
London Borough of Havering

Family Friendly Policy

London Borough of Havering

Family Friendly Policy and procedure

Index

Section One: Policy and procedural overview
1. Policy statement
2. Scope of this policy
3. Links to other policies and key Council documents
Section Two: Procedure
1. Roles and responsibilities
2. Maternity
· Scope
· Definitions
· Health & Safety of pregnant employees
· Notice of intention to take maternity leave
· Ante-Natal care
· Maternity leave
· Maternity pay
· Maternity allowance
· Statutory maternity pay
· Occupational maternity pay

· Sick leave
· Keeping in touch
· Returning to work
· The right to return to work
· Annual leave and bank holidays
· Continuous service
· Resignation whilst on maternity leave or between Qualifying week and the EWC
· Breast feeding
3. Paternity
· Scope
· Maternity support scheme (Council scheme)
· Rights following birth
· Eligibility following birth
· The period of leave following birth
· Notification – birth of a child
· Corresponding rights
· Additional paternity leave
· Entitlement to additional paternity leave
· Additional paternity pay
· Notification and documentary evidence of eligibility
· Keeping in tough days
· Redundancy during additional paternity leave
4. Parental
· Scope
· Eligibility
· Time period for taking parental leave
· Leave entitlements
· Contractual conditions
· Applying for parental leave
· Misuse of parental leave
· Monitoring
5. Adoption
· Scope
· Eligibility
· Entitlement
· Adoption pay
· Notification
· Return to work
· The right to return to work
· Annual leave
· Continuous service
· Leave following adoption
· Additional paternity leave
· Additional paternity pay
· Notification and documentary evidence of eligibility
· Keeping in touch days
· Redundancy during additional paternity leave
6. Miscellaneous other entitlements
· Pension scheme
· Essential car user allowance
· Car loans
Section Three: Supporting documents 
1.   Guidance on assessing the risks to new or expectant mothers
2.   Health and safety of pregnant employees – referral form for Medigold
3.   Maternity leave notification form (non-teaching Staff)
3a. Maternity leave notification form (teaching Staff)
4.   Entitlement to maternity leave and pay (non- teaching staff) 

4a. Entitlement to maternity leave and pay (teaching staff) 

5.   Log – Keep in touch (KIT) days
6.   Application for paternity leave/pay 

7.   Application for additional paternity leave/pay
7a  Form for partner of employee applying for additional paternity leave/pay
8.   Parental leave application form
9.   Entitlement to adoption leave and pay (non teaching)
9a. Entitlement to adoption leave and pay (teaching) 
10. Adoption leave application form
11. Application for paternity leave/ pay (adoption)
12. Application for additional paternity leave/pay (adoption)
12a Form for partner of employee applying for additional paternity leave (adoption)
Section Four: More information
Section Five:  Policy ownership and effective dates
FAMILY FRIENDLY POLICY AND PROCEDURE

Section One: Policy and procedure overview

1. Policy statement

2. Scope of this policy

This procedure applies to all Council employees except those employed in schools who are subject to a separate policy.
3. Links to other policies and key Council documents

· Leave Policy
· Flexible Working (Hours) Policy
· Managing Sickness Absence (Health and Wellbeing) Policy
· Organisational Change and Redundancy Policy and Procedure
Section Two: Procedure 

1. Roles and Responsibilities 

Line Managers are expected to:-

· Ensure that employees fully understand their entitlements and responsibilities with regard to maternity / paternity / parental / adoption leave.

· Ensure pregnant employees, new mothers and parents returning to work following leave, are aware their rights.

· Ensure employees are aware of their responsibility to provide the Council with the required documentation so that they may be paid and take leave in accordance with the procedures.

· Provide the required support as indicated within the procedure and in accordance with health and safety regulations including ensuring that risk assessments are undertaken.
· Make timely arrangements to provide cover for periods of leave, as appropriate.

· Sensitively discuss the needs of pregnant employees / expectant new parents during a pregnancy and during maternity/ paternity/ parental/ adoption leave.

· Plan for absence and consider arrangements for temporary cover
· Maintain contact with employees during their leave and plan for their return to work.
Employees are expected to:- 

Maternity

· Notify managers as soon as possible of a pregnancy so that appropriate support can be given and risk assessments undertaken.
· Give the Council 8 week’ notice to of the date she wants to return to work, if they wish to return to work before the end of her full maternity leave. 

· To notify the Council of her intention to take maternity leave by the end of the 15th week before her expected week of confinement, unless this is not reasonably practical.
Paternity – around birth date

· Tell their Manager that they intend to take paternity leave by the end of the fifteenth week before the baby is due or, if this isn’t possible, as soon as is reasonably practicable.
Additional paternity leave

· Give the Council written notice of his intention to take additional paternity leave and applicable dates, no later than 8 weeks before the period of paternity leave begin 
Parental leave

· Employees must give their Manager at least 21 days’ notice of taking parental leave.

Adoption

· Employees must inform the Council in writing of their intention to take Adoption Leave within seven days of being notified by the adoption agency that they have been matched with a child for adoption, unless this is not reasonably practicable. 

2. Maternity 

Scope

This procedure is applicable to all female employees of the Council regardless of the number of hours worked per week, although entitlements will vary for each individual. There are also different negotiated agreements for teachers and this information is included with this guidance.

Definitions

· Childbirth / birth (in this procedure childbirth means the live birth of a child or a still birth after a pregnancy lasting at least 24 weeks)

· “EWC” - means expected week of childbirth

· Qualifying Week – 15th week before the week the baby is due

Health & Safety of pregnant employees

Employees are advised to notify their manager as soon as is reasonably practicable after pregnancy is confirmed. Early notification is important in order for support to be given and a risk assessment undertaken with guidance from Occupational Health (Medigold) if necessary. See Appendices 1 and 2.

Notice of intention to take maternity leave

Maternity leave should commence no earlier than the 11th week before the expected week of childbirth.

A pregnant employee is required to notify the Council of her intention to take maternity leave (Using form at Appendix 3 or 3a as applicable) by the end of the 15th week before her EWC, unless this is not reasonably practical. She must tell her employer:

· that she is pregnant

· when the expected week of child birth will be, by means of a medical certificate (MAT B1) from a registered medical practitioner or registered midwife

· when she intends her maternity leave and/or Statutory Maternity Pay to start, in writing if requested. 

The employee can change her mind about when she wants to start her leave: she must notify the Council at least 8 weeks in advance (unless this is not reasonably practical).

Failure to give the correct amount of notice, without good reason, may result in the loss of employee rights to Statutory Maternity Pay and to commence maternity leave on the intended start date.

If childbirth occurs before the notified date then maternity leave is to commence from the day following the date of birth.

Internal Shared Services will write to the employee within 28 days of the notification of the intention to take maternity leave, setting out the date the employee is expected to return to work if she takes her full entitlement.

Ante-Natal care

All pregnant employees have the right to paid time off to keep natal care appointments made on the advice of a registered medical practitioner or registered midwife or registered health visitor. If required by the manager, evidence of appointments must be produced.
Maternity leave

Maternity leave is taken in two stages, Ordinary Maternity Leave (OML) and Additional Maternity Leave (AML)
All pregnant employees are entitled to 26 week ordinary maternity leave (OML) and 26 weeks additional maternity leave (AML), providing a right to 52 weeks maternity leave in total. If part of additional maternity leave is not used by the mother, the entitlement can be transferred to the father as additional paternity leave.
The contract of employment continues during all maternity leave. Terms and conditions, except for salary, continue to apply during ordinary maternity leave. However, during additional maternity leave limited terms, such as notice apply.
Subject to expiry of a temporary/fixed term contract (if relevant) and to the normal rights of termination, the contract of employment continues throughout additional maternity leave.
Maternity pay

There are three types of payment, which may be applicable. MA and SMP (see below) are payable for 39 consecutive weeks. Occupational payments are additional to MA and SMP and payable to employees who meet the criteria set out below.

