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MATERNITY 
  
Introduction 

This document sets out our policy relating to new and expectant mothers (women who are pregnant, have 
given birth within the last six months or are breastfeeding), maternity leave, maternity pay and all other relevant 
issues.  

Any queries about this policy should be referred to contact a Director. 

  

Risk assessments 

We will carry out a specific health and safety risk assessment if we have been notified in writing by a new or 
expectant mother that she is pregnant, has given birth within the last six months or is breastfeeding (written 
evidence from a GP or a registered midwife must be provided if requested by us). The risk assessment shall 
take into account any written advice provided by their health professional. 

If any risks are identified, then we will take action to remove, reduce or control the risk. 

If the risks cannot be removed and the new or expectant mother is an employee, then we will implement the 
first feasible alternative from the following list: 

1. Temporarily adjust her working conditions and/or hours of work 

2. Offer her suitable alternative work (at the same rate of pay) 

3. Suspend her from work on paid leave for as long as necessary to protect her health and safety and, if 
applicable, that of her unborn child 

 

Managers should regularly monitor the work being undertaken by new or expectant mothers. This must be 
done during pregnancy, especially in the developmental stages. This is important to ensure their continuing 
ability to work safely. 

New or expectant mothers who find that their health is suffering or being adversely affected by their work 
should contact a Director. 

  

Time off for antenatal care 

Expectant mothers shall be entitled to reasonable time off (with pay - for our employees only) to keep 
appointments for antenatal care made on the advice of a registered medical practitioner, registered midwife or 
registered health visitor. If requested, an expectant mother shall produce, from one of these professionals, a 
certificate confirming pregnancy, along with some proof that an appointment has been made. 

Fathers may apply for leave to attend antenatal appointments. See  below. 

  

Right not to be subjected to detrimental treatment 

This means that new and expectant mothers must not be penalised, for example, for pregnancy-related 
absence. Pregnancy-related absence will be recorded separately if it is identified as such on the sick certificate 
or on the self-certification form (as applicable). Pregnancy-related absence, including absence in connection 
with antenatal appointments, will not be taken into account when considering absence levels. 

  

Maternity leave 

Ordinary maternity leave 

An employee will be entitled to take 26 weeks' ordinary maternity leave, no matter how long she has been 
employed by us and no matter how many hours she works each week. Subject to the eligibility requirements 
set out below, an employee will be entitled to statutory maternity pay for this period. 

  

Additional maternity leave 

At the end of an employee's ordinary maternity leave, she will be entitled to a further 26 weeks' additional 
maternity leave. Subject to the eligibility requirements set out below, an employee will be entitled to statutory 
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maternity pay for a further 13 weeks. This will make the employee's total leave period a maximum of 52 weeks, 
during which the employee will be entitled to statutory maternity pay for 39 weeks. 

  

Starting maternity leave 

An employee can choose to start her maternity leave at any time after the start of the 11th week before the 
week in which her child is due, unless: 

• She is ill for a reason related to her pregnancy at any time after the start of the 4th week before her 
child is due, in which case, her maternity leave will automatically start on the first day of her absence; 
or 

• Her child arrives unexpectedly early and before she has started maternity leave, in which case, her 
maternity leave will start on the day that her child is born. 

  

Notification requirements 

Notice an employee must give us 

By the end of the 15th week before the expected week of the birth of her child (or, if that is not reasonably 
practicable, as soon as possible thereafter) an employee must give notice to a Director of the following: 

1. That she is pregnant 

2. The week her baby is expected to be born (note that for these purposes a week begins on a Sunday). The 
employee should enclose a Form MATB1 signed by her GP or midwife with her notice 

3. The date when she intends starting her maternity leave 

4. An employee is entitled to change her proposed start date (as many times as necessary) by giving a Director 
at least 28 days' written notice. An employee can vary the start date to either: 

• A later start date by giving us at least 28 days' notice before the last start date she informed us of 

• An earlier start date by giving us at least 28 days' notice of the new proposed date 
 

Maternity pay 

Eligibility for statutory maternity pay ('SMP') 

If an employee has at least 26 weeks' service by the end of the 15th week before her child is born and her 
normal weekly earnings are not less than the lower earnings limit applying to National Insurance contributions, 
she will be entitled to receive SMP whether or not she intends to return to work. If she does not qualify for 
SMP, she may be able to claim state maternity allowance. a Director will be able to advise employees on how 
to claim this. 

  

Terms of payment 

SMP is payable for 26 weeks during an employee's ordinary maternity leave period, and for a further 13 weeks 
during her additional maternity leave period. An employee can expect to receive 90% of her average weekly 
earnings for the first 6 weeks and then whichever is the lower of either the statutory rate or 90% of her average 
weekly earnings, for the remaining 33 weeks. The employee will be given a statement of her exact entitlement 
when she starts her maternity leave. An employee's SMP will be paid into her bank account on the same date 
that she would have received her salary, and will be subject to the usual deductions for tax, National Insurance 
and pension contributions. 

  

Notice an employee must give us 

To claim SMP, an employee must notify a Director in writing of her absence on maternity grounds 28 days 
before she is due to receive her first payment or, if that is not reasonably practicable, as soon as possible 
thereafter. 

