends to take the following number of weeks' shared parental leave:
	 

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	

	The total amount of shared parental pay (if applicable) the mother and I have available is:
	 

	I intend to take the following number of weeks' shared parental pay (if applicable):
	 

	The mother intends to take the following number of weeks' shared parental pay (if applicable):
	 

	I intend to take shared parental pay on the following dates (if applicable):
	 

	Section B: declaration to be completed by employee

	I declare that I [satisfy/will satisfy] the following eligibility requirements to take shared parental leave:

	I [have/will have] 26 weeks' continuous employment ending with the 15th week before the expected week of childbirth and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation
	 

	At the date of the child's birth, I [have/will have] the main responsibility, apart from the mother, for the care of the child
	 

	I will comply with the organisation's shared parental leave notice and evidence requirements
	 

	The information that I have provided is accurate
	 

	I am the father of the child, or am married to, the civil partner of, or the partner of, the mother
	 

	I will immediately inform the organisation if I cease to care for the child or if the child's mother informs me that she has revoked the curtailment of her maternity leave or pay period
	 

	Section C: declaration to be completed by the mother

	My name is:
	 

	My address is:
	 

	My national insurance number is/I do not have a national insurance number:
	 

	I [satisfy/will satisfy] the following eligibility requirements to enable my partner to take shared parental leave:

	I have been employed or been a self-employed earner during at least 26 of the 66 weeks immediately preceding the expected week of childbirth
	 

	I have average weekly earnings of at least £30 for any 13 of those 66 weeks
	 

	At the date of the child's birth, I have / will have the main responsibility, apart from my partner, for the care of the child
	 

	I am entitled to statutory maternity leave, statutory maternity pay or maternity allowance in respect of the child
	 

	I have [curtailed my maternity leave/returned to work before the end of my statutory maternity leave period]
	 

	I consent to the amount of shared parental leave that my partner intends to take
	 

	I will immediately inform my partner if I no longer meet the requirements to curtail my maternity leave (and pay, if applicable)
	 

	I consent to your organisation processing the information provided in this form
	 

	Section D: signatures

	Signed (partner):
	 

	Dated (partner):
	 

	Signed (mother):
	 

	Dated (mother):
	 

	Notes
The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to allow the organisation to check that you are entitled to shared parental leave and to provide the organisation with an initial indication of the shared parental leave pattern that you wish to take. The notice is not binding and you must give the organisation a period of leave notice at least eight weeks before the first period of shared parental leave in that notice that you wish to take. Any periods of shared parental leave that you indicate in this notice can be changed at a later date by giving the organisation a variation notice.
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	Shared parental leave: notice of entitlement and intention for adoptive partner (adoption within the UK)

	Name of employee:
	 

	Job title:
	 

	I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and the adopter.


	Section A: information to be provided by employee

	The adopter's name is:
	 

	The adopter's adoption leave [started/is expected to start] on:
	 

	The adopter's adoption leave [ended/is expected to end] on:
	 

	The adopter [received/is expected to receive] the following periods of statutory adoption pay (if applicable):
	 

	The adopter was notified of having been matched for adoption with the child on:
	 

	The child [ [is expected to be/was] placed for adoption with the adopter on:
	 

	The total amount of shared parental leave the adopter and I have available is:
	 

	I intend to take the following number of weeks' shared parental leave:
	 

	The adopter intends to take the following number of weeks' shared parental leave:
	 

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	

	The total amount of shared parental pay (if applicable) the adopter and I have available is:
	 

	I intend to take the following number of weeks' shared parental pay (if applicable):
	 

	The adopter intends to take the following number of weeks' shared parental pay (if applicable):
	 

	I intend to take shared parental pay on the following dates (if applicable):
	 

	Section B: declaration to be completed by employee

	I declare that I [satisfy/will satisfy] the following eligibility requirements to take shared parental leave:

	I [have/will have] 26 weeks' continuous employment ending with the week in which the adopter was notified of having been matched for adoption with the child and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation
	 

	At the date the child is placed for adoption, I [have/will have] the main responsibility, apart from the adopter, for the care of the child
	 

	I will comply with the organisation's shared parental leave notice and evidence requirements
	 

