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Appendix 7 Glossary of Terms and Forms
1. INTRODUCTION 
This Policy document gives you general information about the Trust’s maternity, adoption, paternity and shared parental leave provisions and helps you make your own decisions about your options for leave.  

This policy reflects the B.E.S.T. values and behaviours adopted by the Trust which have been embedded within all our Policies and ensures that the Trust is fully committed to “Investing in Our People and Embracing Our Values”, whilst demonstrating a positive, caring and empathetic approach.
If there is anything you do not understand or are unsure about, please contact Human Resources, as you may wish to discuss your own personal circumstances before applying for leave. 
2. INFORMING YOUR MANAGER OF PREGNANCY/POSSIBLE ADOPTION 
In order that the process of your maternity/adoption leave can run as smoothly as possible, it is beneficial to let your line manager and Human Resources know, as soon as possible that you are pregnant or there is a possibility of adoption and the date that your baby is due, or the matching date. You may even know at an early stage what date you intend to start your maternity/adoption leave and when you intend to return after your leave. 
Early notification helps us to offer you the best advice we can and allows your line manager to make appropriate plans regarding filling your post during your maternity/adoption leave. You may also wish to discuss with your line manager or Human Resources at an early stage any concerns you have on the effect of any aspect of your duties on your pregnancy. A Risk Assessment for New and Expectant Mothers will be arranged with the appropriate Health and Safety representative or the designated person within your section. 
You must notify your line manager that: 
(a) you are pregnant at the beginning of the 15th week before your Expected Week of Confinement (or, if that is not reasonably practicable, as soon as possible), what the Expected Week of Confinement is and the date on which your Ordinary Maternity Leave is likely to commence. 

or 
(b) You are adopting and that you wish to take adoption leave. This notification must be done within 7 days of being notified by the adoption agency that you have been matched with a child for adoption (or, if that is not reasonably practicable, as soon as possible). 

Form MAL1– NOTIFICATION OF MATERNITY/ADOPTION LEAVE should be completed in all cases. 
3. ANTENATAL CARE 
All pregnant employees are allowed paid time off for antenatal care. Antenatal care includes appointments with your GP, hospital clinics and relaxation classes. You should advise your manager that you will be absent as far in advance of your appointment as possible and except for the first appointment, be prepared to provide your line manager with details of your future appointments. 
3.1 EXPECTANT FATHERS/PARTNERS 
An expectant father or the partner (including same sex partner) of a pregnant woman will be entitled to take unpaid time off work to accompany the pregnant woman for up to two of her antenatal appointments. The time off is capped at six and a half hours per appointment. Employees can also request annual leave or flexi leave where appropriate. 
“Partner” includes the husband or civil partner of the pregnant woman or a person (of either sex) in a long term relationship. 

3.2 SURROGACY ARRANGEMENTS 
The intended parents of a child in a surrogacy arrangement if they expect to be entitled to and intend to apply for a parental order in respect of that child, will be entitled take unpaid time off work to accompany the pregnant woman for up to two of her antenatal appointments. The time off is capped at six and a half hours per appointment. Employees can also request annual leave or flexi leave where appropriate. 
To apply, qualifying partners must declare on the Special Leave Application Form the date and time of the appointment; that they qualify for the unpaid time off through their relationship with the mother; that the time off is for the purpose of attending the ante-natal appointment with the expectant mother and that the appointment has been made on the advice of a registered medical practitioner, nurse or midwife. 
Alternatively employees can request annual leave or flexi leave where appropriate. 
4. PRE-ADOPTION MEETINGS 
Prospective adopters can take reasonable time off to attend up to 5 paid pre-adoption appointments and adopter’s partner 2 unpaid pre-adoption appointments. The employee must be prepared to show evidence of the appointments. 
5. SICKNESS DURING PREGNANCY 
If you are off sick any time up to 5 weeks before your Expected Date of Childbirth, this is counted as normal sick leave. It does not affect your maternity leave. 

If you are off sick four weeks before your baby is due, how your absence is treated and whether your maternity leave starts earlier than planned depends solely on whether your illness is pregnancy related or not. If it is pregnancy related, your maternity leave will be brought forward. Contact Human Resources to discuss your individual circumstances. 
6. MATERNITY/ADOPTION LEAVE ENTITLEMENTS 
All pregnant employees and adoptive parents of children up to the age of 18 years of age are entitled to take up to 52 weeks statutory maternity/adoption leave regardless of their length of service or number of hours worked per week. This period is made up of 26 weeks Ordinary Maternity/Adoption Leave followed by 26 weeks Additional Maternity/Adoption Leave. Additional leave commences on the day immediately following the end of the period of Ordinary leave.  