  

Contractual benefits 

If an employee is taking ordinary or additional maternity leave, her contract of employment will continue and 
she will receive the benefits of the terms and conditions of her employment for the duration, except salary. 
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All employees on maternity leave 

During maternity leave an employee will remain entitled to the benefit of our implied obligation of trust and 
confidence, and the terms and conditions relating to notice of dismissal, compensation in the event of 
redundancy and our disciplinary and grievance procedures. An employee will continue to be bound by the duty 
of good faith and to the terms in her contract of employment relating to giving notice on resignation and 
disclosure of confidential information. 

  

Holidays 

An employee will continue to accrue any statutory or contractual entitlement to annual holiday leave during 
both their ordinary and additional maternity leave. 

The employee may not take their annual holiday entitlement whilst on maternity leave and any untaken annual 
leave must be taken before their maternity leave begins or after their maternity leave ends. 

  

Keeping in touch 

An employee may carry out up to 10 days' work for us during her maternity leave period without bringing her 
maternity leave to an end. This work may be work an employee is expected to do under her contract of 
employment, and may include training or any other activity undertaken for the purpose of keeping in touch with 
the workplace. An employee will be paid their usual salary for time spent working on such days or, at our 
discretion, receive paid time off in lieu for such a day. This will not be permitted during the two weeks following 
the birth of an employee's child. Any days' work carried out will not have the effect of extending an employee's 
maternity leave period, nor her entitlement to statutory maternity pay. Moreover, an employee may make 
reasonable contact with us from time to time without bringing her maternity leave to an end. We will not insist 
on an employee carrying out work during the maternity leave period, and an employee will not suffer any 
detriment for refusing to undertake such work. 

  

Pension contributions 

An employee's maternity leave period during which she will be receiving statutory maternity pay or contractual 
maternity pay will be treated as pensionable service and we will therefore continue to make contributions (if 
previously paid), based on her usual salary (i.e. the pay the employee would have received had she been 
working normally) on her behalf into our pension scheme. The payment of pension contributions will be 
suspended during any unpaid additional maternity leave. 

  

Compulsory leave 

An employee is prohibited from working for a period of two weeks commencing with the day on which her child 
is born. This is a compulsory legal obligation intended to benefit both the employee and her new child. 

  

Returning to work 

Notification requirements 

We will, within 28 days of receiving an employee's notification of intended absence, respond to the employee 
in writing setting out her expected date of return. If she intends returning to work at the end of her maternity 
leave, she is not required to give any further notification to us. 

  

Returning to work early 

If an employee wishes to return to work before the end of her maternity leave period then she must give at 
least 8 weeks' prior notice of the return date. Failure to give this notice may result in us postponing the 
employee's return to work. 
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Contractual rights when returning to work 

An employee will have the right return to a job with the same seniority, pension rights and similar rights. They 
will also have the right to return to a job with the same terms and conditions (including remuneration) that are 
as favourable as they would have been if she had not gone on leave. 

  

Right to return to the same job after leave 

An employee will be entitled to return to the same job they had before taking leave if: 

• she took only ordinary maternity leave; or 

• she took no more than 4 weeks of parental leave on its own; or 

• the ordinary maternity leave or parental leave of 4 weeks or less followed another period of statutory 
leave (such as additional maternity or shared parental leave but not parental leave) and the total leave 
taken for her child was 26 weeks or less. 

  

Right to return to the same or alternative job after leave 

An employee will have a right to return to the same job if she returns to work: 

• during or at the end of her additional maternity leave period; or  

• after having taken more than 4 weeks of parental leave; or  

• after having taken a period of ordinary maternity leave or parental leave that does not comply with the 
above section Right to return to the same job after leave. 

However, if we cannot reasonably return an employee to the same job, she will be entitled to another job that 
is both suitable and appropriate to do in the circumstances. 

  

Returning to work on a flexible, part-time or job-share basis 

It may be possible for an employee to return to work on a part-time or job-share basis. This will depend on a 
number of considerations including her grade and position before she started her maternity leave. If an 
employee wants to request a variation to her contract of employment to create more flexibility in relation to her 
hours, the times she works or her place of work, she should ask a Director for an application form. 

  

Deciding not to return to work 

If an employee decides not to return to work, she must immediately tell a Director. 

  

If an employee is too ill to return to work 

If an employee cannot return to work because she is ill, she should notify a Director who will advise the 
employee how much, if any, sick leave she is entitled to. 

  

Combining maternity leave and parental leave 

An employee's right to take parental leave is not affected by her right to maternity leave. If an employee 
satisfies the conditions for each right then she may take a combination of parental leave and maternity leave. 

  

Attending antenatal appointments 

Certain employees and agency workers who have a 'qualifying relationship' with an expectant mother, have a 
right to time off during their working hours to accompany her to an antenatal appointment. 

The time off is limited to 2 occasions, each limited to a period of 6.5 hours. 

Agency workers will have to fulfil certain qualifying criteria before having this right. 