Maternity allowance (MA)

Maternity Allowance may be payable where Statutory Maternity Pay is not payable. A form SMP1 will be issued by the Service Centre and should be completed by the individual. Maternity Allowance is paid for 39 weeks at the flat rate or 90% of the woman’s average weekly earnings if that is less. Maternity Allowance is claimed directly from the Jobcentre Plus. 
Statutory maternity pay (SMP)

All pregnant employees are entitled to 39 weeks SMP provided they have completed 26 weeks continuous service ending with the qualifying week (that is the 15th week before the expected week of childbirth). Service for SMP is with the current employer, so only the service with the London Borough of Havering is relevant.

There are two rates of SMP. The higher rate is paid for 6 weeks and is at the rate of 90% of average pay. The flat rate is set by the state and is paid for the next 33 weeks, or the 90% rate if that is lower. SMP payments commence on the day maternity leave starts.
Occupational maternity pay

Occupational Maternity Pay is applicable to all employees who have completed at least one year’s continuous local government service at the 11th week prior to the expected week of childbirth, and intend to return to work. Eligible employees must remain employed by the Council at the beginning of the 11th week prior to the expected week of childbirth. 

To determine the exact payments and length of maternity leave, employees should refer to Appendix 4 (Appendix 4a for teaching employees)

To retain any occupational payments made after the first six weeks employees must return to work within a local authority for a minimum period of three months (13 weeks for teachers). If the employee fails to return to work for the required period she will have to pay back the additional contractual payment (12 weeks at half pay).

A full time worker returning on a part-time basis will be required to complete the full pro-rated equivalent of 3 months full time service. For example, if hours are cut by half the requirement will be to work for 6 months.

If the employee returns to another local authority, Internal Shared Services will ensure that monitoring systems are in place to check that the required service has been carried out, and if it is not, to reclaim the required pay. 
Sick leave

If before the start of Maternity leave the employee is absent with a pregnancy related illness then the maternity leave period starts automatically on the first day of absence following the beginning of the fourth week before the expected week of childbirth. This applies even if the day of absence is before the date the employee 
has notified as the date on which she intends to start.

If the employee begins her maternity related sickness during the four week period maternity leave will start the day after the first day of sickness.

If the illness is not pregnancy related, sick pay will be paid up until the notified start date of maternity leave. Managers may ask for a doctor’s certificate for absences beyond the 4th week.

Keeping in touch

Manager’s may make reasonable contact with employees during maternity leave. Keeping in touch with work can make it easier when it is time to come back.

Employees are able, subject to agreement with their line manager, to undertake up to 10 days work during their maternity leave. These days are known as ‘keeping in touch’ days (KIT). They are not limited just to work, but can be used for training and other events. They can also be used to ease the return to work.

Employees are not required to take up KIT days, and cannot be penalised for not doing so. For employees who wish to use this facility, arrangements must be agreed with their line manager in advance.

KIT days are taken without ending maternity leave or loss of SMP, MA or Occupational Pay.

Payment will be equivalent to a normal day’s pay offsetting any of the above payments being made at that time. This payment covers any expenses payable such as travel or childcare costs. Payments should be claimed using the form at Appendix 5.
Returning to work

Employees are not allowed to return to work for the first two weeks after the birth.

A woman who intends to return to work at the end of her full maternity leave entitlement (52 weeks) is not required to give any further notification to her employer.

An employee who wishes to return to work before the end of her full maternity leave will need to give her employer notice of the date she wants to return to work. Employees entitled to ordinary maternity leave must give at least 8 weeks’ notice.
If the required notice period is not given, the Council may postpone the return to work date to ensure the correct notice period is served. The postponement cannot be extended beyond the end of the maternity leave period.

If the employee is ill at the time that she is due to return, this should be classed as a return to work and covered by the sickness scheme in the normal way. If sickness occurs after the 39 week maternity pay period, but before the return to work date, the employee may be eligible to receive Statutory Sick Pay (SSP). For further information on SSP eligibility, contact the Internal Shared Services Centre. 

The right to return to work

An employee has the right to return from maternity leave to the job in which she was employed under her original contract of employment on terms and conditions no less favourable than those applicable had she not been absent.

If the post has been made redundant, during the period of maternity leave, the employee is entitled to a suitable alternative position, where one exists. The terms and conditions of employment must not be substantially less favourable than the post in which she was originally employed.

Suitable alternative employment may also be offered in exceptional circumstances, such as after a reorganisation has taken place whilst the employee is on maternity leave.

Employees who wish to return to work from maternity leave requesting more flexible working arrangements should speak to their manager as soon as possible. 

Annual leave and bank holidays

Employees on maternity leave are continuously employed (i.e. there is no break in their contract of employment) and they are entitled to accrue annual leave during ordinary and additional maternity leave. 

Bank Holidays accrue for the whole of the maternity period.

Subject to the needs of the service, employees may be able to take accrued annual leave or annual leave which will be accrued during maternity leave before or after the maternity leave period. This does not apply to teachers as they have set leave periods.

The council allows a maximum 5 day carry over, (pro rata for part time employees) between leave years. This leave must be taken within two months of the return date.

If an employee subsequently resigns during her maternity leave or before returning to work for 3 months, (13 weeks for teachers), or the pro-rated full time equivalent, she will be liable to repay any leave that has been taken, in excess of her entitlement up to her last day of service. 

Continuous service

For the purposes of entitlements regarding annual leave, the occupational sickness scheme and occupational maternity scheme, continuous service will include continuous previous service with any public authority to which the Redundancy Payments (Local Government Modification) Order 1999 (as amended) applies.

Where an employee returns to local government service following a break for maternity reasons, she will be entitled to have previous service taken into account in respect of the sickness and maternity schemes, provided that the break in service does not exceed eight years and that no permanent paid full-time employment has intervened. For annual leave calculations, the eight years time limit does not apply provided that no permanent full time employment has intervened.

Resignation whilst on maternity leave or between the Qualifying week and the EWC

Employees who resign whilst on maternity leave will be required to repay any part of occupational maternity pay which has been paid to them in excess of the basic statutory maternity pay. This would normally be the 12 weeks at half pay.

The last day of service will be the latest of the resignation date stated in the resignation letter; or the date of the letter plus any outstanding annual leave or 
notice period provided by the employee; or the last day of payment of the SMP. 

The manager should confirm receipt of the resignation form or letter and formally advise the employee of the last day of service.

Employees who resign after the qualifying week but before the SMP pay period are entitled to SMP only.  There are special rules for when to start paying SMP in these circumstances:

· if she leaves before the 11th week prior to the EWC then the payment of SMP will commence on the 11th week prior to the EWC

· if she leaves after the 11th week prior to the EWC then the SMP starts on the day after her last working day.

Breast feeding

Employees who are returning to work and still breast feeding a child, should inform their manager so that a health and safety assessment may be carried out. The council will, where possible, make suitable provisions for staff who wishes to continue to breast feed upon return to work and who require facilities to express milk. In order to enable this provision the breastfeeding mother must speak to her manager/supervisor about her requirements, where possible, prior to returning to work and to discuss the feasibility of this request. 
3. Paternity 

Scope

Employees may have maternity support leave at or around the time of a child’s birth and, in addition, may qualify for additional paternity leave if the mother does not use all of her additional maternity leave.

Paternity leave is a separate entitlement to unpaid parental leave which is included in section – of this procedure.

Paternity leave rights for adoptions are included in the adoption policy.
Maternity support scheme (Council’s scheme)

For non-teaching employees, maternity support leave of 5 days with full pay shall be granted to the child’s father or the nominated carer of an expectant mother at or around the time of birth. An application form is attached as Appendix 6. Teachers are not entitled to maternity support leave but receive 3 days full pay.
The nominated carer is the person nominated by the mother as the primary provider of support at or around the time of the birth.

Rights following birth

The rights to paternity leave and Statutory Paternity Pay allow an eligible employee to take paid leave to care for the baby or to support the mother following birth. They can take either one week’s or two consecutive week’s paternity leave and during this time may be entitled to SPP.