Pregnant employees whose babies are due, or employees who adopt a child, will have the option of sharing Parental Leave and returning to work early. Please see Section 29 for further details or contact Human Resources. 

7. MATERNITY/ADOPTION START DATE 
7.1 MATERNITY LEAVE DATE 
Maternity leave can commence on any day of the week from the 11th week before your expected week of confinement. You must start your maternity leave no later than your Expected Date of Confinement. 
You must apply for maternity leave in writing by completing the Notification Form (MAL/1 – Appendix 1) as soon as possible, but at least 15 weeks before you want to start your maternity leave. 

You must also submit medical certificate, form MAT B1 with details of your expected week of confinement which will be provided by your Doctor or midwife about 14 weeks before your expected date of confinement. Both the MAT B1 form and Employee Notification Form must be returned to Human Resources. It is imperative that these timescales are met in order that appropriate Statutory Maternity Pay (SMP) payments can be made to you. 

7.2 ADOPTION LEAVE DATE 
Adoption leave can commence 14 days before the expected date of the child’s placement. 

You must apply for Adoption leave in writing by completing the Notification Form (MAL/1- Appendix 1) as soon as possible, but within at least 7 days of being notified of a match. This form should be accompanied by a matching certificate, provided by the adoption agency. 

7.3 EMPLOYER RESPONSIBILITIES 
EAC Human Resources will respond in writing to you within 28 days of the notification of your pregnancy/adoption setting out your payment details and your latest date of return from your maternity/adoption leave period. 

Should you wish to alter the date of the start of your maternity/adoption leave you must give your line manager 28 days’ notice of this change. 

8. HOLDING TWO OR MORE JOBS WITH THE TRUST 
You must ensure that you notify all line managers and Human Resources that you are pregnant/adopting and follow the procedure as detailed above. 
If you hold two or more separate contracts, your maternity/adoption pay will be based on the total pay for all posts. You should discuss this further with Human Resources. 
You may also be eligible for Shared Parental Leave when you hold multiple posts and the arrangements for this are detailed at Section 29. 7 

9. ENTITLEMENT TO MATERNITY/ADOPTION PAY 
Your maternity/adoption pay when you are on leave depends on how long you have been employed by the Trust. 

Less than 26 weeks continuous service 
If you have less than 26 weeks continuous service at: (a) the 15th week before your Expected Week of Confinement, or (b) the week in which you are notified of being matched with a child for adoption by an approved adoption agency, then you are not eligible to receive occupational Maternity/Adoption pay or Statutory Maternity/Adoption Pay. 

However, you may be entitled to Maternity Allowance, which will be paid for 39 weeks. If you do not qualify for SAP, then you may qualify for other allowances and should discuss this eligibility with the Department for Work and Pensions. 

Please note you will still be entitled to up to 52 weeks maternity/adoption leave even if you are not entitled to maternity/adoption pay. 

26 weeks continuous service 
If you have at least 26 weeks continuous service at: (a) the 15th week before your Expected Week of Confinement, or (b) the week in which you are notified of being matched with a child for adoption by an approved adoption agency, then you are entitled to up to 39 weeks paid maternity/adoption leave and 13 weeks unpaid maternity/adoption leave. Paid leave will be as follows: 

(1) The first 6 weeks are paid at nine-tenths of your weekly pay, offset against any payments of SMP/SAP or Maternity/Adoption Allowance (MA/AA) you may be entitled to. 

(2) The next 12 weeks are paid at half your weekly pay, plus any payments of SMP/SAP or MA/AA you may be entitled to, subject to the total not exceeding your normal full pay. 

(3) The remaining 21 weeks are paid at the current applicable SMP/SAP rate or 90% of average weekly earnings, whichever is the lesser amount. 
In order to qualify for SMP/SAP, women must have average weekly earnings in the 8 weeks up to and including the qualifying week (the 15th week before the expected week of childbirth/week of notification of adoption) at or above the lower earnings limit for the payment of National Insurance contributions which applies at the time of leave. More information on the applicable lower earnings limit can be found from the Department for Work & Pensions. 
If you are unsure whether you will return to work after your maternity/adoption leave, you may choose to defer receiving your 12 weeks half pay until you return to work. If you do not return to work for a period of at least 3 months after your maternity/adoption leave, you will be asked to repay your Occupational Maternity/Adoption Pay i.e. 12 weeks at half pay. 
Note: If you decide to return to work for all or part of any week before your Maternity/Adoption Pay is exhausted, your Maternity/Adoption Pay will reduce by a week for each week or part week in which you work. (Keeping-in-touch days are not considered as a return to work – please refer to Section 12.) 
If you do not qualify for SMP/SAP, the Payroll Section will issue you with form SMP1/SAP1, which explains why you are not entitled to SMP/SAP. You need this form if you wish to claim Maternity Allowance (MA) from your local Benefits Agency Office. Claims for MA should be made using form MA1 which you can obtain from your antenatal clinic or Benefits Agency Office. If you are not entitled to SAP, you should contact the Department for Work and Pensions. 