  

The 'qualifying relationship' 

Employees or agency workers have a qualifying relationship if any of the following apply: 

• They are the expectant mother's husband or civil partner. 
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• They live with an expectant mother in an enduring family relationship and are not her relative. 

• They are the expected child's father. 

• They are in a same-sex relationship and will be treated as the child's other parent under the assisted 
reproduction provisions in the Human Fertilisation and Embryology Act 2008 (HFEA). 

• They intend to apply for a parental order under the HFEA 2008 for a child who is expected to be born 
to a surrogate mother. Both they and the other applicant must be a married couple, a couple in a civil 
partnership, or 2 people living in an enduring family relationship who are not related to each other. 

  

Making a request to attend an antenatal appointment 

Within 14 days of the intended antenatal appointment, the employee or agency worker must provide us with a 
written declaration confirming the following: 

• That they have a qualifying relationship with the expectant mother or expected child. 

• That the purpose of taking the time off is to attend an antenatal appointment. 

• That the appointment has been made on the advice of a registered doctor, registered midwife or 
registered nurse. 

• The date and time of the appointment. 
This information can be given to us in electronic form, such as email. 

  

Substituting maternity leave for shared parental leave 

Employees who are entitled to shared parental leave can take up to 50 weeks off (or 48 weeks off if the mother 
works in a factory) to help care for a child after the mother takes her period of compulsory maternity leave. The 
employee's maternity leave entitlement will be divided between the employee and her partner.  

To receive shared parental leave, a child's mother must end her maternity leave early by either returning to 
work or giving us a written notice. 

Parents can also receive up to 37 weeks of statutory shared parental pay if they are eligible for it.   

 

  

SHARED PARENTAL LEAVE 
  
Introduction 

SPL is taken by a mother giving up her right to maternity leave, maternity pay or maternity allowance. She 
must do this by either returning to work or giving her employer a written notice. Once done, her remaining 
entitlement can then be divided between her and her partner. Similarly, a mother's right to maternity pay or 
maternity allowance can be given up and then divided so that SSPP is paid to the mother and/or her partner 
while taking SPL. 

Employees who are entitled to shared parental leave can take up to 50 weeks off (or 48 weeks off if the mother 
works in a factory) to help care for a child after the mother takes her period of compulsory maternity leave. 

SPL is optional; employees who have a right to take maternity leave do not have to take SPL. 

  

Adoptions 

SPL also applies to parents who want to adopt in the UK. Adoption can include a child adopted from a surrogate 
mother where a couple have applied for a parental order. It will also include foster children adopted under the 
'Fostering for Adoption' scheme run by local authorities. 

In this policy, references can be substituted as follows: 

• 'main adopter' for 'mother'; 

• 'adoption leave' for 'maternity leave';  

• 'adoption pay' for 'maternity pay';  

• 'match date' for 'child's expected week of birth'; and 

• 'placement date' for 'child's date of birth'. 
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Qualifying for SPL 

An employee will be entitled to SPL if they meet the statutory qualifying criteria set out below. 

  

1. Relationship to the child 

The employee must care for, and have the main responsibility for the upbringing of the child, with: 

• their spouse or civil partner; 

• their partner (if the partner lives with the employee and the child; this includes same-sex relationships); 
or 

• the child's other parent. 
  

2. Employment 

The employee must be: 

• employed continuously for at least 26 weeks by the end of the 15th week before the expected week 
of childbirth (includes employees entering a surrogacy arrangement); and 

• employed by us up to the week before the SPL is taken. 
  

The employee's partner must have: 

• worked in Great Britain (as an employee, self-employed person or an agency worker) for at least 26 
weeks in a 66-week period up to the expected week of childbirth; and 

• earned no less than the maternity allowance threshold (£30) in 13 of those 66 weeks. 
The criteria for the employee's partner is known as the 'employment and earnings' test. 

  

3. Other criteria 

The child's mother must be entitled to maternity leave or pay, or maternity allowance, and must have returned 
to work or given notice to end their leave or pay. The employee must also provide the necessary notices and 
declarations set out below (under 'Information' and 'Declarations') and any evidence that we might request. 

  

How an employee can end her maternity leave and pay 

To start SPL, the child's mother must first end any maternity leave or pay, or maternity allowance. The type of 
notice will differ depending on which of these the mother is entitled to. If the child's mother is our employee, 
she must either return to work or give us a written notice to say that she will return. 

The notice must be given at the same time that she gives notice to take SPL or statutory shared parental pay 
(SSPP). If the child's mother is our employee and her partner has given their employer a notice and declaration, 
the mother must give us a declaration of consent and entitlement at the same time as her notice to end her 
maternity leave or pay, or maternity allowance. 

  

If the employee is entitled to maternity leave 

The notice must state the date that her maternity leave will end. This must be on a date that is at least: 

• 8 weeks after the date the employee gives us notice; 

• one day after the compulsory ordinary maternity leave period of 2 weeks (or 4 weeks for factory 
workers); and 

• one week before the last day of her period of additional maternity leave.  
  