To qualify for this right, employees must have 26 weeks continuous service with the council, 15 weeks before the baby is due. They must also be taking the time off to support the mother or care for the new baby.
Eligibility following birth

An employee is eligible for paternity leave if they have or expects to have responsibility for the baby’s upbringing and is either or both

· The biological father of his baby

· The mother’s husband or partner (N.B. The partner may include a female partner in a same sex couple)

A qualifying employee will be entitled to paid leave if the baby is stillborn after 24 weeks of pregnancy. If the baby is born alive at any point in the pregnancy but later dies, the employee will still be entitled to paternity leave.

The period of leave following birth

Eligible employees can choose to take either one week’s or two consecutive weeks’ paternity leave. It cannot be taken as odd days or two separate weeks. 

Leave cannot start until the birth of the baby. An employee can choose to start their leave:

· On the date of the baby’s birth (whether this is earlier or later than expected); 
· On a date falling such number of days after the date on which the child is born (whether this is earlier or later than expected) as the employee notifies to their employer; or

· On a chosen date as notified to their employer which falls after the first day of the expected week of childbirth.
Paternity leave can start on any day of the week, as long as the employee has given the required notice. It must be completed:

· Within 56 days of the actual date of birth; or

· If the child is born earlier than expected, between the birth and 56 days from the expected week of birth.

Notification - birth of child

The employee must tell their Manager that they intend to take paternity leave by the end of the fifteenth week before the baby is due or, if this is not possible, as soon as is reasonably practicable.

The employee will need to inform their Manager: 
· The week the baby is due

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

· When they want their leave to start

To qualify for SPP, the employee must advise their Manager at least 28 days beforehand.

Employees will be able to change their mind about the date on which they want their leave to start providing they advise at least 28 days in advance (unless this is not reasonably practicable). The form at Appendix 6 can be used for this notification.
Corresponding rights

Some employees will qualify for both Maternity Support Leave (MSL) and Statutory Paternity Leave. These two entitlements are called corresponding rights.

This means that an employee is not entitled to both, but can take advantage of the best parts of each.

MSL payments can be offset against Statutory Paternity Pay (SPP) and vice versa.

In practice this will mean that an employee who is entitled to MSL and SPP will be entitled to one week’s SPP topped up to full pay and one week’s SPP. Teachers will be entitled to 3 days full pay and the balance of the first week and the second week are paid at statutory paternity pay.
Parental Leave Policy

Additional paternity leave

Fathers of children due on or after 3 April 2011 may take up between 2 weeks and 6 months’ additional paternity leave where the mother of the child returns to work before her period of statutory maternity pay (52 weeks) as expired. The leave must be taken in a single block of time between the time the child is 20 weeks old and the date of the first birthday (or between the period of 20 weeks and 12 months after the child has been placed for adoption.

An employee is entitled to additional paternity leave only where the mother of the child is entitled to statutory maternity leave, statutory maternity pay or maternity allowance and has returned to work before using her full entitlement. It is not permissible for the mother of the child to be on maternity leave whilst the father is on additional paternity leave.

The purpose of the additional paternity leave must be to care for the child.
Entitlement to additional paternity leave

In order to qualify for the additional Paternity Leave the employee must have been continuously employed for 26 weeks before the ‘relevant week’. The relevant week is the week immediately before the 14th week before the baby is due.
Additional paternity pay

Additional statutory paternity pay (SPP) is payable to a mother’s partner where he fulfils the eligibility for paternity leave. 

In addition, at the time she returns to work, the mother must have at least 2 weeks’ statutory maternity pay, maternity allowance or statutory adoption pay remaining. The remaining period may be transferred to the father or partner as additional SPP at the same standard weekly rate. Since SMP is payable for up to 39 weeks, fathers are eligible to receive SPP only during the remainder of this 39 week period and any additional paternity leave taken beyond that period will be unpaid.

Notification and documentary evidence of eligibility

No later than 8 weeks before the employee wishes the period of paternity leave to begin, he must give the Council written notice of:

· his intention to take additional paternity leave;

· the dates on which he proposes that the period of leave will begin and end; and

· the child’s expected week of birth and actual date of birth. The form at Appendix 7 can be used for this. The employee’s partner should complete the form at Appendix 7a.

Keeping in touch days

During additional paternity leave, employees may, by agreement, work for up to 10 days (either separately or in a block) without losing entitlement to additional paternity pay or triggering the end of the period of additional paternity leave.

Redundancy during additional paternity leave

If an employee’s job becomes redundant during his additional paternity leave, he will be entitled to be offered any suitable vacancy on terms that are not substantially less favourable to him. Any redundancies will be dealt with in accordance with the Council’s Managing Organisational Change and Redundancy Policy and Procedure. 
4. Parental 

Scope

Parental leave is a statutory entitlement and is separate from maternity and/or paternity leave. 

Parental leave is unpaid leave.

Eligibility

An employee is entitled to parental leave if they: 

· have at least one years’ continuous service with the Council. 

· are the parent (named on the birth certificate) of a child who is under five years old

have adopted a child under the age of 18

· have acquired formal parental responsibility for a child who is under five

· are the parent (named on the birth certificate) of a disabled child who is aged 

under 18 years old

Time period for taking parental leave

Parental leave must be taken:

· Before the child’s fifth birthday.

· Five years from the date of adoption/placement or until the child’s 18th birthday, whichever is the sooner - where the employee has adopted a child under the age of 18.

· By the child’s fifth birthday - where the employee acquired formal parental       responsibility for a child, under 5.

· Before the child’s 18th birthday - where the child is disabled

Leave entitlements

The amount of parental leave employees are entitled to is 13 weeks for each child or 18 weeks for disabled children. This amount is proportional for part-time employees.
Any part of a week which is taken as parental leave will constitute a whole week, unless the child is disabled, in which case leave can be taken in days.

The maximum period of parental leave that employees can take in any year is four weeks for each child. This can either be as individual weeks or a block of four weeks. For these purposes a year commences on the date the employee became entitled to take parental leave in respect of the child in question.

All employees (including those on Parental Leave) are entitled to a statutory minimum of 4 weeks paid annual leave per annual leave year plus bank holidays (under the Working Time Regulations). 

Pension contributions payable during parental leave are deferred until the employee returns to work.  Employees then have 30 days (including weekends) to inform pensions if they wish to repay contributions. Once calculated, the payments can be made in instalments.  Employees should contact the Pensions Section for 

further information.

Contractual conditions

Employees have the right to return to work at the end of the period of parental 

leave.

· If the period of parental leave taken is less than 4 weeks (other than immediately after taking additional maternity leave), the right is to return to the job in which the employee was employed immediately before the commencement of the period of leave.

· If the period of leave is over 4 weeks then the employee is permitted to return to the same job as which the employee was employed immediately before commencing the period of leave, or if it is not reasonably practicable for the employer to permit the employee to return to the same job, to another job which is both suitable and appropriate in the circumstances.

· If the period of parental leave taken is less than 4 weeks and is immediately after taking additional maternity leave then the employee is permitted to return to the same job as which the employee was employed immediately before commencing the period of leave, unless either of the following two circumstances apply:-

(i) it would not have been reasonably practicable for the employee to return to that job if 

          she had returned at the end of her additional maternity leave period, or


(ii) it is not reasonably practicable for the employer to permit the employee to return to the same job.

Should either (i) or (ii) apply then the employee is entitled to return to another job which is both suitable and appropriate in the circumstances.

If the post has been made redundant during the period of parental leave, the employee is entitled to be offered a suitable alternative vacancy where one exists. The terms and conditions of employment must not be substantially less favourable than the post in which they were originally employed.

Suitable alternative employment may also be offered in exceptional circumstances, such as a reorganisation has taken place whilst the employee is on parental leave.

Employees will not lose any seniority or pension rights that had built up before taking parental leave.

Applying for parental leave

Applications for parental leave should be made on the form at Appendix 8. As the leave is to be unpaid the form should be forwarded to Internal Shared Services.

Employees must give their Manager at least 21 days notice of taking parental leave.