10. RESIGNATION BEFORE BABY IS DUE 
If you resign from the service of the Trust from the 15th week before your baby is due, or within the week in which you are notified of being matched with a child you may still qualify for SMP/SAP, provided you meet the appropriate earnings criteria. 
(a) You must apply for SMP at least 28 days before you wish payment to start and send form MAT B1 with your application. 

(b) You must apply for SAP at least 7 days before you are due to be matched with a child. 

If you resign before telling us when you want your SMP to start, it is paid from the later of either:
· The 11th week before your Expected Date of Confinement 
· The start of the expected week of placement; or 

· The start of the week after your employment ends 

11. PREMATURE BIRTH 
If your baby is born early and you have not yet started your maternity leave, your Maternity Pay Period will be the period of 52 weeks starting from the day following the birth. Medical evidence must be provided showing confirmation of the date the baby was due and the date of the birth. This information must be submitted within 21 days after the date of birth. 

If your baby is born early and you have already started your maternity leave, you will receive your SMP as if your baby has been born in your Expected Week of Confinement. 

Please Note: If your baby is born early it may impact on any shared leave agreement in place and you will require to notify your Human Resources Officer of the changed date. 

12. ADOPTION PLACEMENT ENDS 
Where an adoption placement ends for any reason during the adoption leave, the employee should notify Human Resources. Where the adoption placement ends within the first 26 weeks of adoption leave the employee will be entitled to remain absent from work until the end of the 26 week period. 

Where the adoption placement ends after the 26th week of adoption leave, the employee will be entitled to remain absent for up to 8 weeks after the end of the placement or until the end of the adoption leave period whichever is sooner. You should notify Human Resources in writing at least 8 weeks before you expect to return. 

Where an expected placement does not take place, but adoption leave has already started further adoption leave and pay will be available for 8 weeks following the date of notification that the child will not be placed. 
13. MAINTAINING CONTACT DURING MATERNITY/ADOPTION LEAVE 
Employers with employees on maternity/adoption leave are entitled to make reasonable contact with each other. For example, you may be contacted to discuss your planned date of return to work or similarly you may wish to make contact to discuss any flexible working or Shared Leave arrangements you may wish to pursue. 

14. KEEPING IN TOUCH DAYS 
Keeping-in-touch days allow employees to work during maternity/adoption leave for up to 10 days by mutual agreement with their line manager. These days facilitate occasional training or attendance at work during maternity/adoption leave without bringing the statutory maternity/adoption period to an end. If you attend work or training, you will be paid your normal rate of pay for the hours in attendance which will be offset against any payments of SMP/SAP or MA that you may be entitled to. 

You can work for a whole day or only part of a day and it will still be classed as one keeping-in-touch day. There is no obligation either for managers to offer or for employees to accept work on this basis. Managers and employees must be clear as to what is regarded as a keeping-in-touch day for payment purposes. You will only receive a payment for the actual hours worked. 

Once you have completed your keeping in touch days you should submit form MAL/3 – Appendix 3, detailing the days you attended work and authorised by your line manager. Payment for these days will be processed and paid in the first available pay period upon receipt of this form. 

15. RETURNING TO WORK AFTER MATERNITY/ADOPTION LEAVE 
You may return to work again at any time during your maternity leave, but not within two weeks of giving birth. This is a period of compulsory maternity leave. Similarly where a child is placed with you through adoption, you must take the first 2 weeks after placement as adoption leave. 

Employees who wish to return to work before the end of the Additional Maternity/Adoption Leave period (the end of the 52nd week) must give at least 8 weeks’ notice of their intention to return to work. Employees who wish to return at the end of the Ordinary Maternity/Adoption Leave period (the end of the 26th week) will also be regarded as returning early and will therefore be required to give at least 8 weeks’ notice. 

Should you fail to give the appropriate notice, the Trust may postpone your return by up to 21 days to a date no later than the end of the maternity/adoption leave period. 

16. BREASTFEEDING AT WORK POLICY 
If you intend to breastfeed your baby or express milk, you should notify your line manager of your intentions in advance of your return to ensure appropriate facilities are available. Full details of the Breastfeeding at Work Policy are available from Human Resources or on the staff intranet. 
17. SICKNESS FOLLOWING MATERNITY/ADOPTION LEAVE 
If you are unable to return to work due to illness on the day following your full maternity/adoption leave period (the end of the 52nd week) or on the return date you have earlier confirmed, normal arrangements for sickness absence will apply. 