If the employee is not entitled to maternity leave but can receive statutory maternity pay 

The notice must state the date that her statutory maternity pay will end. This must be on the last day of a week 
that is at least: 

• 8 weeks after the date that we were given the notice; 

• one day after her compulsory ordinary maternity leave (2 or 4 weeks) ends; or if she does not have 
this right: 

• 2 weeks after the end of the pregnancy; and 
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• one week before her maternity pay ends. 
  

If the employee is entitled to maternity allowance 

The notice must be given to the Department for Work and Pensions, stating the date that her maternity 
allowance will end. This must be on a date that is: 

• one day after her compulsory ordinary maternity leave (2 or 4 weeks) ends; or if she does not have 
that right, at least: 

• 2 weeks after the end of the pregnancy; 

• 8 weeks after the date she gave us the notice; and 

• one week before her maternity allowance ends. 
The employee must provide us with a copy of this notice to us within 5 days of giving it to the Department for 
Work and Pensions. 

  

Cancelling a notice 

The child's mother can cancel her notice before the date specified in the notice, by giving written notice to us, 
but only if one of the following applies: 

• Neither parent is entitled to receive SPL or SSPP. In this case, the employee must give notice within 
8 weeks of the mother giving her notice to end maternity leave (the employee cannot cancel if neither 
parent is entitled to receive SPL or SSPP if the notice was to end her maternity pay period or maternity 
allowance period). 

• The mother's partner dies. In this case, she must give notice to cancel within a reasonable time of the 
death. The notice must state the date of her partner's death. 

The employee can also cancel SPL before her child is born or if her partner dies if she has given us notice to 
end her maternity pay period or maternity allowance period. This must be provided before the date given in 
that notice, as long as the employee gives us (or for maternity allowance, the Department for Work and 
Pensions) their notice to cancel within 6 weeks of the child's birth or within a reasonable time of her partner's 
death. Note that this cancellation right does not apply to adoptions. 

  

Applying to take SPL and SSPP 

An employee must give us a written notice of their entitlement to take SPL and/or SSPP. It must contain the 
information described under 'Information' and 'Declarations' below.  

  

1. Information 

The notice must contain the following information: 

• The employee's name 

• Their partner's name 

• The start and end dates of maternity leave that has been (or will be) taken or received (or maternity 
pay or maternity allowance periods if the mother does not qualify for maternity leave) 

• The total amount of SPL and SSPP that is available, and how much the employee and their partner 
want to take (the SPL dates can either be estimated or fixed dates) 

• The expected week of childbirth 

• The child's date of birth (if the child is unborn, this must be given as soon as reasonably possible and, 
in any event, before the employee starts any SPL or being paid SSPP) 

  

2. Declarations  

The employee's notice must also contain the following declarations: 

  

If the employee is the mother 

• She fulfils or will fulfil the statutory qualifying criteria for SPL and (if being claimed) SSPP 

• That the information given in the notice is accurate 

• She will immediately inform us if she ceases to care for her child 



 

Page 9 of 17 

 

• If SSPP is being claimed, she will immediately inform us if her maternity pay period ceases to be 
reduced  

• If SSPP is being claimed, the date on which her maternity pay period or maternity allowance period 
began and by how many weeks it is, or will be, reduced  

Her partner's declaration must state: 

• Their name, address and National Insurance number (or that they do not have a National Insurance 
number) 

• That they fulfil or will fulfil the 'employment and earnings' test 

• That they (together with the mother) have the main responsibility for the upbringing of the child when 
the child is born 

• That they are the child's father or parent, or the other parent's spouse, civil partner or partner 

• That they agree to the amount of SPL and/or SSPP that they both want to take 

• That they consent to us processing the information contained in their declaration 
  

If the employee is the child's father or other parent 

• They fulfil or will fulfil the statutory qualifying criteria for SPL and (if being claimed) SSPP 

• The information given in the notice is accurate 

• They are the child's father or parent, or the other parent's spouse, civil partner or partner 

• They will immediately inform us if they cease to care for the child or if the child's mother informs them 
that she is no longer entitled to maternity leave, statutory maternity pay, maternity allowance or has 
withdrawn their notice to end it 

• If SSPP is being claimed, they will immediately inform us if the child's mother informs them that her 
maternity pay period or maternity allowance period ceases to be reduced 

Their partner's declaration must state: 

• Their name, address and National Insurance number (or that they do not have a National Insurance 
number) 

• That they fulfil or will fulfil the 'employment and earnings' test 

• That they (together with their partner) have the main responsibility for the upbringing of the child when 
the child is born 

• That they are entitled to maternity leave, statutory maternity pay or maternity allowance and have 
either returned to work or given notice to their employer to end it 

• If SSPP is being claimed, the date on which their maternity pay period or maternity allowance period 
began and by how many weeks it is, or will be, reduced 

• If SSPP is being claimed, that their maternity pay period or maternity allowance period is, and 
continues to be, reduced and that they will immediately inform their partner if this is not the case 

• That they will immediately inform their partner if they are no longer entitled to maternity leave, statutory 
maternity pay or maternity allowance or have withdrawn their notice to end it 

• That they consent to the amount of SPL that they both intend to take and to their partner's intended 
claim for SSPP (if any) 

• That they consent to us processing the information contained in their declaration. 
The employee must give the notice and declarations at least 8 weeks before they want to take SPL and SSPP.  