Managers can postpone parental leave where it is considered that the operation of the Council would be unduly disrupted if the employee took leave in the period requested.  In these circumstances the employee must be permitted to take a period of leave of the same duration as originally requested and within six months of the date upon which the leave was originally due to commence.  The power to postpone parental leave does not apply if it is to be taken immediately after the child is born or placed for adoption with an employee.

Misuse of parental leave

Should there be grounds for considering that any period of parental leave has been misused, an investigation will be carried out under the Council’s Disciplinary Procedure, which could result in disciplinary action.

Monitoring

Clearly employers need to know how much parental leave an employee has taken, both with the current and previous employer(s). The entitlement is 13 weeks per parent per child. The Council will need to be satisfied that the entitlement to parental leave has not been exceeded overall. 

The application form for parental leave will require employees to confirm how much parental leave they have already taken per child.

5. Adoption 

Scope

The aim of this procedure is to provide a scheme that meets statutory requirements, and supports employees through the period of adoption and adoption leave.
Eligibility

Adoption leave is applicable to male and female employees, provided they are the main carer of the child and the child’s adopter. Paternity leave is also available for the partner of the main adopter.
The employee must have at least 26 weeks continuous service with the Council leading into the week in which they are notified of being matched with a child for adoption.

The employee must be ‘newly matched’ with a child for adoption by an approved adoption agency. (Newly matched means that if, for example, a step parent or foster parent is adopting a partner’s child, they are not eligible for adoption leave).

If the adoption is from overseas, the employee will require a Certificate of Approval from the Secretary of State for Health

Entitlement 

An employee who satisfies the requirements set out above shall be entitled to up to 26 weeks Ordinary Adoption Leave (OAL) followed immediately by up to 26 weeks Additional Adoption Leave (AAL)

Ordinary Adoption Leave will normally be paid leave, for individuals who have average weekly earnings at or above the Lower Earnings Limit for National Insurance. 

Additional Adoption Leave commences on the day after the last day of OAL and continues for up to an additional 26 weeks. AAL is unpaid leave.

OAL can commence on any day of the week, up to 14 days before the expected date of placement or from the date on which the child is placed for adoption (whether this is earlier or later than expected).

Only one period of leave will be available irrespective of whether more than one child is placed for adoption as part of the same arrangement.

If the Child’s placement ends during the adoption leave period, the adopter will be able to continue adoption leave for up to eight weeks after the end of the placement.

Adoption pay

During the period of Ordinary Adoption Leave, eligible adopters are entitled to receive up to 39 weeks Statutory Adoption Pay (SAP). The rate of SAP is the same as the standard rate of Statutory Maternity Pay.

The entitlement to adoption pay is set out at Appendix 9 or 9a for teaching staff.

To retain payments made in addition to the statutory adoption pay, employees must return to work within a local authority for a minimum period of three months,13 weeks for teachers, (or the pro-rated full time equivalent for individuals who return to work part-time),. If the employee fails to return to return to work for the required period they will have to pay back the additional contractual payment. 

Notification

Employees must inform the Council in writing of their intention to take Adoption Leave within seven days of being notified by the adoption agency that they have been matched with a child for adoption, unless this is not reasonably practicable. An application form can be found at Appendix 10.

Employees will be expected at this stage to provide their Manager with evidence that they have been matched with a child for adoption either by providing the matching certificate, within one week of issue or if this is not available a letter from the Adoption Agency.

Internal Shared Services will respond within 28 days to the employees notification setting out the date upon which they expect the employee to return to work if the full entitlement is taken.

The employee must subsequently give 28 days notification in writing of when he/she wants Adoption Leave to start, unless this is not reasonably practical.

The employee can change their mind about the date they want their Adoption Leave to start, but must give 28 days notice of this alteration unless this is not reasonably practicable. 

There is no requirement for the employee to inform the employer of their intention to take AAL, it is presumed that the employee will take such leave if the entitlement arises.  There will therefore be no notification requirements over and above the OAL notification requirements

Return to work

An employee will not need to give notice to return to work at the end of either OAL or AAL. However if he/she wishes to return before the end of the leave period, 8 weeks’ notice must be given to their manager.  Failure to give this notice will mean that the return may be postponed until the end of the 8 weeks’ notice period.

The right to return to work

An adoptive parent has the right to return to the job in which they were employed under their original contract of employment on terms and conditions no less favourable than those applicable had they not been absent.

If the post has been made redundant during the period of adoption leave, the employee is entitled to be offered a suitable alternative vacancy where one exists. The terms and conditions of employment must not be substantially less favourable than the post in which they were originally employed.

Suitable alternative employment may also be offered in exceptional circumstances, such as a reorganisation whilst the employee is on adoption leave.

Employees who wish to return to work on reduced hours should speak to their manager as soon as possible, so that the needs of the service and of the individual can be considered at the earliest possible stage.

Annual leave

Employees on adoption leave are continuously employed (i.e. there is no break in their contract of employment) and they are entitled to accrue annual leave during Ordinary and Additional Adoption Leave. 

Bank holidays will accrue as they fall in the period of Ordinary Adoption Leave providing for substitute days of leave. 

Subject to the needs of the service it may be possible to take accrued or annual leave or annual leave entitlement before or after the adoption leave period.

Teachers have set leave periods and therefore are not able to ‘anticipate’ and take annual leave at any other time than the set periods.

During adoption Leave the council will continue its practice of allowing a maximum 5 days carry over between leave years (pro rata for part-time employees). This leave must be taken within two months of the return date.

It should be noted that if the employee resigns during their adoption leave or before returning to work for 3 months, (or the pro-rated full time equivalent for individuals who return to work part-time), they will be liable to repay any leave that has been taken in excess of their entitlement up to the last day of service.

Continuous service

For the purposes of entitlements regarding annual leave, the occupational sickness scheme and adoption scheme, continuous service will include continuous previous service with any public authority to which The Redundancy Payments (Continuity of Employment in Local Government etc) Modification Order 1999 as amended applies.

Where an employee returns to local government service following a break for adoption reasons, she will be entitled to have previous service taken into account in respect of the sickness and maternity schemes, provided that the break in service does not exceed eight years and that no permanent paid full-time employment has intervened. For annual leave calculations, the eight years time limit does not apply provided that no permanent full time employment has intervened.

Leave following adoption

Following the placement of a child for adoption, the rights to paternity leave and pay give eligible employees the right to take paid leave to care for their new child or support the adopter
An employee must satisfy the following conditions in order to qualify for paternity leave following adoption:

Eligible employees can choose to take either one week’s or two consecutive weeks’ paternity leave. It cannot be taken as odd days or two separate weeks.

An employee can choose to start their leave:

· From the date of the child’s placement (whether this is earlier or later that expected)

· From a chosen number of days or week after the date of placement

· From a chosen date which is later than the expected date of placement with the adopter

Leave can start on any day of the week on or following the child’s placement but must be completed within 56 days of the child’s placement.

Only one period of leave is available irrespective of whether more than one child is placed together.

The employee must tell their Manager they intend to take paternity leave within seven days of the adopter being notified by the adoption agency that they have been matched with a child, unless this is not reasonably practicable. The form at Appendix 11 can be used for this notification.
The employee will need to inform their Manager:

· The date the adopter was notified of having been matched with a child

· When the child is expected to be placed

· Whether they wish to take one or two weeks leave

· When they want the leave to start

Employees will be able to change their mind about the date on which 

they want their leave to start providing they advise at least 8 weeks in advance (unless this is not reasonably practicable)
Additional paternity leave

An employee may take additional paternity adoption leave if the full amount of adoption leave has not been taken by his partner.
This applies to employees who have been matched with a child for adoption and are notified of this on or after on or after 3 April 2011. Such employees may take up between 2 weeks and 6 months’ additional paternity adoption leave where the mother of the child returns to work before her period of statutory adoption pay (52 weeks) has expired. The leave must be taken in a single block of time between the period of 20 weeks and 12 months after the child has been placed for adoption. 

It is not permissible for the mother of the child to be on adoption leave whilst the father is on additional paternity adoption leave.

The purpose of the additional paternity adoption leave must be to care for the child.
Additional paternity pay

Additional statutory paternity pay (SPP) is payable to adoptive parents, including those adopting from overseas, where they fulfil the eligibility for paternity leave. 