	The information that I have provided is accurate
	 

	I am married to, the civil partner of, or the partner of, the adopter
	 

	I will immediately inform the organisation if I cease to care for the child or if the adopter informs me that he/she has revoked the curtailment of his/her adoption leave or pay period
	 

	Section C: declaration to be completed by the adopter

	My name is:
	 

	My address is:
	 

	[My national insurance number is/I do not have a national insurance number]:
	 

	I [satisfy/will satisfy] the following eligibility requirements to enable my partner to take shared parental leave:

	I [have/will have] been employed or been a self-employed earner in at least 26 of the 66 weeks immediately preceding the week in which I am notified of having been matched for adoption with the child and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation
	 

	I have average weekly earnings of at least £30 for any 13 of those 66 weeks
	 

	At the date the child is placed for adoption, I [have/will have] the main responsibility, apart from my partner, for the care of the child
	 

	I am entitled to statutory adoption leave or statutory adoption pay in respect of the child
	 

	I [ [have curtailed/will curtail] my adoption leave/ [have returned/will return] to work before the end of my statutory adoption leave period] ]
	 

	I consent to the amount of shared parental leave that my partner intends to take
	 

	I will immediately inform my partner if I no longer meet the requirements to curtail my adoption leave (and pay, if applicable)
	 

	I consent to your organisation processing the information provided in this form
	 

	Section D: signatures

	Signed (partner):
	 

	Dated (partner):
	 

	Signed (adopter):
	 

	Dated (adopter):
	 

	Notes
The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to allow the organisation to check that you are entitled to shared parental leave and to provide the organisation with an initial indication of the shared parental leave pattern that you wish to take. The notice is not binding and you must give the organisation a period of leave notice at least eight weeks before the first period of shared parental leave in that notice that you wish to take. Any periods of shared parental leave that you indicate in this notice can be changed at a later date by giving the organisation a variation notice.
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	Shared parental leave: period of leave notice

	Name of employee:
	 

	Job title:
	 

	I wish to take the following period(s) of shared parental leave. Please complete either section A or section B.

	Section A: please fill out if your child has already been born or if you know the exact dates on which you would like to take shared parental leave.

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	 

	Section B: please fill out if your child has not been born yet and you wish your shared parental leave to start either on the day on which your child is born, or a specified number of days after the day on which your child is born.

	I wish my shared parental leave to start [on the day on which my child is born/the following number of days after the date on which my child is born]:
	 

	I wish my shared parental leave to end the following number of days after the date on which my child is born:
	 

	Signed:
	 

	Dated:
	 

	Notes
You can request to take shared parental leave in one continuous block (in which case the organisation is required to accept the request as long as you meet the eligibility and notice requirements), or as a number of discontinuous blocks of leave (in which case you need the organisation's agreement). A maximum of three requests for leave per pregnancy can normally be made by each parent.

The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to confirm to the organisation the shared parental leave that you intend to take. You must have already submitted a notice of entitlement and intention before using this form.

The organisation recognises that employees' plans can change. However, it is recommended that you and your partner think carefully about your shared parental leave before submitting this form, as opportunities to amend requests for shared parental leave are limited. Apart from exceptional circumstances, you can submit a period of leave notice or a notice that you have changed your mind about shared parental leave dates on a combined total of just three occasions.

You and your partner must take any shared parental leave within 52 weeks of the birth of your child.
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	Shared parental leave: period of leave notice (adoption within the UK)

	Name of employee:
	 

	Job title:
	 

	I wish to take the following period(s) of shared parental leave. Please complete either section A or section B.

	Section A: please fill out if the child has already been placed for adoption or if you know the exact dates on which you would like to take shared parental leave.

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	 

	Section B: please fill out if the child has not yet been placed for adoption and you wish your shared parental leave to start either on the day on which the child is placed for adoption, or a specified number of days after the day on which the child is placed for adoption.

	I wish my shared parental leave to start [on the day on which the child is placed for adoption/the following number of days after the date on which the child is placed for adoption:
	 

	I wish my shared parental leave to end the following number of days after the date on which the child is placed for adoption:
	 

	Signed:
	 

	Dated:
	 

	Notes
You can request to take shared parental leave in one continuous block (in which case the organisation is required to accept the request as long as you meet the eligibility and notice requirements), or as a number of discontinuous blocks of leave (in which case you need the organisation's agreement).