If the child's mother is our employee, it must be given at the same time as her notice to end her maternity leave 
or pay, or maternity allowance.  

If the child's mother is our employee and her partner has given their employer a notice and declaration, the 
mother must give us a declaration of consent and entitlement at the same time as her notice to end her 
maternity leave or pay, or maternity allowance.  

If our employee is the partner, the notice and declarations must contain the mother's declaration. 

If we discover that the employee's declaration is in any way untrue or in breach of our policy, the employee 
will be disciplined in line with our disciplinary procedure and may be dismissed. In certain circumstances, this 
may be regarded as gross misconduct. 
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3. Providing evidence 

We have a right to ask an employee for certain evidence. After receiving the employee's notice, we have 14 
days if we want to ask for: 

• a copy of the child's birth certificate (or, for adoptions, one or more documents issued by the adoption 
agency showing its name and address, the date of being told of the match with the child and the date 
the adoption agency expects the child to be placed); and 

• the name and address of the employer of the employee's partner. 
If a birth certificate has not been issued, the employee must give a written declaration stating this, as well as 
the date and location of the child's birth. If the employee's partner has no employer, the employee must also 
give us a written declaration stating this. The declaration must be signed by the employee. 

The employee must provide the evidence or written declaration(s) within 14 days of the date we requested it.  

  

Booking a period of SPL 

Before booking shared parental leave (SPL), the employee must first apply for it. When we approve it, the 
employee can then book it. When an employee wants to book a period of SPL, they must give us a written 
notice. This is a called a 'booking notice'. 

We must be given the booking notice at least 8 weeks before the employee wants their SPL to start. The 
booking notice must state the start and end dates of each period of SPL they want to book. Each period of 
SPL must be booked in blocks of at least one week. The booking notice can request more than one period of 
SPL. 

If the employee gives the booking notice before the child is born, the employee can state the SPL dates in the 
notice will: 

• start on the day the child is born, or on a specified number of days later; or 

• end on a specified number of days after the child is born.  
For example, the employee can say in the notice that they want to book 3 weeks' notice to begin '3 weeks after 
the child is born'. 

  

What can be booked 

An employee can book a single continuous (unbroken) block of SPL or discontinuous (split) blocks. An example 
of booking a discontinuous period of leave can be, booking 2 weeks' SPL, then returning to work for 4 weeks 
and then taking a further 3 weeks' SPL. 

We must approve requests for periods of continuous leave, but we can reject a request for discontinuous 
periods of leave. We can also propose an alternative.  

Employees who intend to book discontinuous periods of leave should contact a Director to discuss this in 
advance.  

An employee will be allowed to submit a maximum of 3 notices to book or change (see below under 'Changing 
a period of SPL') dates for SPL. 

  

Our response to requesting discontinuous periods of leave 

We can arrange a meeting to discuss the request. We will tell the employee our decision within 2 weeks, 
starting from the date that we were given the booking notice. If we agree to the request, or we agree alternative 
dates with the employee, within the 2 week period, the SPL will start on the agreed dates. 

If an agreement is not reached in those 2 weeks, the employee will be entitled to take their requested amount 
of leave as a continuous period. 

In these circumstances, they can: 

• select their start date, which must be after at least 8 weeks, beginning with the day the booking notice 
was given to us; or 

• use the start date originally given in the booking notice for discontinuous leave; or 

• withdraw their notice requesting discontinuous periods of SPL (this will not then count as one of the 3 
allowed notices). The employee must do this on or before the 15th day after the employee gives the 
notice to us. For example, if the notice is given on 1 January, the employee will have until 16 January 
to withdraw it.   
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If an employee chooses a new start date, they must inform us within 5 days after the end of the 2-week period. 

  

Changing a period of SPL 

We must be given a written notice if the employee wants to change a period of SPL. When changing a period 
of SPL, the employee can do any of the following: 

  

1. Change the start or end date of any period of SPL 

If the employee wants to change the start or end dates of any SPL period, they must give us at least 8 weeks' 
notice before both the date being changed and the new date. Therefore, they can change the start or end date 
to: 

• a later date, by giving us notice at least 8 weeks before the previous start or end date (depending on 
which date is being changed); or 

• an earlier date, by giving at least 8 weeks' notice of the new proposed date.  
  

2. Cancel a period of SPL 

If the employee wants to cancel SPL, they must give us at least 8 weeks' notice before what would have been 
the start date. 

  

3. Change the type of SPL requested 

The employee can also change a period of SPL from continuous to discontinuous, or vice versa. If changing 
to discontinuous periods of leave, we may arrange a meeting to discuss the request. For details of how we 
can respond, see above under 'Our response to requesting discontinuous periods of leave'.  

  

Each notice changing SPL will count as one of their 3 allowed notices to book or change their SPL. However, 
a notice will not count as one of the 3 if it has been given: 

• because the child was born before or later than their expected week of birth (this does not apply to 
adoptions); 

• to request discontinuous periods of SPL and that request is subsequently withdrawn; or 

• at our request. 
  