Sickness allowance will not be payable out with the instances mentioned above unless you have given the appropriate notification that you intended to return to work at the end of the 8 week notice period. Normal sickness conditions will commence after this period and you will remain on maternity/adoption leave during the 8 week notice period. 

Where you have indicated your date of return and your sickness commences during the first 39 weeks of paid maternity/adoption leave, you will revert to being paid SMP/SAP and Occupational Maternity/Adoption Pay if applicable. SSP is therefore not payable and an SSP1 form will be issued. 

18. UNABLE TO RETURN AFTER MATERNITY/ADOPTION LEAVE 
If you have any problems or are unsure about when you are due to resume work contact either your line manager or Human Resources. They will be able to advise you on the options available to you if, for example due to unforeseen circumstances, you wish to resign from the Trust. If you fail to resume work after your maternity/adoption leave without agreement, your manager will take normal unauthorised absence action. 

If you are unsure whether you will return to work after your maternity/adoption leave, you may choose to defer receiving your 12 weeks half pay until you return to work. If you do not return to work for a period of at least 3 months after your maternity/adoption leave, you will be asked to repay your Occupational Maternity/Adoption Pay i.e. 12 weeks at half pay. 

19. RETURNING TO YOUR JOB 
You have the right to return to the job you left at the start of your maternity/adoption leave unless a redundancy situation has arisen in which case you may be offered suitable alternative employment. (“Job”, for this purpose, means the nature of the work which you are employed to do and the capacity and place in which you are employed.) You should take the opportunity to discuss this with your line manager or Human Resources prior to commencing your maternity/adoption leave. 

20. RETURNING TO WORK JOBSHARE 
If you decide that you wish to return to work on a job share basis, you should discuss this with your line manager as soon as possible. You must apply in writing to your line manager at least 8 weeks before the date you wish to start your job share. 

21. RETURNING TO WORK FLEXIBLY/CAREER BREAK 
If you decide that you wish to return to work on a flexible working arrangement basis, you should discuss this with your line manager as soon as possible, but no later than 8 weeks before your return. 

If you wish to consider applying for a career break at the end of your maternity/adoption leave, again you should discuss this with your line manager as soon as possible, but no later than 8 weeks before your return. 
22. BECOMING PREGNANT OR BEING NOTIFIED OF ADOPTION DURING OR IMMEDIATELY AFTER A CAREER BREAK 
As this will have an impact on your maternity/adoption pay, you should contact Human Resources who will be able to offer assistance. 

23. ANNUAL LEAVE ENTITLEMENT 
Your maternity/adoption leave does not affect your annual leave entitlement. You will retain your full entitlement to annual leave for the period when you are on maternity/adoption leave. 

You may take annual leave before or after your maternity/adoption leave or during any period of shared parental leave, however this will require to be authorised by your manager dependent on service requirements as normal. If you wish to take your annual leave after your maternity/adoption leave, EAC Human Resources will write to you confirming your entitlement once you have confirmed your return to work date. 

Shared Parental Leave is granted in addition to your annual leave and therefore will not impact on your entitlement to annual leave. 

24. PUBLIC HOLIDAY ENTITLEMENT 
You will be entitled to time off in lieu for any designated public holidays that occur during your maternity/adoption leave. This would also apply to any periods of Shared Parental Leave 

This will be confirmed in writing to you once you have confirmed your return to work date. 

25. PENSION CONTRIBUTIONS WHILE ON MATERNITY/ADOPTION LEAVE 
If you are a member of the Local Government Pension Scheme and are eligible to receive occupational maternity/adoption pay or SMP, your pension contributions will be taken from the pay you receive during your period of paid Ordinary Maternity/Adoption Leave. 

If you continue your leave for a period of Additional Unpaid Maternity/Adoption Leave or Unpaid Shared Parental Leave this will not count towards your total membership of the of the Local Government Pension Scheme unless you elect to pay Additional Pension Contributions (APCs). If you wish to purchase the amount of lost pension and make the election within 30 days of returning to work. 

If you decide not to pay contributions for this period, it will not count towards your total membership of the Local Government Pension Scheme, however it will not constitute a break in pensionable service. 

During periods of statutory shared parental leave which are paid, pension contributions will continue to be made. Contributions will be based on actual pay. 
26. IMPACT ON SALARY SACRIFICE SCHEMES OF MATERNITY/ADOPTION LEAVE 
If you have elected to participate in any type of salary sacrifice scheme such as Home Technology Scheme, Cycle to Work Scheme, Childcare Vouchers, your repayments will continue to be deducted from your Occupational Maternity/Adoption Pay. No deductions/repayments will be required during periods of unpaid maternity, adoption or parental leave, but they will recommence when you return to work. Should you decide not to return to work after a period of unpaid Parental Leave, a debtors account will be issued to you for any balance outstanding. 