The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to confirm to the organisation the shared parental leave that you intend to take. You must have already submitted a notice of entitlement and intention before using this form.

The organisation recognises that employees' plans can change. However, it is recommended that you and your partner think carefully about your shared parental leave before submitting this form, as opportunities to amend requests for shared parental leave are limited. Apart from exceptional circumstances, you can submit a period of leave notice or a notice that you have changed your mind about shared parental leave dates on a combined total of just three occasions.

You and your partner must take any shared parental leave within 52 weeks of the date of placement for adoption of the child.
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	Shared parental leave: period of leave notice (adoption from overseas)

	Name of employee:
	 

	Job title:
	 

	I wish to take the following period(s) of shared parental leave. Please complete either section A or section B.

	Section A: please fill out if the child has already entered Great Britain or if you know the exact dates on which you would like to take shared parental leave.

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	 

	Section B: please fill out if the child has not yet entered Great Britain and you wish your shared parental leave to start either on the day on which the child enters Great Britain, or a specified number of days after the day on which the child enters Great Britain.

	I wish my shared parental leave to start [on the day on which the child is enters Great Britain/the following number of days after the date on which the child enters Great Britain]:
	 

	I wish my shared parental leave to end the following number of days after the date on which the child enters Great Britain:
	 

	Signed:
	 

	Dated:
	 

	Notes
You can request to take shared parental leave in one continuous block (in which case the organisation is required to accept the request as long as you meet the eligibility and notice requirements), or as a number of discontinuous blocks of leave (in which case you need the organisation's agreement).

The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to confirm to the organisation the shared parental leave that you intend to take. You must have already submitted a notice of entitlement and intention before using this form.

The organisation recognises that employees' plans can change. However, it is recommended that you and your partner think carefully about your shared parental leave before submitting this form, as opportunities to amend requests for shared parental leave are limited. Apart from exceptional circumstances, you can submit a period of leave notice or a notice that you have changed your mind about shared parental leave dates on a combined total of just three occasions.

You and your partner must take any shared parental leave within 52 weeks of the date of the child's entrance into Great Britain.
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	Shared parental leave: variation of notice of entitlement and intention

	Name of employee:
	 

	Job title:
	 

	I previously provided the organisation with an initial indication, in my notice of entitlement and intention dated [date], of my proposed shared parental leave dates. I now wish to amend my proposed shared parental leave dates. My partner and I agree to this change.

	I now intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you now intend to take):
	 

	I have already notified the organisation in any period of leave notice or a variation of period of leave notice (if applicable) that I will be taking the following periods of shared parental leave:
	 

	My partner has already notified his/her employer in any period of leave notice or a variation of period of leave notice (if applicable) that he/she will be taking the following periods of shared parental leave:
	 

	I have already notified the organisation of the following periods of statutory shared parental pay (if applicable):
	 

	My partner has already notified his/her employer of the following periods of statutory shared parental pay (if applicable):
	 

	Signed (mother / adopter):
	 

	Dated (mother / adopter):
	 

	Signed (partner):
	 

	Dated (partner):
	 

	Notes
This variation of notice of entitlement and intention is not binding. You must still provide a period of leave notice in relation to the period of leave that you are seeking to change. There is no limit on the number of variations of notice of entitlement and intention that you can make, although you can give a maximum of three period of leave notices.
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	Shared parental leave: notice of entitlement and intention for adopter (adoption from overseas)

	Name of employee:
	 

	Job title:
	 

	I wish to provide the organisation with an initial indication of my proposed shared parental leave, as well as the required declarations from myself and my partner.

	Section A: information to be provided by employee

	My partner's name is:
	 

	My adoption leave [started/is expected to start] on:
	 

	My adoption leave [ended/is expected to end] on:
	 

	I received official notification on:
	 

	The child [is expected to enter/entered] Great Britain on:
	 

	The total amount of shared parental leave my partner and I have available is:
	 

	I intend to take the following number of weeks' shared parental leave:
	 

	My partner intends to take the following number of weeks' shared parental leave:
	 

	I intend to take shared parental leave on the following dates (please include the start and end dates for each period of leave that you intend to take):
	 

	The total number of weeks of shared parental pay (if applicable) my partner and I have available is:
	 

	I intend to take the following number of weeks' shared parental pay (if applicable):
	 

