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GLOSSARY

Summary of abbreviations and terminology used in this document and associated documents:-

EDC
Expected date of childbirth

MAT B1
Maternity certificate confirming expected date of childbirth (available from GP or midwife around 20th week of pregnancy) 

OMP
Occupational Maternity Pay (paid by Trust)

SMP

Statutory Maternity Pay  

MA

Maternity Allowance  (paid by Dept of Work & Pensions)
OML

Ordinary Maternity Leave  (first 26 weeks)

AML

Additional Maternity Leave  (further 26 weeks)

OPL

Ordinary Paternity Leave (2 weeks)

SPP

Statutory Paternity Pay

APL

Additional Paternity Leave (from 3rd April 2011)

ASPL

Additional Statutory Paternity Pay (from 3rd April 2011)

SC3
‘Becoming a Parent’ form for paternity leave available from the  Human Resources Department

SC4
‘Becoming a adoptive parent’ form for adoption leave available from the Human Resources Department

OAP
Occupational Adoption Pay (paid by the Trust)

SAP

Statutory Adoption Pay  (paid by the Trust via Government)

OAL

Ordinary Adoption Leave  (first 26 weeks)

AAL

Additional Adoption Leave  (further 26 weeks)

1.0
Introduction

1.1
For most employees the Trust’s provisions for Paternity Leave are more preferential than those required by legislation.

1.2
Employees whose children are born or adopted on or after 1 December 2004 will benefit from the ordinary paternity leave and pay provisions of the Agenda for Change terms and conditions.

1.3
Employees whose children are born or adopted on or after 3rd April 2011 will benefit from the ability to request Additional Paternity Leave (APL) as detailed in section 6.0.

1.3
Employees will need to satisfy the following conditions in order to qualify for Ordinary Paternity Leave (OPL).  They must:

· Have or expect to have responsibility for the child’s upbringing; and

· Be the biological father of the child or the mother’s husband or partner, including same sex partners; or

· Be a nominated carer; or

· Be half of an adoptive couple who are adopting a child

2.0
Qualifying Period - Length of Paternity Leave

The partner of a pregnant woman, or the other member of a couple who are adopting jointly will, subject to length of service, be eligible for paternity leave. The maximum duration of Ordinary  Paternity Leave (OPL) is 2 weeks.  This may be taken either in one block or in 2 one week blocks (not odd days) following the date of the baby’s birth, or any day of the week following the birth.  If the baby is born earlier than expected, leave must be completed within the period from the actual date of birth  to the following 8 weeks (56 days).
2.2
Eligibility for occupational paid paternity pay will be 12 months’ continuous NHS service with one or more NHS employers at the beginning of the week in which the baby is due, or actual date of placement in adoption cases.  The employee will receive full pay Including any statutory paternity pay receivable (not totalling more than their normal salary).
2.1 If you have more than 26 weeks and less than 12 months’ continuous NHS service at the 15th week before the baby is due, or actual date of placement in adoption cases, you will be eligible a total of two weeks’ leave where you will be eligible for Statutory Paternity Pay (See Section 3 below)

2.2 If you have less than 26 weeks Continuous NHS Service by 15th week before  EWC or actual date of placement in adoption cases, consideration will be given to allowing up to two weeks unpaid leave, but there will be no entitlement to Statutory Paternity Pay.

2.4
Employees may choose to start their Ordinary Paternity Leave(OPL):

· On any day of the week

· From the date of the child’s birth, or actual date of placement in adoption cases (whether this is earlier or later than expected) or

· From a chosen number of days or weeks after the date of the child’s birth, or actual date of placement in adoption cases (whether this is earlier or later than expected) or

· From a chosen date within 8 weeks (56 days) of the date of the child’s birth, or actual date of placement in adoption cases

2.5
Leave must be completed within 8 weeks (56 days) of the actual date of birth of the child or actual date of placement in adoption cases.
2.6
Only one period of leave will be available to employees irrespective of whether more than one child is born as the result of the same pregnancy, or more than one child is placed in adoption cases.

3.0
Statutory Paternity Pay (SPP)
3.1
Most employees, providing they have had 26 weeks continuous NHS service at the actual date of placement in adoption cases, or the 15th week before the baby is due, will be entitled to Statutory Paternity Pay (SPP) during Paternity Leave when they are not eligible for full pay.