27. PARTNER’S ENTITLEMENT TO TIME OFF 
Maternity/Adoption Support Leave - Employees of the Trust who are fathers, partners or nominated carers are entitled to Maternity/Adoption Support Leave of 5 days with full normal pay. The nominated carer is the person nominated by the mother or adopter to assist in the care of the child and to provide support to the mother/adopter at or around the time of the birth or placement. 

Ordinary Paternity Leave – Employees who are the biological father or are married to or are the partner of the expectant mother or adopter who have at least 26 weeks continuous service at the beginning of the 15th week before the expected week of confinement or placement are entitled to Ordinary Paternity Leave, which is an additional period of 5 days paid at the SPP rate. 

If an employee chooses to take both Maternity/Adoption Support Leave and Paternity Leave, this must be taken as a block of 2 weeks and cannot be taken as 2 single weeks. The leave can start on any day of the week, but must be taken within 56 days beginning with either the child’s birth date, the first day of the Expected Week of Confinement or the placement date.  
Further leave may be granted but this will be either annual leave or special leave without pay. Applications for Ordinary Paternity Leave must be made in writing to the line manager concerned. 
Employees must notify their Line Manager in writing by the 15th week before the expected week of childbirth or within 7 days of being notified by adoption agency of a match with a child, or as soon as it is reasonably practicable. Form MAL/2 attached at Appendix 2 should be used for this purpose. 

Employees may alter the date on which their leave starts by giving 28 days’ notice to their Line Manager. 

28. PARENTAL OR ADOPTIVE LEAVE 
Employees who have at least one year's continuous service can apply for a period of unpaid parental or adoptive leave immediately following the period of maternity/adoption leave.  
You can apply to take the unpaid leave in blocks of 1 week and no more than 4 weeks per year. The total amount of unpaid leave that can be taken is 18 weeks and is available to be taken by eligible parents or adopters of children up to the age of 18.

If your child has a disability then unpaid parental or adoptive leave can be taken a day at a time, however where a part of an employee’s working week is taken as Parental or Adoptive Leave it will count as a full week of his/her entitlement. 

If you wish to apply for a period of parental/adoptive leave immediately following your maternity/adoption leave, you must apply in writing to your line manager, giving a minimum of 21 days’ notice. 
This will either be 21 days prior to the beginning of the expected week of confinement or in the case of Adoptive Leave it will be 21 days before the expected week of placement, where reasonably practicable. You should discuss your individual circumstances with Human Resources. 

29. SHARED PARENTAL LEAVE 
Shared Parental Leave (SPL) enables eligible mothers, fathers, partners and adopters to choose how to share time off work after their child is born or placed for adoption with them. Parents/adopters can be off work at separate times or together and can each take up to 3 separate blocks of leave. 

30. QUALIFYING FOR SHARED PARENTAL LEAVE 
Shared Parental Leave has been available to employees since 5 April 2015.  The parent/partner applying for Shared Parental Leave must be the child’s father, mother or adopter’s husband or civil partner at the time of birth or placement or a partner who lives with the mother/adopter and the child in a family relationship. If there is more than one partner, the mother/adopter can select the partner with whom she will share the leave. 
Both the mother/adopter and partner must share the care for the child and must meet certain eligibility criteria: 
· The mother/adopter must be eligible for maternity/adoption pay or leave or maternity allowance 
· The parent/partner taking the leave must have worked for the same employer continuously for 26 weeks at the end of the 15th week before the due date (or by the date you’re matched with your adopted child) and still be employed in the first week that shared parental leave is to be taken 
· The employee’s partner must meet the “employment and earnings test” i.e. must have worked for 26 weeks in the 66 weeks leading up to the due date and have earned above the maternity allowance threshold of £30 a week in 13 of the 66 weeks. (These weeks do not need to be in a row) 

In the event that only one parent/adopter in a couple is eligible for Shared Parental Leave then they are unable to share the leave between them. Only the partner who meets the eligibility criteria will be able to take the shared leave. 
For example: Where the mother/adopter is self-employed and has worked 26 weeks in the 66 weeks leading up to the due date and has earned over £30 per week in 13 of the 66 weeks, then where the partner is employed by the Trust and meets the continuity of service criteria, then they can take some of the mothers/adopters leave at the same time as the mother/adopter is on maternity/adoption leave, as long as a curtailment notice has been submitted.
31. ENTITLEMENT FOR ELIGIBLE PARENTS/ADOPTERS 
When taking up Shared Parental Leave, mothers/adopters must be aware that this will bring their maternity/adoption leave period to an end leaving the remainder of the leave to be shared. 