In addition, at the time she returns to work, the adopter must have at least 2 weeks’ adoption leave entitlement remaining. The remaining period may be transferred to the or partner as additional SPP at the same standard weekly rate. Since SMP is payable for up to 39 weeks, partners are eligible to receive SPP only during the remainder of this 39 week period and any additional paternity leave taken beyond that period will be unpaid.

Notification and documentary evidence of eligibility

No later than 8 weeks before the employee wishes the period of additional paternity leave to begin, he must give the Council written notice of:

· his intention to take additional paternity leave;

· the dates on which he proposes that the period of leave will begin and end; and

· the date he received notification of being matched with the child and the date of placement of the child for adoption; or for overseas adoptions, the date that he received official notification and the date that the child entered Great Britain). The form at Appendix 12 can be used for this. The employee’s partner should complete the form at Appendix 12a.

Keeping in touch days

During additional paternity adoption leave, employees may, by agreement, work for up to 10 days (either separately or in a block) without losing entitlement to additional paternity pay or triggering the end of the period of additional paternity leave.

Redundancy during additional paternity leave

If an employee’s job becomes redundant during his additional paternity leave, he will be entitled to be offered any suitable vacancy on terms that are not substantially less favourable to him. Any redundancies will be dealt with in accordance with the Council’s Managing Organisational Change and Redundancy Policy and Procedure. 
6. Miscellaneous other entitlements

There are other entitlements which may not be applicable to every employee. They are: -

Pension scheme

For those in the pension scheme, contributions will be deducted throughout the period of paid maternity, adoption and paternity leave. Contributions are based on employees rate of pay rather than their full pay.

Any contributions payable whilst on nil pay are deferred until the employee has returned to work.  The employee then has 30 days to inform pensions if they wish to repay any contributions. Once calculated, payments can be made in instalments which will be agreed between the Pensions Section of Internal Shared Services and the individual.

Teachers have their own pension scheme. If a period of unpaid leave occurs teachers are advised to contact their pensions agency for advice.

Essential car user allowance

Essential car users, intending to return to work will be paid the Allowance at the full rate for the first 26 weeks of paid maternity, adoption and parental leave. 

Employees not intending to return to work will be paid up until their last day of service.

Car loans

Car loans are repayable whilst maternity, adoption and paternity pay is received. During periods of any unpaid leave the loan is automatically deferred until the individual’s return to work.

Employees not intending to return to work will have to pay their car loan in full.
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3.   Maternity leave notification form (non-teaching Staff)
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7a  Form for partner of employee applying for additional paternity leave/pay
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Appendix 1: Guidance on assessing the risks to new or expectant mothers

Background

The Management of Health and Safety at Work Regulations require to employers to take particular account of risks to new and expectant mothers when assessing the risks at work.

Definition

‘New and expectant mother’ means any employee who is pregnant; who has given birth within the previous six months or who is breast feeding.

Introduction

Pregnancy should not be equated with ill-health, however the expectant mother may suffer health problems which are pregnancy related.  Generally a risk assessment undertaken of work activities should identify hazards and control measures required to address risks to all persons at work.  When undertaking risk assessments, Managers should consider those hazards that may have an harmful effect on the unborn child, with specific regard to activities involving, use of chemicals, exposure to biological agents or radiation, undertaken by employees of childbearing age.

There may be some situations where an employee may be exposed to additional risks by nature of the pregnancy e.g. hormonal changes affecting ligaments, increasing the susceptibility to injury.  The ‘pregnancy risk assessment check list’ lists some of the factors that should be considered when assessing risks to pregnancy employees.  

Process 

As soon as an employee advises their manager or supervisor that they are pregnant, the manager should review the current risk assessments covering the activities undertaken by the pregnant employee using the checklist.  If a risk assessment has not yet been undertaken of any activity, this should be undertaken to identify potential hazards that could harm to all employees and persons coming into contact with that activity.  The checklist will help identify any measures that may be required to protect pregnant and nursing mothers in addition to those to protect other persons.  

Where potential hazards to pregnant and nursing mothers are identified the manager should contact the Occupational Health (Medigold) or occupational Health and Safety.    
Appendix 1 (cont)
Pregnant Workers

Assessment Checklist

 TO BE COMPLETED IN BLOCK LETTERS

Employee’s First Name:..........................Surname:

Date of Birth:.......................................

Ext No:..................................................

Employing Dept or Section:

Location:

Job Title:

Name of Manager or person undertaking assessment:
Ext.

Name of Manager if different from above:

Ext.
Date of assessment:

Expected date of confinement:

   These are the sort of practical questions which a manager should ask before

   carrying out a risk assessment of the activities, processes and agents to which a

   new or expectant mother might be exposed!

   Depending on the answers to the following questions, risk assessments must be

   carried out.  These should be reviewed as changes in the future may trigger the

   need for further assessment.

    Physical Agents

    1.
Is there exposure to shocks, vibration or movement?
Yes ” 
No”
    2.
Will there be exposure to high noise levels?


Yes”
No”
    3.
Is there any exposure to radiation?



Yes”
No”
     4.
Is there any exposure to extremes of


temperatures?






Yes ”
No ”
      5.
Does the movement or posture involved in the

 
work pose a risk to back problems?



Yes ”
No ”
     6.
Does the mental and physical fatigue involved


pose a
risk?






Yes ”
No ”
     7.
Is there any risk of physical violence?


Yes ”
No ”
     8.
Are there slippery, wet surfaces which could pose a 



risk to balance?





Yes ”
No ”
    9.
Any other physical agents not mentioned above?

Yes ”
No ”
  Biological Agents

   is there exposure to any biological agents in hazard

Yes ”
No ”
   groups 2, 3, and 4? (e.g. Hepatitis B, HIV, Herpes, 

   T.B, Syphilis, Chicken Pox, Typhoid)?

   Is there exposure to any biological agents that are

Yes ”
No ”
   known  to cause abortion, or physical/neurological 

   damage?

   Chemical Agents

   Is there exposure to any of the following:

   Substances/labelled

   R40
possible risk of irreversible effects


Yes ”

No”
   R45
may cause cancer




Yes ”

No ”
   R46
may cause heritable genetic damage


Yes ”

No ”
   R61
may cause harm to the unborn child


Yes ”

No ”
   R63
possible risk of harm to the unborn child

Yes ”

No ”
   R64
may cause harm to breastfed babies


Yes ”

No ”
   -
agents known to be absorbed through the skin

   Work conditions
   Are the following undertaken

    -
night duty





Yes ”

No ”
    -
shift work





Yes ”

No ”
    -
prolonged periods of work with no breaks

Yes ”

No ”
    -
work with display screen equipment


Yes ”

No ”
    -
driving






Yes ”

No ”
    -
working in confined spaces



Yes ”

No ”
-         P P E (personal protective equipment) 

 Yes ”

No ”
    Physiological Aspects

   There are certain physiological conditions which occur during pregnancy which         

   should be taken into account   These include:

   -
morning sickness which may be relevant where early morning shifts

             are worked, or where there may be exposure to nauseating smells.

   -
backache, which may be associated with manual handling activities and

             poor work postures.

   -
posture is also significant if varicose veins and/or haemorrhoids develop


the latter also being linked with a hot work environment.

   -
frequent visits to the toilet may be difficult if it is not always possible to


leave the job/site of work.

   -
increasing size may present problems in the use of protective clothing,


of working in confined spaces with manual handling.

   -
dexterity, agility, co-ordination, speed of movement and reach may 


all be impaired due to increasing size.

Notes:

1)
Protective aprons, (i.e. lead aprons) are not deemed necessary for DSE operators.
2)
Following completion of this check-list you will need to proceed to do a risk assessment in order to comply with the Management of Health and Safety at Work Regulations 1999.


If you need guidance please contact Occupational Health and Safety or Occupational Health (Medigold).
Appendix 2: Health & Safety of pregnant employees – referral form for Medigold

1.
This form should be completed by the line manager and forwarded to Medigold in situations where the manager is uncertain about carrying out a risk assessment. This should be done as soon as an employee has notified her manager that she is pregnant.