3.2 SPP will be paid for up to two weeks as the employee has chosen.  From 9th April 2012, the rate of SPP will be £135.45 a week or 90% of the average weekly earnings if this is less than £135.45.  Please note SSP rates are updated annually by the Government.
3.3 Employees who have average weekly earning below the Lower Earnings Limit for National Insurance purposes (£107.00 a week from April 2012) will not qualify for SPP.  Employees who do not qualify for SPP may be able to receive Income Support whilst on paternity leave.  Additional financial support may be available through Housing Benefit, Council Tax Benefit, Tax Credits or a Sure Start Maternity Grant.  Further information is available from your local Jobcentre Plus Office or Benefits Agency or from www.dti.gov.uk/er/paternity.htm
4.0
Notice of Intention to take Paternity Leave

4.1
Employees are required to inform their manager of their intention to take paternity leave by the 15th week before the baby is expected, or within 7 days of the adopter being notified of being matched with a child, unless this is not reasonably practicable.  
4.2
Employees must give the employer a completed form SC3 ‘Becoming a Parent’ or SC4 ‘Becoming an Adoptive Parent’ at least 28 days before they want leave to start, unless this is not reasonably practicable.  Both these forms can be obtained from the Human Resources Department or local Inland Revenue Office.   
4.2 You may change your mind about when you would like to start your leave providing you tell your manager, in writing, at least 28 days in advance, or 28 days from your original start date of paternity leave, whichever is sooner (unless this is not reasonably practicable). A copy of the letter requesting this variation must be forwarded by your manager to the Human Resources Department.

4.2
The manager must ensure an ESR3 is completed confirming the dates of paternity leave and the dates of full pay, SPP and unpaid leave. This should be sent to the Trust’s payroll provider with the original copy of form SC3 or SC4 prior to the leave commencing, retaining a copy of the SC3 or SC4 for the employee’s personnel file.

5.0
Return to Work after Paternity Leave

5.1
Employees will be entitled to return to the same job following paternity leave.

6.0
Additional Paternity Leave
6.1
Additional Paternity Leave (APL) applies to those with a baby due on or after 3 April 2011.  There are a number of conditions associated with taking and qualifying for APL, these are:

· The employee is a partner as detailed in section 1.3
· The employee has been continuously employed for at least 26 weeks by the end of the 15th week before the expected week of childbirth; 
· The employee remains in continuous employment until the week before the first week of additional paternity leave; 
· The mother must have ended her maternity leave
· APL must be taken as one continuous period, must be for full weeks and for a period of between two and 26 weeks. APL may be taken at any time between 20 weeks after the date on which the child was born (or adoption date) and the child’s first birthday. 
· Unless the employer agrees to waive the notice requirements APL may not be taken until eight weeks after the date on which the partner gives their employer the required notice. 
6.2 If the mother has not taken her full entitlement to Statutory Maternity Pay (SMP) when she returns to work, the outstanding amount transfers to the partner who is taking APL and is referred to as Additional Statutory Paternity Pay (ASPP). 
6.3 Where both the mother and her partner are employed by the Trust, the needs of the service would normally require that any such application for sharing of leave, whether in paid or unpaid period, should be made prior to the commencement of the mother’s maternity leave.
6.4 In instances where one half of the partnership does not work for the Trust, it is necessary to have written confirmation from the external employer and employee outlining eligibility for APL, expected start and end dates of leave and pay details if appropriate.  When requested, the Trust will provide such details to an external employer.
7.0
Time off for Antenatal Care

7.1
Partners of expectant mothers are entitled to reasonable paid time off to attend antenatal appointments.  For all but the first occasion managers have the right to ask for confirmation of the dates of such appointments (e.g. from an appointment card or similar).

8.0
Protection from Detriment and Dismissal

8.1
Employees will be protected from suffering unfair treatment or dismissal for taking, or seeking to take, paternity leave.

9.0
Further Information

9.1
Please contact your line manager or the Human Resources Department to discuss Paternity Leave in more detail.
9.2
Please refer to related policies: Maternity Leave, Adoption Leave and Parental Leave.
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