Mothers must take a minimum of 2 weeks statutory maternity leave after the birth of their baby. The adopter must take 2 weeks adoption leave. 

If eligible and the mother/adopter wishes to end her maternity/adoption leave early then the partner can take the rest of the leave (up to a maximum of 50 weeks) as Shared Parental Leave. For example a mother/adopter could end her maternity/adoption leave after 12 weeks, leaving 40 weeks in total available for shared parental leave. 

Both parents can choose to be off work at the same time provided that the total period of maternity/adoption and shared leave does not exceed 52 weeks. 

32. EMPLOYEES WITH MORE THAN ONE POST 
For Statutory Maternity/Adoption Leave and Pay, all posts you hold with the Trust will be used to calculate any Maternity/Adoption Leave and Pay you may be entitled to. Therefore were you to return to one of the posts early, you may be considered to have returned from Maternity/Adoption Leave completely. Further advice on this can be provided by Human Resources. 
Where an employee has more than one post and meets the criteria for Shared Parental Leave and Shared Parental Pay, the mother must curtail her maternity/adoption leave on all posts at the same time. You cannot therefore return to work as a result of an approved request for Shared Parental Leave, but continue to be on Maternity/Adoption Leave and pay in another post. 

33. NOTIFICATION REQUIRED FOR SHARED PARENTAL LEAVE 
8 weeks’ notice must be given in writing for any periods of Shared Parental Leave. The notice must include the following details: 

· How much leave is available 

· How much leave you are entitled to take 

· How you expect to take it i.e. continuous/discontinuous blocks 

Form SPL/ 1 – Appendix 4 should be completed to curtail Maternity/Adoption Leave, provide details of your partner who is sharing the leave and provide details for either continuous or dis-continuous blocks of Shared Parental Leave. 
34. HOW SHARED PARENTAL LEAVE WORKS 
Blocks of Leave 

Each eligible partner has the right to take 3 blocks of shared parental leave.  

Each notice can be for a block of leave, or the notice may be for a pattern of “discontinuous” leave involving different periods of leave. Each block of leave must be no shorter than 1 week. 

Continuous blocks of leave must be agreed, where eligibility criteria has been met (See Section 30) and you will receive a response within 14 days of receipt of your notification. 

Requests for discontinuous blocks will be considered individually by the service and will only be agreed once any potential impact on the service has been considered. There is no automatic right to discontinuous blocks of leave. 

Where blocks of discontinuous leave are refused then you can either withdraw your request for SPL or choose to take the leave as a continuous block. If you wish to do this you must do so within 5 days of being informed that the discontinuous block has been refused. 

35. VARIATION/CANCELLATION OF SHARED PARENTAL LEAVE 
You are permitted to vary or cancel an agreed period of SPL, provided that you advise the Trust in writing at least 8 weeks before you want the variation/cancellation to apply. Any new start date cannot be earlier than 8 weeks from the date of the request to vary or cancel the leave. Form SPL/2 – Appendix 5 should be completed for notifications to vary or cancel leave. 

If your child is born early or the date of placement of a matched child changes and this will impact on any agreed period of SPL a revised agreement should be reached and a letter confirming a variation to the start date will be issued to you. 

36. ENTITLEMENT TO SHARED PARENTAL PAY 
Shared Parental Pay (ShPP) 

You will be paid the weekly shared parental pay rate applicable at the time of your leave and the number of weeks paid will be dependent on the amount of maternity/adoption leave and pay already taken. 

Please note that if you have taken 39 weeks maternity leave, then any Shared Parental Leave taken thereafter will be unpaid. You may still request blocks of leave up to a maximum of 13 weeks, but this will be unpaid. 
37. SPLIT DAYS 
For parents who take Shared Parental Leave, Shared Parental Leave In Touch days (known as SPLIT days) are available to use to attend work for up to 20 days per parent for meetings, training etc. without bringing the Shared Parental Leave to an end. These are in addition to the 10 days available as Keeping in Touch days, discussed at Section 14. 

If you attend work or training, you will be paid your normal rate of pay for the hours in attendance which will be offset against any payments of Shared Parental Pay that you may be entitled to during the block of shared leave you are on at the time of attending work. 

You can work for a whole day or only part of a day and it will still be classed as one SPLIT day. 
There is no obligation either for managers to offer or for employees to accept work on this basis. Managers and employees must be clear as to what is regarded as a SPLIT day for payment purposes. 

Once you have completed your SPLIT days you should submit Form SPL/3 – Appendix 6 detailing the days you attended work and authorised by your line manager. Payment for these days will be processed and paid in the first available pay period upon receipt of this form. 

38. SURROGACY ARRANGEMENTS 
If you use a surrogate to have a baby, you must inform us in writing of the due date and when you want to start your leave at least 15 weeks before the expected week of birth. 