How a notice must be sent 

All notices in this policy must be given personally, emailed or posted to a Director. 

It will be considered delivered on the day the employee gave, emailed or posted it to us. 

  

Special circumstances 

If the child is born before the expected date of birth 

If the mother or her partner have given an application notice to take SPL and/or SSPP and have booked their 
SPL, they will not have to give 8 weeks' notice to start SPL so long as: 

• they give us a notice changing their original booked SPL; and 

• the gap between the date of birth and the new SPL start date is the same as the gap between the 
expected date of birth and the original SPL start date; and 

• they are not changing the length of the SPL; and 

• they give us this notice as soon as reasonably possible after the child is born. 
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If the child is born 8 weeks or more before the expected date of birth 

If the mother or her partner have given an application notice to take SPL and/or SSPP but have not booked 
their SPL, or if they have not given an application notice, they will not have to give 8 weeks' notice to start SPL 
so long as: 

• they give the application notice and/or booking notice (as appropriate) as soon as reasonably possible 
after the child is born; and 

• the booking notice requests the SPL to start within 8 weeks of the child's birth. 
  

If the child dies 

If an employee has not already given us an application notice or a booking notice, they cannot now do so. If 
some SPL has already been booked, they will be entitled to take the booked period of SPL, but cannot take 
any more. If an employee wants to change their plans, they can either: 

• change the booking notice once to reduce the booked period of SPL, having given us 8 weeks' notice 
of the new end date; or 

• cancel their entitlement to take SPL. 
  

If the mother dies 

In all the circumstances given below, the mother must have met the requirements of the 'employment and 
earnings' test and been entitled to maternity leave or pay, or maternity allowance, before they died. Also, the 
other parent must have a qualifying relationship to the child immediately before her death. 

  

1. If the mother did not give a notice to end their maternity leave or pay (or maternity allowance) and the other 
parent has given notice to take SPL, the other parent will: 

• be entitled to 52 weeks of SPL less any maternity leave or pay (or maternity allowance) that has 
already been taken; 

• not have to give us any evidence; 

• need to state the mother's date of death in their notice to take SPL; 

• not have to provide the mother's declarations; and 

• will not have to give us 8 weeks' notice to apply for or book SPL if it is not reasonably possible to do 
so. Instead, it can be given as soon as reasonably possible, as long as it is before SPL is due to start. 
This applies to the application notice and the first notice given to us after the mother's death. 

  

2. If the mother gave notice to end their entitlement, but the other parent has not yet given notice to take SPL, 
the other parent: 

• will be entitled to 52 weeks less the amount by which the mother reduced her entitlement in her notice 
ending her maternity leave or pay, or maternity allowance; 

• will not have to give us any evidence; 

• must give the mother's date of death in their notice to take SPL; 

• will not have to provide the mother's declarations; and 

• will not have to give us 8 weeks' notice to take SPL if it is not reasonably possible to do so. Instead, it 
can be given as soon as reasonably possible, as long as it is before SPL is due to start. This applies 
to the application notice and the first notice given to us after the mother's death. 

  

3. If the other parent has given notice to take SPL, it will not matter if the mother ended the maternity leave or 
pay, or maternity allowance. 

• The other parent will be entitled to 52 weeks of SPL less any maternity leave or pay (or maternity 
allowance) that has already been taken. 

• The other parent will not have to give us any evidence if, before the mother died, the 14-day period to 
provide it has not ended or we have not requested it; 

• The other parent must provide the mother's date of death in the first notice that they give after the 
death, giving details of the period of SPL they wish to book or change;  

• The other parent will not have to provide the mother's declarations in any notice to change a booked 
period of SPL; 
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• The other parent will not have to give us 8 weeks' notice to book SPL if it is not reasonably possible 
to do so. Instead, it can be given as soon as reasonably possible, as long as it is before the SPL is 
due to start (this applies to the first notice that they give after the mother's death). 

• The other parent can give us a fourth booking notice providing details of a period of SPL they wish to 
take or change a pre-booked period of SPL if, when the mother died, they had already given 3 of these 
notices. 

  

If the other parent dies after the mother has given her application notice 

If the other parent dies, they must have met the requirements of the 'employment and earnings' test before 
they died. Also: 

• The mother must be entitled to take SPL; 

• The mother will not have to give us any evidence if before the other parent died, the 14-day period to 
provide it had not ended or we have not requested it; 

• The mother must provide the other parent's date of death in the first booking notice or revised booking 
notice that she gives following the death, giving details of the period of SPL she wishes to take or 
change;  

• The mother will not have to provide the other parent's declarations in any revised booking notice; 

• The mother will not have to give us 8 weeks' notice to book SPL if it is not reasonably possible to do 
so. Instead, it can be given as soon as reasonably possible, as long as it is before the SPL is due to 
start. This applies to the first booking notice or revised booking notice that she gives after the other 
parent's death; and 

• The mother can give us a fourth booking notice providing details of a period of SPL she wishes to take 
or change if, when the other parent died, she had ready given 3 notices. 