2.
Medigold will, in conjunction with the manager concerned, arrange for a risk and health assessment to take place.

3. 
Please ensure that the individual’s job profile is attached so that the duties and working environment of the employee can be assessed.

Name





.............................................................................
Grade / Title



.............................................................................
Service 



.............................................................................
Place of work


.............................................................................
Expected date of childbirth

.............................................................................
Phone number


.............................................................................
Manager’s name


.............................................................................
Manager’s title


.............................................................................
Manager’s phone number

.............................................................................
Manager’s signature

.............................................................................
Date





..............................................................................

Employee’s signature

.............................................................................
Date





.............................................................................

Please return to Medigold

Jasmine Hassan

Telephone: 01708 385090 Extension 8390

Fax: 01708 733 511

Email: Jasmine.Hassan@medigold-health.com 

Appendix 3: Maternity leave notification form (non-teaching staff)

Name




................................................................
Service 



.................................................................
Contact number


.................................................................
Payroll number


.................................................................
-------------------------------------------------------------------------------------------------------

I confirm that I have read my entitlements to maternity leave and pay and claim 

as indicated below. Please note that if part of additional maternity leave is not taken by the mother, the entitlement can be transferred to the father as additional paternity leave.

	A)  I will have less than 26 weeks Havering service at the 15th 

    week prior to the expected week of childbirth.

    I will be taking 26 weeks unpaid maternity leave. 


	

	B)  I will have more than more than 26 weeks Havering service at the 15th week prior to the expected week of childbirth but less than one years continuous local government service at the11th week prior to the expected week of childbirth. 

    I will be taking Ordinary and additional Statutory Maternity 

    Leave and claiming payment of 26 weeks SMP. (if eligible). 

	

	C) I will have more than one year’s continuous local government service at the 11th week prior to the expected week of childbirth and intend to return to work.

I will be taking Ordinary and Additional Maternity Leave and will be claiming payment of SMP and/or the occupational scheme.

I would like my occupational half pay to be paid over 12 weeks starting on the 7th week of SMP


	

	D) I will have more than one year’s continuous local government service at the 11th week prior to the expected week of childbirth and have not yet decided whether I intend to return to work.

I will be taking Ordinary and Additional Maternity Leave and wish to claim payment of SMP, but want the Council to retain my occupational payments until 

I have notified that I intend to return to work/or I have returned to work for 3 months (or full time equivalent)*

*Please delete whichever is not applicable
	

	E) I am resigning on account of my pregnancy and will have at least the service indicated in section B, so may be entitled to claim SMP.


	


The date of commencement of my maternity leave will be Sunday ...............

The expected date of childbirth is ……………..

I have attached my MATB1 form / my MATB1 form will follow shortly (please 

indicate)

Signed   ............................................ Date .......................................................

Note: If you have completed either option C or D, please read the following and sign where indicated:

I understand that if I receive payments under the Council’s occupational 

maternity scheme and, subsequently, do not return to work for the London Borough of Havering or another Local Authority, for a minimum period of three months (or the full time pro-rata equivalent, if relevant) I will be required, and, herein agree, to refund to the Council any occupational pay received as part of my Maternity pay.

Signed  ............................................................Date ........................................

Please return this form to your manager for forwarding to Internal Shared Services 

For more information please contact the Internal Shared Service Centre on 01708 433 333.

Appendix 3a: Maternity leave notification form (teaching staff)

Name




................................................................
Service 



.................................................................
Contact number


.................................................................
Payroll number


.................................................................
-------------------------------------------------------------------------------------------------------

I confirm that I have read my entitlements to maternity leave and pay and claim 

as indicated below. . Please note that if part of additional maternity leave is not taken by the mother, the entitlement can be transferred to the father as additional paternity leave.

	A) I will have less than 26 weeks Havering service at the 15th week prior to the expected week of childbirth.

I will be taking 26 weeks unpaid maternity leave. 


	

	B)  I will have more than more than 26 weeks Havering service at the 15th week prior to the expected week of childbirth but less than one years continuous local government service at the11th week prior to the expected week of childbirth.

I will be taking Ordinary and additional Statutory Maternity 

Leave and claiming payment of 26 weeks SMP (if eligible).


	

	C) I will have at least one year’s continuous local government service at the 11th week prior to the expected week of childbirth and intend to return to work.

I will be taking Ordinary and Additional Maternity Leave and will be claiming payment of SMP and/or the occupational scheme.


	

	D) I will have at least one year’s continuous local government service at the 11th week prior to the expected week of childbirth and have not yet decided whether I intend to return to work.

I will be taking Ordinary and Additional Maternity Leave and wish to claim payment of SMP, but want the Council to retain my occupational payments until 

I have notified that I intend to return to work/or I have returned to work for 13 weeks (or full time equivalent)*

*Please delete whichever is not applicable


	

	E) I am resigning on account of my pregnancy and will have at least the service indicated in section B, so may be entitled to claim SMP.


	


The date of commencement of my maternity leave will be Sunday ...............

The expected date of childbirth is …………...

I have attached my MATB1 form / my MATB1 form will follow shortly (please indicate)

Signed   ............................................ Date .......................................................

Note: If you have completed either option C or D, please read the 

following and sign where indicated:

I understand that if I receive payments under the Council’s occupational 

maternity scheme and, subsequently, do not return to work for a minimum 

period of thirteen weeks (or the full time equivalent, if relevant) I will be 

required, and, herein agree, to refund to the Council the 12 weeks’ half rate 

occupational pay received as part of my Maternity pay.

Signed  ............................................................Date ........................................

Please return this form to the your manager for forwarding to Internal Shared Services
For more information please contact the Internal Shared Service Centre on 01708 433 333.

Appendix 4: Entitlement to maternity leave and pay (non-teaching staff)

	Length of Service


	Pay
	Leave

	A) Less than 26 weeks Havering service at the 15th week prior to the expected week of childbirth


	· Nil Pay
	52 weeks unpaid maternity leave

	B)More than 26 weeks Havering service at the 15th week prior to the expected week of childbirth but less than one years continuous local government service at the 11th week prior to the expected week of childbirth

Regardless of intention to return to work


	· 6 weeks at 90% of average earnings off-set against payments made by way of SMP/MA

· 33 weeks at lower rate SMP


	26 weeks Ordinary Maternity Leave

plus 26 weeks Additional Maternity Leave including the week of the birth of the baby.

Unpaid leave begins when paid leave ends

	C) More than one years continuous local government service at the 11th week prior to the expected week of childbirth

Intending to return to work


	· 6 weeks at 90% of average pay off set against payments made by way of SMP/MA

· 12 weeks at half pay plus lower rate SMP/MA (limited to full pay) followed by 21 weeks lower rate SMP.


	26 weeks Ordinary Maternity Leave

plus 26 weeks Additional Maternity Leave including the week of the birth of the baby

Unpaid leave begins when paid leave ends

	D) More than one years continuous local government service at the 11th week prior to the expected week of childbirth

Undecided on intention to return to work
	· 6 weeks at 90% of average pay off set against payments made by way of SMP/MA

· 33 weeks at lower rate SMP

· council may retain payments for occupational half pay if employee wishes


	26 weeks Ordinary Maternity Leave plus 26 weeks Additional Maternity Leave including the week of birth of the baby 

Unpaid leave begins when paid leave ends

	E) Resignation on account of pregnancy 

If service equates to that outlined in B above


	· 6 weeks at 90% of average earnings off-set against payments made by way of SMP/MA

· 33 weeks at lower rate SMP


	


Notes
-


-Payments for statutory maternity pay are dependent on earnings being sufficient to pay National Insurance contributions


-The combination of occupational and statutory maternity pay must not exceed full pay


-Maternity leave shall commence no earlier than 11 weeks before the expected week of childbirth


-Maximum period of maternity leave is up to 52 weeks in total – (including the week of childbirth) 


- Untaken periods of additional maternity leave can be transferred as additional paternity leave

Appendix 4a: Entitlement to maternity leave and pay (teaching staff)

	Length of Service


	Pay
	Leave

	A) Less than 26 weeks Havering service at the 15th week prior to the expected week of childbirth


	· Nil Pay
	26 weeks unpaid maternity leave

	B) More than 26 weeks Havering service at the 15th week prior to the expected week of childbirth but less than one years continuous local government service at the 11th week prior to the expected week of childbirth

Regardless of intention to return to work


	· 6 weeks at 90% of average earnings off-set against payments made by way of SMP/MA

· 20 weeks at lower rate SMP
	26 weeks Ordinary Statutory Maternity Leave plus up to 26 weeks additional unpaid maternity leave including the week of the birth of the baby.