We also require a written statement (‘statutory declaration’) to confirm you have applied or will apply for a parental order in the 6 months after the child’s birth. You must sign this in the presence of a legal professional. Alternatively if you are not genetically linked to the child, then you require to adopt the child to allow parenthood to pass from the surrogate and we require a copy of the matching certificate and details of the adoption agency used. 

If you use a surrogate and where you meet the appropriate eligibility criteria, as previously described, you will be entitled to adoption leave and pay and your partner will be eligible for Paternity Leave and Pay. If you are not eligible for paid leave, you may be able to take Parental Leave or Annual Leave. 

If you are the surrogate you have the right to 52 weeks Maternity Leave and where you meet the appropriate eligibility criteria you will have the right to receive statutory and occupational maternity pay. 

Record of Change

	Date Reviewed

	September 2021






Appendix 1

MAL/1












EAST AYRSHIRE LEISURE

NOTIFICATION OF MATERNITY/ADOPTIONLEAVE
TO:  Human Resources, The Opera House, John Finnie Street, Kilmarnock, KA1 1DD

	Note to Employee

Before completing this notification of maternity/adoption leave, you should familiarise yourself with Statutory Maternity/Adoption Pay Provisions and the Trust’s Maternity/Adoption Scheme (Advice can be obtained from your Human Resources Officer).  

You must notify your Service of the following at least 14 weeks before you intend to start taking your maternity leave and for adoption leave, within 7 days of being notified of the match, if reasonably practicable.




	MATERNITY LEAVE

	
1 I write to confirm that I am pregnant and that

     my expected date of childbirth is:                             








        DATE       MONTH          YEAR
2 I enclose a maternity certificate (MAT B1)                    Tick
     giving my expected week of childbirth                 

3   I wish to apply for maternity leave starting on:                    

                                                                                         DATE       MONTH         YEAR
Name ...................................………..                              Service .....................................  
Employee No........................
Signature ..............................................................                        Date ........................



	ADOPTION LEAVE

	

4.   I write to confirm that I am adopting and that

      the date of match is:                             








        DATE       MONTH          YEA
5.   I enclose a matching certificate                     

Tick
     giving my match date

6.  I wish to apply for adoption leave starting on:                    

                                                                                           DATE       MONTH         YEAR
Name ...................................………..                                 Service .........................................  
Employee No ........................

Signature ..............................................................                          Date .......................




For official use only


MAL/2












EAST AYRSHIRE LEISURE
APPLICATION FOR SUPPORT LEAVE (MATERNITY AND ADOPTION)
One week Maternity/Adoption Support Leave with full normal pay is granted to employees who are fathers, partners or nominated carers. The nominated carer is the person nominated by the mother or adopter to assist in the care of the child and to provide support to the mother or adopter at or around the time of the birth for maternity or placement for adoption. 

An additional week paid at Statutory Paternity Pay rate is only available to fathers or partners of an expectant mother/adopter who have at least 26 weeks continuous service at the beginning of the 15th week before the expected week of confinement/week in which the adopter is notified of being matched with the child. 

Where an employee elects to take 2 weeks’ leave these weeks must be consecutive.  The leave can start on any day of the week, but must be taken within 56 days beginning with either the child’s birth date or placement date or the first day of the Expected Week of Confinement. 

This application should be submitted to your Line Manager for approval by the 15th week before the expected week of confinement/within 7 days of the adopter being notified by their adoption agency that they have been matched with a child.  If this is not possible, notification should be as soon as is reasonably practicable.  

	EMPLOYEE DETAILS
	

	Name
	

	Service
	

	Employee Number
	

	Designation
	

	Place of Employment
	

	National Insurance Number
	

	Relationship to Expectant Mother/Adopter
	

	Expected Date of Confinement or, if the baby has been born, please enter the actual date of birth
	

	Placement date (Adoption only):
	

	I would like my leave to start on
	

	
A. 
I wish to apply for 1 week Maternity/Adoption Support Leave (please sign Declaration A)           


B. I wish to apply for 1 week Maternity/Adoption Support Leave and 1 week Paternity/Adoption 


Leave (this will be paid at Statutory Paternity/Adoption Pay rate) (please sign Declaration B)


*  Please tick appropriate box


	EMPLOYEE DECLARATION

	DECLARATION (A)
I declare that I am the father, partner or nominated carer of an expectant mother/adopter and that I am applying for leave to support the child’s mother/adopter or care for the child. 

Signature __________________________________   Date _______________
DECLARATION (B)
I declare that I am the father/partner of an expectant mother/adopter and that I am applying for leave to support the child’s mother/adopter or care for the child and I will be responsible for the child’s upbringing.