  

Statutory qualifying criteria for SSPP 

Qualifying parents can receive a maximum of 37 weeks of statutory shared parental pay (SSPP) (after taking 
the compulsory 2 weeks of their maternity pay or maternity allowance). 

To receive SSPP, the mother must end their 39 weeks' maternity pay or maternity allowance early. The 
remaining amount can then be used to receive SSPP for her and/or her partner while taking SPL. 

We must also be given a notice of the employee's entitlement to take SSPP. 

An employee will be entitled to SSPP if all of the following are true: 

• They meet the criteria to receive SPL (see 'Qualifying for SPL'). 

• They have earned at least the lower earnings limit for Class 1 National Insurance Contributions for the 
8 weeks up to and including the last day of the 15th week before the expected week of childbirth. 

• They will be caring for the child while on SPL and receiving SSPP. 
An entitled employee can expect to receive SSPP at the lower of the statutory rate or 90% of their normal 
weekly earnings. SSPP is paid in the same way as salary, subject to deductions for tax and National Insurance 
contributions. 

Employees can get more information, including the current SSPP rate, from a Director. 

  

Contractual rights while on SPL 

Terms of employment contract 

While taking SPL, an employee's contract of employment will continue and they will receive the benefits of all 
the terms and conditions of their employment, except salary. 

An employee will still be bound by their duty of good faith and to all the terms in their contract of employment, 
including terms for giving notice to resign and disclosing confidential information. 

  

Holidays 

During SPL, an employee will still accrue any statutory or contractual entitlement to annual holiday leave at 
the rate given under their employment contract. The employee must not take their annual holiday entitlement 
while on SPL. 
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If an employee's SPL will cross into the next holiday year, they must take any untaken annual leave that will 
continue into the next holiday year before their SPL begins (unless this is not reasonably possible). In this 
case, a maximum of one week's holiday entitlement can be carried over or, if greater, the amount allowed in 
an employee's contract of employment. The carried-over holiday must be taken immediately before returning 
to work, unless the employee's manager states otherwise.  

  

Pension contributions 

An employee's SPL period, during which they will be receiving SSPP or contractual shared parental pay (if it 
applies), will be treated as pensionable service.  

We will therefore continue to make any contributions (if we previously paid this) on their behalf into our pension 
scheme, according to the pension scheme's rules. The contributions will be based on the salary they received 
before taking leave. We will stop contributing if SSPP is not payable during any period of SPL. 

An employee's contributions will be deducted from their SSPP or contractual shared parental pay (if it applies). 
Their contributions will be based on the SSPP or contractual additional parental pay that they receive, rather 
than their usual salary. 

  

Keeping in touch days 

An employee can do up to 20 days' work for us during their SPL without ending their leave. These are called 
'keeping in touch' days, or KIT days. This can be work an employee is expected to do under their employment 
contract and can include training or any other activity done to keep in touch with the workplace.  

The KIT days will be in addition to any 'keep in touch days' taken by employees who took maternity leave. 

An employee will be paid their usual salary for time spent working on a KIT day or, at our discretion, receive 
paid time off in lieu of a KIT day.  

Any days' work carried out will not extend an employee's SPL period, nor their entitlement to SSPP.  

An employee can make reasonable contact with us from time to time without bringing their SPL to an end. We 
will not insist on an employee carrying out work during their SPL, and an employee will not be punished for 
refusing to do this work. A KIT day must be discussed, agreed and arranged in advance with their manager or 
a Director. 

  

Redundancy 

If we propose to make an employee redundant while they are taking SPL, the employee will first be offered a 
suitable and appropriate alternative role in our business (if one is available). 

The alternative role will not be significantly less favourable, in terms of the required capability, skill, location 
and the terms and conditions of employment, than the employee's current employment contract. 

  

Changing the return date 

If an employee wants to end a period of SPL early, they must give us 8 weeks' written notice of the new return 
date. If they have already given us 3 notices to book or change their SPL dates, they will not be able to change 
it without our permission. 

If an employee has some unused SPL entitlement and wants to extend their SPL, they must give us a notice 
to do this at least 8 weeks before the date they were due to return to work. If they have already given us 3 
notices to book or change the dates of SPL, they will not be able to change it without our permission.   

  

Returning to work 

After taking SPL, an employee has a right to return to work to the same job that they had before taking SPL. 
However, this might not be the case if the employee takes a period of SPL that: 

• followed 2 or more consecutive periods of leave that included a period of additional maternity or 
adoption leave, or a period of more than 4 weeks' parental leave; or 

• when combined with a period of paternity, maternity or adoption leave, equals more than 26 weeks. 
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In these cases the employee will be entitled to return from SPL to the role they had before they left, but only if 
it is reasonably possible for us to do this. If it is not, the employee will return to another job that is both suitable 
and appropriate for them to do.  

An employee will have the right to return to a job with the same seniority, pension rights and similar rights. The 
employee will also have the right to return to the same terms and conditions (including remuneration) that are 
as favourable as they would have been if the employee had not gone on leave. 

  

Returning to work on a flexible, part-time or job-share basis 

It may be possible for an employee to return to work on a part-time or job-share basis. This will depend on a 
number of considerations including their grade and position before they started their SPL. If an employee 
wants to request more flexible hours, change the times they work or their place of work, they should ask a 
Director for an application form. 

