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PATERNITY LEAVE GUIDE
1.0
INTRODUCTION
Paternity leave is a provision that enables you to take leave in addition to your annual leave entitlement, allowing you to support your partner, help share the childcare responsibilities and spend quality time with your new child.
This guide outlines your entitlement to both Ordinary and Additional Paternity Leave and pay.  It is for information only and is not a complete or authoritative statement of the law.  This guide does not form part of your contract of employment.

2.0
ORDINARY PATERNITY LEAVE
Ordinary Paternity Leave is a provision that allows new parents to take up to 2 weeks paid 
leave following the birth or adoption of a child. 

3.0
WHO IS ELIGIBLE?
3.1
You will be entitled to take Ordinary Paternity leave if:
· Your wife, civil partner or partner gives birth to a child or you are the biological father of the child and you have 26 weeks’ continuous service by the 15 week before the week in which the child is expected:
OR
· You are an adoptive parent of a newly matched or placed child and have 26 week’s continuous service by the end of the week in which you are notified of being matched with your child. Either the adoptive father or the adoptive mother may take Ordinary Paternity leave where the other adoptive parent has elected to take adoption leave: 
AND
· You will be fully involved in the child’s upbringing and are taking the time off to support the mother/father or carer for the baby.
4.0
LENGTH OF ORDINARY PATERNITY LEAVE
If you meet the above criteria you will be entitled to take up to 2 weeks paid Ordinary Paternity leave in addition to your annual leave entitlement.  Ordinary Paternity leave must be taken in a single block of one or two weeks within 8 weeks of the birth or adoption of your child. Odd days cannot be taken and the leave cannot be split into two one week periods. You can start your Ordinary Paternity leave on any day of the week.

5.0
ORDINARY PATERNITY PAY
Both weeks of Ordinary Paternity leave will be paid at full pay inclusive of Statutory Paternity Pay (or 90% of average weekly earnings if this is less than SPP). For details of Statutory Paternity Pay please click the following link http://www.hmrc.gov.uk/paye/employees/statutory-pay/spp-overview.htm.

6.0
NOTIFICATION PROCEDURE FOR TAKING ORDINARY PATERNITY LEAVE
6.1
In order to be able to take Ordinary Paternity leave you must inform Human Resources by the 15th week before the baby is expected or in the case of adoption within 7 days of being matched with your child.  This should be done in writing and a copy should be given to your line manager.

6.2
Your written notification must include the following:

· The week the baby is due or the date you are expected to be placed with your child

· Whether you wish to take one or two week’s leave

· The date you want your Ordinary Paternity leave to start.

6.3
You may change your mind about the start date of the Ordinary Paternity leave providing you notify Human Resources and your Line manager in writing at least 28 days in advance (unless this is not reasonably practicable).  In addition you will be asked to complete a HM Revenue and Customs self certificate as evidence of your entitlement to Statutory Paternity pay.  This will include a declaration that you meet the eligibility criteria detailed above.  A copy of this form can be obtained by contacting a member of Human Resources.
7.0
CONTRACTUAL BENEFITS
7.1
During Ordinary Paternity leave you will remain entitled to the benefit of your normal terms and conditions of employment except those relating to pay.  
7.2
You will be protected from suffering unfair treatment for taking, or seeking to take, Ordinary Paternity leave.
8.0
RETURNING TO WORK
You will be entitled to return to the same job following Ordinary Paternity leave.
9.0
ADDITIONAL PATERNITY LEAVE

If you are eligible, Additional Paternity Leave enables you to take up to 26 weeks’ leave within the first year of your child’s life or the first year after the child’s placement for adoption provided that the mother or primary adopter has returned to work. 

10.0
WHO IS ELIGIBLE?
10.1
In order to be eligible for Additional Paternity leave, an employee must satisfy each of the following criteria:

· You must be either - the biological father of the child, be married to the child’s mother or be the partner or civil partner of the child’s mother and expect to have the main responsibility for the upbringing of the child (apart from the mother): OR

· In the case of adoption you must be married to the child’s primary adopter or be the civil partner or partner of the primary adopter and must have been matched with the child for adoption: AND
· You must be taking the leave to care for the child: AND

· You must have a minimum of 26 weeks service by the end of the 15th week before the week in which the child is due to be born or, in respect of an adopted child have 26 weeks service by the end of the 15th week before the week in which you were notified of having been matched with the child: AND

· You must remain in continuous employment until the week before the Additional Paternity leave/pay period begins: AND

· The mother of the child must be entitled to one or more of either, maternity leave, statutory maternity pay or maternity allowance.  In the case of adoption, the primary adopter must be entitled to one or both of adoption leave or statutory adoption pay.  The mother or primary adopter must have returned to work.
11.0    LENGTH OF ADDITIONAL PATERNITY LEAVE

The earliest that Additional Paternity leave can commence is 20 weeks after the date on which the child is born, or 20 weeks after the date of placement of a child for adoption, and it must end no later than 12 months after that date.  Additional Paternity leave must be taken as a single block in multiples of complete weeks.  The minimum period is two consecutive weeks and the maximum is 26 weeks.  Additional Paternity leave can start on any day of the week.
12.0
ADDITIONAL STATUTORY PATERNITY PAY

12.1
Additional Statutory Paternity pay may be payable during some or all of Additional Paternity leave, depending on the length and timing of the Additional Paternity leave.  The College does not provide any element of Occupational pay during Additional Paternity leave. 
12.2
You are entitled to Additional Statutory Paternity pay if:

· You satisfy all the criteria listed in section 10: AND

· Your average weekly earnings are not less than the lower earnings limit for national insurance contributions: AND

· The mother or primary adopter has at least two weeks of his/her maternity or adoption pay period that remains unexpired: AND

· You give proper notification in accordance with the rules set out below.
12.3
Additional statutory paternity pay is only payable during the mothers/primary adopters maternity/adoption pay period and the mother/primary adopter must have returned back to work in order for you to receive it.  
12.4
Any statutory paternity pay due during additional paternity leave will be paid at the standard rate.  For the current rate of Statutory paternity pay please click on the following link http://www.hmrc.gov.uk/paye/employees/statutory-pay/spp-overview.htm
12.5
Statutory Paternity pay is payable whether or not you intend to return to work after 

your Additional Paternity leave.
13.0
NOTIFICATION OF ADDITIONAL PATERNITY LEAVE

13.1
In order to request Additional Paternity leave you must provide Human Resources and your line manager with 8 weeks’ written notice.  The request must be in writing and specify the following:

· In the case of a birth child, the date on which the child was expected to be born and the actual date of birth or, in the case of an adopted child, the date on which the employee was notified of having been matched with the child and the date of placement for adoption.  
· In both cases, the notice must also specify your name and intended start date and end date of additional paternity leave and statutory paternity pay.
· The purpose of the Additional Paternity leave/statutory paternity pay period is to care for the child

· Confirm that you meet the relationship eligibility conditions for Additional Paternity leave and pay. See section 10.
13.2
In addition you will be asked to complete a HM Revenue and Customs form (which is available form Human Resources) as evidence of your entitlement to Additional Statutory Paternity leave and pay.  This will include a signed declaration from the mother or primary adopter confirming the following
· Mother/primary adopters name, address and national insurance number

· The date that he/she intends to return to work

· That he/she has given notice to his/her employer of returning to work

· That he/she is entitled to statutory maternity pay, maternity allowance or statutory adoption pay

· The start date of his/her maternity or adoption pay period

· Confirmation that the employee satisfies the relationship eligibility conditions

· That he/she consents to the College processing the information contained in the declaration form: and

· That the employee is to his/her knowledge the sole applicant for additional statutory paternity pay and, in the case of a birth child, also that the employee is to his/her knowledge the only person exercising the entitlement to additional paternity leave in respect of the child.

13.3
On request by the College you must also produce the name and business address of the mother’s or primary adopter’s employer and a copy of the child’s birth certificate or, in the case of an adopted child, evidence of the name and address of the adoption agency, the date on which he/she was notified of having been matched with the child and the date on which the agency expects to place the child for adoption.  You must supply this information within 28 days of it being requested.  
13.4
You are able to change your mind about when you want your Additional Paternity leave to start however you must give Human Resources and your line manager at least 6 weeks’ notice before the new start date or, if that is not possible, as soon as reasonably practicable.
13.5
Human Resources will respond in writing to your request for Additional Paternity leave within 28 days of receiving your request to confirm your start and end dates of Paternity leave.
14.0
PENSION

14.1
If you contribute into one of the College’s Pension Schemes, whilst on paid Paternity Leave you will pay contributions based on your actual earnings and your period of paid Paternity Leave will count towards your pensionable service in the normal way.

14.2
During a period of unpaid leave, your pension will be in a suspended mode.  On your return to work you may elect, with the College’s agreement, to pay additional contributions to make up your pensionable service.  For further information please contact Payroll on 6969/6654.

15.0
WHILST ON ADDITIONAL PATERNITY LEAVE
15.1
During Additional Paternity Leave you will remain entitled to the benefits of your normal terms and conditions of employment except those relating to pay.  You will also continue to accrue annual leave entitlement. 

15.2
Shortly before your Additional Paternity leave starts you will need to discuss with your line manager arrangements for keeping in touch during your leave should you wish to do so.  The College reserves the right to maintain reasonable contact from time to time during your Additional Paternity leave.  This may be to discuss your plans for returning to work, to discuss any special arrangements to be made or training to be given to ease your return to work or simply to update you on developments at work during your absence.

16.0
KEEPING IN TOUCH DAYS

16.1
You may carry out up to 10 days’ work for the College during your Additional Paternity leave without bringing your Paternity leave to an end.

16.2
The purpose of this provision is to allow you to ‘keep in touch’ with the College.  Work includes any work done under the contract of employment and may include training or any activity aimed at keeping in touch.  Any work carried out on a day will constitute one days’ work.  This means that if you come into work for a one hour team meeting you will only get paid for the one hour but it will constitute as one of the 10 days available.  

16.3
There is no obligation for you to take part in a ‘keeping in touch’ day, nor is there any obligation on the College to provide them.

16.4
Although a keeping in touch day is paid – any payment received will be inclusive of any statutory pay entitlement.  A keeping in touch day payment is not in addition to any statutory payment.

17.0
RETURNING TO WORK 

17.1
You will have been given written notification of your expected date of return to work by Human Resources prior to the commencement of your Additional Paternity leave.  This is the date that you will be expected to return to work unless you seek to vary the date.  You are requested to contact your line manager in advance of your return to discuss arrangements for your return.  If you are unable to return to work at the end of Additional Paternity leave due to sickness or injury, the Colleges normal arrangements for sickness absence will apply.
17.2
If you wish to vary your return to work date, you are required to give Human Resources and your line manager at least 6 weeks’ notice in writing.  

17.3
If you comply with the requirements above you are entitled to return to the same job, or if not reasonably practical to a very similar job, on the same terms and conditions as if you had not been absent.
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