	My partner intends to take the following number of weeks' shared parental pay (if applicable):
	 

	I intend to take shared parental pay on the following dates (if applicable):
	 

	Section B: declaration to be completed by employee

	I [satisfy/will satisfy] the following eligibility requirements to take shared parental leave:


	I [have/will have] 26 weeks' continuous employment ending with the week in which I received official notification and, by the week before any period of shared parental leave that I take, I will have remained in continuous employment with the organisation
	 

	At the date the child entered Great Britain, I [have/will have] the main responsibility, apart from my partner, for the care of the child
	 

	I am entitled to statutory adoption leave in respect of the child
	 

	I have [complied with the organisation's adoption leave curtailment requirements/returned to work before the end of my statutory adoption leave period], and will comply with the organisation's shared parental leave notice and evidence requirements
	 

	The information that I have provided is accurate
	 

	I will immediately inform the organisation if I cease to care for the child
	 

	Section C: declaration to be completed by employee's partner

	My name is:
	 

	My address is:
	 

	[My national insurance number is/I do not have a national insurance number]:
	 

	I [satisfy/will satisfy] the following eligibility requirements to enable the adopter to take shared parental leave:


	I [have/will have] been employed or been a self-employed earner in at least 26 of the 66 weeks immediately preceding the week in which the child enters Great Britain
	 

	I [have/will have] average weekly earnings of at least £30 for any 13 of those 66 weeks
	 

	At the date the child enters Great Britain, I [have/will have] the main responsibility, apart from the adopter, for the care of the child
	 

	I am married to, or the civil partner or the partner of, the adopter
	 

	I consent to the amount of shared parental leave that the adopter intends to take
	 

	I consent to your organisation processing the information provided in this form
	 

	Section D: signatures

	Signed (adopter):
	 

	Dated (adopter):
	 

	Signed (partner):
	 

	Dated (partner):
	 

	Notes
The start date of the first period of shared parental leave that you wish to take must be at least eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least one week.

This notice is to allow the organisation to check that you are entitled to shared parental leave and to provide the organisation with an initial indication of the shared parental leave pattern that you wish to take. The notice is not binding and you must give the organisation a period of leave notice at least eight weeks before the first period of shared parental leave in that notice that you wish to take. Any periods of shared parental leave that you indicate in this notice can be changed at a later date by giving the organisation a variation notice.



Parental leave is a form of unpaid leave available to enable parents to spend more time with their children. You’re entitled to 18 weeks’ leave for each child and adopted child, up to their 18th birthday. There are certain conditions attached to applying for and taking parental leave.  
1 Eligibility
Employees qualify if the following apply:
· they have at least one year’s continuous Local Government service
· they’re named on the child’s birth or adoption certificate 

· they have or expect to have parental responsibility
· they’re not self-employed or a ‘worker’, e.g. an agency worker or contractor 

· they’re not a foster parent (unless they’ve secured parental responsibility through the courts)

· the child is under 18

Parental leave applies to both parents. 
2
Key principals of the scheme
An employee is entitled to 18 weeks (total) unpaid leave in respect of each child.
Employees may not take more than four weeks' leave in respect of any individual child during a particular leave year.
Leave may be taken in blocks of one week upwards (this minimum period does not apply in relation to a child with disabilities). 
The employee must give at least 21 days notice of taking leave. 
The employer can postpone leave for up to six months within reason, for example, for business reasons. 
Outstanding parental leave can be carried over to a new employer but a further 1 year qualifying period of service is needed before there is any entitlement to the leave.
3
Right to return to their job after taking parental leave
Where an employee takes parental leave of four weeks or less they are entitled to return to the job in which they were employed before the absence.  
4
Terms and conditions during parental leave 
Whilst on unpaid parental leave the employee is entitled to terms and conditions of employment relating to notice, compensation in the event of redundancy and disciplinary and grievance procedures. The employee is bound by terms and conditions relating to notice, the acceptance of gifts and other benefits and any express obligation to their employer prohibiting the disclosure of confidential information or the employee's participation in any other business. 
MATERNITY








ADOPTION LEAVE











PATERNITY LEAVE  








SHARED PARENTAL LEAVE (MATERNITY & ADOPTION)








ORDINARY PARENTAL LEAVE











[image: image24.jpg]
46