  

Deciding not to return to work 

If an employee decides not to return to work, they must immediately tell a Director and provide a notice of 
resignation as required by their employment contract. 

  

If an employee is too ill to return to work 

If an employee cannot return to work because they are ill, they must tell a Director who will tell the employee 
how much, if any, sick leave that they will be entitled to. 

  

PATERNITY LEAVE 
  
Paternity leave policy 

This policy provides employees with a general outline of the statutory provisions relating to paternity leave and 
pay. Paternity leave is available for spouses, civil partners and partners of a mother. 

If employees wish to take paternity leave, they are advised to obtain further guidance from a Director. 

  

Adoptions 

This policy also applies to parents adopting a child in the UK. 

Adoption can include a child adopted from a surrogate mother where a couple have applied for a parental 
order. This also includes foster children adopted under the 'Fostering for Adoption' scheme run by local 
authorities. 

  

Policy 

This policy deals with the right to take paternity leave and to receive paternity pay following the birth of a child 
or the adoption of a child from within the United Kingdom. 

Subject to the eligibility and notification requirements below, if an employee wishes to take leave to care for a 
newborn or newly adopted child or to support the child's mother or adoptive parent, they may be entitled to: 

• Either 1 or 2 whole weeks of paternity leave 

• Statutory paternity pay (SPP) 
  

Eligibility 

Employees are entitled to take paternity leave if all of the following are true: 

• They have been continuously employed by us for 26 weeks by the end of the 15th week before the 
expected week of childbirth. 

• They are either the biological father of the child, or the mother's husband, civil partner or partner. 

• Where they are not the child's father, they have or expect to have responsibility for the upbringing of 
the child. 
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Employees are also entitled to take paternity leave if all of the following are true: 

• They have been continuously employed by us for 26 weeks ending with the week in which the adoptive 
parent is notified of being matched for adoption. 

• They are either married to, the civil partner of, or the partner of the adoptive parent. 

• They have or expect to have responsibility for the upbringing of the child. 
We reserve the right to ask employees to provide a self-certificate or declaration as evidence that they meet 
the above eligibility conditions.  

  

Notification 

If an employee wishes to take paternity leave, they must notify a Director of the following: 

• The expected week of childbirth or the date on which the adoptive parent was notified and the expected 
date of the placement 

• Whether they wish to take 1 or 2 weeks' leave 

• The date they wish their paternity leave to start 
This notification must be made by the end of the 15th week before the expected week of childbirth, or no later 
than 7 days after having been notified of having been matched with a child, or as soon as is reasonably 
practicable. 

  

Starting your leave 

An employee may start paternity leave: 

• On the date of birth or placement 

• A set number of days after the date of birth or placement 

• Another set date 
Leave may start on any day of the week but must be taken within 56 days of the date of birth or placement. 

If an employee wishes to change the start date, they must provide a Director with 28 days' prior notice as soon 
as possible, unless this is not reasonably practicable. 

  

Statutory paternity pay 

If an employee qualifies for paternity leave on the above basis, he/she may be entitled to SPP. 

The rate of SPP is currently the same as the standard rate of statutory maternity pay. SPP is paid in the same 
way as salary, subject to deductions for tax and National Insurance contributions. 

Further information, including the up-to-date SPP rate, can be obtained from a Director. 

  

Terms and conditions during leave 

During paternity leave, employees will benefit from the express and implied terms and conditions that would 
have applied had they been at work, except for those concerning remuneration, specifically wages and salary. 
Employees will continue to accrue their contractual holiday entitlement in the usual way. 

  

Returning to work 

An employee will have the right return to a job with the same seniority, pension rights and similar rights. They 
will also have the right to return to a job with the same terms and conditions (including remuneration) that are 
as favourable as they would have been if they had not gone on leave.  

  

Right to return to the same job after leave 

Following paternity leave, employees will be entitled to return to the same job that they had before taking 
paternity leave if any one of the following is true: 

• They only took paternity leave. 

• The paternity leave did not follow more than 4 weeks of parental leave. 
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• The paternity leave followed another period of statutory leave (except parental leave) and the total 
leave taken was 26 weeks or less. 

  

Right to return to the same or alternative job after leave 

An employee will have a right to return to the same job if they return to work after having taken a period of 
paternity leave that does not comply with the above section Right to return to the same job after leave. 
However, if we cannot reasonably return an employee to the same job, they will instead be entitled to another 
job that is both suitable and appropriate to do in the circumstances. 

  

Substituting paternity leave for shared parental leave 

Employees who meet certain requirements have a right to statutory shared parental leave.  

Shared parental leave is taken by dividing the mother's maternity leave, or the main adopter's adoption leave, 
between them and their partner. To receive shared parental leave, a child's mother or main adopter must end 
their maternity or adoption leave early. They must do this by either returning to work or giving us a written 
notice. 

Parents can also receive up to 37 weeks of statutory shared parental pay if they are eligible. 

If employees choose to take shared parental leave instead of paternity leave, they will not be able to take any 
paternity leave for the same child. 

 