Unpaid leave begins when paid leave ends.



	C) At least one years continuous local government service at the 11th week prior to the expected week of childbirth

Intending to return to work


	· 4 weeks at full pay off set against payments made by way of SMP/MA (provided not less that 90% of an average weeks pay)

· 2 weeks at 90% of average pay off set against payments made by way of SMP/MA

· 12 weeks at half pay plus lower rate SMP/MA (limited to full pay)

· 8 weeks lower rate SMP


	26 weeks Ordinary Statutory Maternity Leave

and up to 26 weeks Additional unpaid maternity leave including the week of the birth of the baby

Unpaid leave begins when paid leave ends

	D) More than one years continuous local government service at the 11th week prior to the expected week of childbirth

Undecided on intention to return to work
	· 6 weeks at 90% of average pay off set against payments made by way of SMP/MA

· 20 weeks at lower rate SMP
	26 weeks Ordinary Statutory Maternity Leave and up to 26 weeks Additional unpaid maternity leave including the week of birth of the baby 

	E) Resignation on account of pregnancy 

If service equates to that outlined in B above


	· 6 weeks at 90% of average earnings off-set against payments made by way of SMP/MA

· 20 weeks at lower rate SMP


	


Notes
-Statutory scheme =A,B, D & E. Occupational scheme =C

-Payments for statutory maternity pay are dependent on earnings being sufficient to pay National Insurance contributions


-The combination of occupational and statutory maternity pay must not exceed full pay


-Employees have the right to return to their job on terms no less favourable than their current post


-Maternity leave shall commence no earlier than 11 weeks before the EWC


-Maximum period of maternity leave is up to 52 weeks in total – (including the week of childbirth) 


- Untaken periods of additional maternity leave can be transferred as additional paternity leave

	Appendix 5
	Log - Keep In Touch (KIT) Days 
	

	Employee Payroll Number:
	 
	 
	
	
	
	

	Name of employee:
	 
	 
	 
	 
	 
	 

	Directorate / Service Area:
	 
	 
	 
	 
	 
	 

	Name of Line Manager:
	 
	 
	Signature:
	 
	Date:
	 

	Name of Manager:
	 
	 
	Signature:
	 
	Date:
	 

	
	
	
	
	
	
	
	

	1. Enter the date for each Keep in Touch day separately
	 
	 
	 

	2. Note that even if an individual attends for part of a day it counts as 1 KIT day
	
	 

	3. Note an employees pay will be made up to full for each KIT day (based on the number of days in that particular month)

	4. Enter details as to how the training or work undertaken will aid the employee's return to work. This is of particular importance where it is proposed that a KIT day be taken during the paid maternity leave, you and the individual concerned need to be clear on how this will ease their return to work following maternity leave; and you need to consider whether it is really benefical to use a KIT day so soon into the maternity leave.

	5. Please note the main purpose of KIT days is to provide training and allow attendance at meetings to help an individual keep in touch with what is happening at work and aid their eventual return to work.  If actual work is undertaken you must be clear as to how this will aid the process.  PLEASE NOTE: an employee can only carry out work under their own contract on a KIT day they cannot come in to cover somebody else's or carry out duties not in their own contract.

	 


	
	 

	KIT Day
	Date
	Training or work undertaken
	Please detail below how the training or work undertaken will aid the individuals eventual return to work.

	1
	 
	 
	 

	2
	 
	 
	 

	3
	 
	 
	 

	4
	 
	 
	 

	5
	 
	 
	 

	6
	 
	 
	 

	7
	 
	 
	 

	8
	 
	 
	 

	9
	 
	 
	 

	10
	 
	 
	 


Appendix 6:  Application for paternity leave/pay

Name



…………………………………………………………

Service Area

…………………………………………………………

Directorate


…………………………………………………………

TO BE COMPLETED BY APPLICANT (FOLLOWING BIRTH OR ADOPTION)

The baby is due on
  …………………

If the baby has been born enter the date of birth  …..……

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

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

Note: SPP can only be taken as one week or two consecutive weeks 

Or

I would like to apply for Maternity Support Leave for ….. days and SPP as above (maximum one week SPP)

I confirm that that I have read the paternity leave procedure and meet the criteria for applying for leave following birth 

I have provided a copy of the MATB1 (birth)

Name................................................................

Signed..............................................................Date..........................................

TO BE COMPLETED BY MANAGER

Delete as applicable

Application approved.

I am not approving the above application because (enter reasons) 

...........................................................................................................................

Name................................................................

Signed..............................................................Date..........................................

Please return this form to your manager for forwarding to Internal Shared Services

For more information please contact the Internal Shared Service Centre on 01708 433 333.
Appendix 7: Application form for additional paternity leave/pay 

Employee name: ___________________________________

Job Title: _________________________________________

Date of commencement of employment: _________________

In respect of my written request to take additional paternity leave, and to receive additional statutory paternity pay (if applicable), dated (date), I confirm that (please tick one box):

	I am the child’s father.


	

	I am not the child’s father, but am married to, the partner or the civil partner of the child’s mother.


	


In addition, I confirm that (please tick each box):

	I have, or expect to have, the main responsibility (apart from the mother’s responsibility) for the upbringing of the child.


	

	The purpose of the period of my additional paternity leave will be to care for the child, and I intend to care for the child during the additional statutory paternity pay period.


	

	The information that I have provided in my written request to take additional paternity leave, and to receive additional statutory paternity pay (if applicable), dated (date) is correct.


	


Signed:
________________________

Date: 

________________________

To qualify for additional paternity leave and pay, the employee must return this form to his manager not less than eight weeks before the start date chosen by him/her for additional paternity leave and pay. The form should then be forwarded to Internal Shared Services.

(A partner is a person, whether of a different sex or the same sex, who lives with the mother and the child in an enduring family relationship but is not a relative of the mother. A “relative” for these purposes includes the mother’s parents, grandparents, sisters, brothers, aunts and uncles).

Appendix 7a: Form for partner of employee applying for additional paternity leave/pay 

Employee name:
___________________________________

Job Title:

___________________________________

Name of child’s mother: ________________________________

Address of mother:
___________________________________

 

          
___________________________________



          
___________________________________



          
___________________________________

Mother’s national insurance number: ______________________

I have now given notice to my employer that I am returning to work from my maternity leave and the relevant details are as follows:

	I became entitled, by reference to becoming pregnant with my child, to either statutory maternity pay or a maternity allowance.


	

	The start date of my statutory maternity pay period, or my maternity allowance period, in respect of my child was:


	

	I intend to return to work from my maternity leave on:


	

	I confirm that the employee named above is (please tick one box):


	

	My child’s father.


	

	Not my child’s father, but my spouse, partner or civil partner.


	


In addition, I confirm that (please tick each box):

	He/she has, or expects to have, the main responsibility (apart from my responsibility) for the upbringing of my child.


	

	The employee is, to my knowledge, the only person exercising the entitlement to additional paternity leave, and is the sole applicant for additional statutory paternity pay, in respect of my child.


	


I consent to the Council processing such of my information as is contained in this form.

Signed:
________________________

Date: 

________________________

To qualify for additional paternity leave and pay, the employee must return this form to his manager not less than eight weeks before the start date chosen by him/her for additional paternity leave and pay. The form should then be forwarded to Internal Shared services.

(A partner is a person, whether of a different sex or the same sex, who lives with the mother and the child in an enduring family relationship but is not a relative of the mother. A “relative” for these purposes includes the mother’s parents, grandparents, sisters, brothers, aunts and uncles).
Appendix 8: Parental leave application form

Name



................................................................................

Service

................................................................................

Post held ....................................................................………

Commencement date of parental leave
......................  End Date…………..  Number of Days........…

--------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY APPLICANT

I wish to apply for parental leave as indicated above. 

I confirm that _____ days parental leave (enter number) have already been taken either by me or my husband/wife/partner, for the child I am applying for parental leave for.

**I confirm that if applying for unpaid parental leave of over 30 days I understand the implications of pro-rated annual leave and superannuation contributions (if in the scheme)

Signed     .............................................   Date.............................................

--------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY LINE MANAGER

Delete as applicable

Application for unpaid parental leave approved.

I wish to postpone the leave on business grounds for six months for the following reasons:

I understand that this request cannot be postponed for more than six months. 

...........................................................................................................................

Name................................................................

Signed..........................................................  Date...........................................

--------------------------------------------------------------------------------------------------------

** This information can be found in the Parental Leave Procedure

Please return this form to Internal Shared Services 
For more information please contact the Internal Shared Service Centre on 01708 433 333.
Appendix 9: Entitlement to adoption leave and pay (non teaching)

	Age of Child
	Entitled to Contractual and Statutory Adoption Pay
	Entitled to Statutory Adoption Pay Only
	Additional Adoption Leave

	From birth up to the age of five


	6 weeks at 90% of average weekly pay

12 weeks at half pay

21 weeks Statutory Adoption Pay
	39 weeks paid leave (SAP)
	13 weeks unpaid leave (AAL)

	Over five years up to the age of sixteen
	4 weeks at 90% of average weekly pay

5 weeks at half pay

30 weeks Statutory Adoption Pay
	39 weeks paid leave (SAP)
	13 weeks unpaid leave (ALL)


Notes  


Payments for statutory adoption pay are dependant on earnings being sufficient to pay National Insurance contributions

Appendix 9a: Entitlement to adoption leave and pay (teaching) 

	Age of Child
	Entitled to Contractual and Statutory Adoption Pay
	Entitled to Statutory Adoption Pay Only
	Additional Adoption Leave

	From birth up to the age of five


	4 weeks full pay

2 weeks at 90% of average weekly pay

12 weeks at half pay

21 weeks Statutory Adoption Pay
	39 weeks paid leave (SAP)
	13 weeks unpaid leave (AAL)

	Over five years up to the age of sixteen
	4 weeks at 90% of average weekly pay

5 weeks at half pay

30 weeks Statutory Adoption Pay
	39 weeks paid leave (SAP)
	13 weeks unpaid leave (ALL)


Notes  


Payments for statutory adoption pay are dependant on earnings being sufficient to pay National Insurance contributions
Appendix 10: Adoption leave application form

Name




.................................................................
Directorate



.................................................................

Service Area



.................................................................
Contact number


.................................................................
Expected date of adoption

.................................................................
Date adoption leave to commence.................................................................

Payroll number


.................................................................

I confirm that I have read my entitlements to adoption leave and pay.

I also confirm that I have been employed with the Council for 26 weeks at the date of this application.

My child will be aged …….. on the date of placement.

I have attached the matching certificate to prove that I have been accepted as the main carer for the child I am to adopt.(If this is not available please attach letters from adoption agency)

Signed ..............................................................Date.........................................

I understand and agree that if I subsequently decide not to return to work for a 

minimum period of 3 months, (or the pro-rated full time equivalent), I will be 

expected to refund the contractual payments made to me during my adoption 

leave.

Signed ..............................................................Date ........................................

Please return the authorised form to your manager for forwarding to Internal Shared Services

For more information please contact the Internal Shared Service Centre on 01708 433 333.

Appendix 11: Application for Paternity pay/leave (adoption)

Name



…………………………………………………………

Service Area

…………………………………………………………

Directorate


…………………………………………………………

TO BE COMPLETED BY APPLICANT (FOLLOWING BIRTH OR ADOPTION)

The child is due to be placed with me on
  …………………

If the child has been placed, enter the date

of birth / placement …..……

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

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

Note: SPP can only be taken as one week or two consecutive weeks 

Or

I would like to apply for Maternity Support Leave for ….. days and SPP as above (maximum one week SPP)

I confirm that that I have read the adoption leave procedure and meet the criteria for applying for leave following adoption 

I have provided a copy of the confirmation of placement (adoption)

Name................................................................

Signed..............................................................Date..........................................

TO BE COMPLETED BY MANAGER

Delete as applicable

Application approved.

I am not approving the above application because (enter reasons) 

...........................................................................................................................

Name................................................................

Signed..............................................................Date..........................................

Please return this form to your manager for forwarding to Internal Shared Services

For more information please contact the Internal Shared Service Centre on 01708 433 333.
Appendix 12: Application form for additional paternity leave/pay (adoption)

Employee name: ___________________________________

Job Title: _________________________________________

Date of commencement of employment: _________________

In respect of my written request to take additional paternity leave, and to receive additional statutory paternity pay (if applicable), dated (date), I confirm that (please tick one box):

	I am adopting a child from within the UK; am married to, the partner or the civil partner of the person who elected to take adoption leave; and have been matched with the child for adoption.


	

	I am adopting a child from overseas; am married to, the partner or the civil partner who elected to take adoption leave; and have, or expect to have, the main responsibility, with my spouse or partner, for the upbringing of the child.


	


In addition, I confirm that (please tick each box):

	The purpose of the period of my additional paternity leave will be to care for the child, and I intend to care for the child during the additional statutory paternity pay period.


	

	The information that I have provided in my written request to take additional paternity leave, and to receive additional statutory paternity pay (if applicable), dated (date) is correct.


	


Signed:
________________________

Date: 

________________________

To qualify for additional paternity leave and pay, the employee must return this form to his manager not less than eight weeks before the start date chosen by him/her for additional paternity leave and pay. The form should then be forwarded to Internal Shared Services.

(A partner is a person, whether of a different sex or the same sex, who lives with the mother and the child in an enduring family relationship but is not a relative of the adopter. A “relative” for these purposes includes the mother’s parents, grandparents, sisters, brothers, aunts and uncles).

Appendix 12a: Form for partner of an employee applying for additional paternity leave (adoption)

Employee name:
___________________________________

Job Title:

___________________________________

Name of child’s primary adopter: _________________________

Address of primary adopter:        _________________________

 

          
                    _________________________



          
                    _________________________



                   
         _________________________

Primary adopter’s national insurance number: ______________

I became entitled, in relation to the adoption of the child, to statutory adoption pay and I have now given notice to my employer that I am returning to work from my adoption leave. The relevant details are as follows:
	The start date of my statutory adoption pay period was:


	

	I intend to return to work from my adoption leave on:


	

	I intend to return to work from my maternity leave on:


	


I confirm that (please tick each box):

	The employee named above is my spouse, partner or civil partner.


	

	The employee is, to my knowledge, the only person exercising the entitlement to additional paternity leave, and is the sole applicant for additional statutory paternity pay, in respect of the child.


	


I consent to the Council processing such of my information as is contained in this form.

Signed:
________________________

Date: 

________________________

To qualify for additional paternity leave and pay, the employee must return this form to his manager not less than eight weeks before the start date chosen by him/her for additional paternity leave and pay. The form should then be forwarded to Internal Shared services.
(A partner is a person, whether of a different sex or the same sex, who lives with the adopter and the child in an enduring family relationship but is not a relative of the adopter. A “relative” for these purposes includes the mother’s parents, grandparents, sisters, brothers, aunts and uncles).
Section Four: More information

For more information please contact the Internal Shared Service Centre on 01708 433 333.
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The London Borough of Havering values the skills and experience of its employees. This policy and guidelines have been produced to enable employees to have a clear understanding of how to apply for maternity, paternity, adoption and parental leave. The policy sets out entitlements for employees in the Council for:





Maternity leave


Paternity leave


Parental leave


Adoption leave
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