Signature __________________________________   Date _____________








MAL/3     






       

Appendix 3
EAST AYRSHIRE LEISURE

KEEPING IN TOUCH DAYS (KIT) NOTIFICATION

This form should only be submitted for Keeping in Touch Days which have already been authorised and taken place.  Payment for these days will be processed and paid in the first available pay period upon receipt of this form.

	EMPLOYEE DETAILS

	NAME:
	

	DESIGNATION:
	

	SERVICE:
	

	NI NUMBER:
	

	EMPLOYEE NUMBER:
	

	KEEPING IN TOUCH DAYS DETAILS

	DATE COMMENCED MATERNITY/ADOPTION LEAVE:
	

	DATE(S) OF KEEPING IN TOUCH DAY(S):
	

	NUMBER OF HOURS WORKED ON KIT DAY:

(Any hours worked on a particular day will amount to one whole KIT day)
	

	NUMBER OF REMAINING KIT DAYS:

(Please note that up to 10 KIT Days can be taken during a maternity leave period)
	


EMPLOYEE DECLARATION

I confirm that I have attended work on the specified date(s) above.

Employee Signature_____________________________________  Date_______________

Line Manager Signature__________________________________  Date_______________

Line Manager Designation____________________________________________________ 


This form should be returned to Human Resources, Opera House, 8 John Finnie Street, Kilmarnock, KA1 1DD once complete and fully authorised.

Checked by HR: ____________________ Date: __________________________

SPL /1









Appendix 4
                    
EAST AYRSHIRE LEISURE

APPLICATION FOR SHARED PARENTAL LEAVE

NOTIFICATION OF ENTITLEMENT & INTENTION

You must give 8 weeks’ notice of your intention to take Shared Parental Leave by completing the fields below provided that you and your partner meet the required elements of the eligibility criteria.  You will be required to detail the pattern of leave requested i.e. a continuous block of unbroken leave or a discontinuous block where leave is taken over a period of time with breaks in between when you return to work.  This application will count as 1 of your 3 permitted notifications to book/vary leave.

	EMPLOYEE DETAILS



	Name:


	

	Designation:

	

	Continuous Service Date:

	

	Salary:
	

	Service:
	

	NI Number:
	

	Employee Number:
	


	SHARED PARENTAL LEAVE DETAILS



	MATERNITY - Expected date of Child birth:
	

	MATERNITY - Child’s actual birth date:

(if birth already taken place)
	

	ADOPTION – Date notified of match
	

	ADOPTION – Date of Placement
	

	Date Maternity/Adoption leave started:
	

	Date statutory maternity/adoption pay or maternity allowance started:
	

	End date of statutory maternity/adoption pay or maternity allowance:
	

	Shared Parental Leave entitlement 

	How many weeks of maternity/adoption leave did you or will you have taken:
	

	Have you or your partner previously taken any weeks of Shared Parental Leave in respect of this child?


	Yes   /   No

	Number of weeks Shared Parental Leave available to be taken:
	

	Number of weeks Shared Parental Pay available to be taken:
	

	Number of weeks of Shared Parental Leave and pay being requested:
	

	Pattern of leave requested by employee:

Continuous block* – start and end date of leave:
	

	Discontinuous block – start and end dates of patterns requested:
	


	DETAILS FOR THE SHARING PARTNER

	Name:
	

	Pattern of leave requested by partner:

Continuous block* – start and end date of leave:
	

	Discontinuous block – start and end dates of patterns requested:


	

	Home Address:
	

	Telephone Number:
	

	Name and Business Address of Employer:

(Including contact name and telephone number).


	

	NI Number:
	

	Are you employed or self-employed?
	

	Start date of current employment:
	

	Employee Number (if available):
	


*Please note that continuous blocks must be taken in a minimum of 1 week blocks up to a maximum of 3 blocks being taken.

EMPLOYEE DECLARATION
I confirm that I meet the eligibility criteria for Shared Parental Leave and Pay in that I have 26 weeks continuous employment in the 15th week before the expected week of childbirth and have remained in continuous employment until the week before any proposed shared leave is taken.  I also confirm that where Shared Parental Leave and Pay are to be taken, I am entitled to statutory maternity/paternity/adoption pay in respect of the child.

I am the mother/father/adopter of the child (please circle appropriate option)

If I cease to be eligible for leave I will inform the Trust.

SIGNATURE__________________________________ DATE_______________

PARTNER’S DECLARATION

I am the mother/father/adopter of the child (please circle appropriate option)

I am the Spouse/Civil Partner/Partner of the Mother/Adopter (please circle appropriate option)

I confirm that I meet the eligibility criteria for Shared Parental Leave in that I have 26 weeks continuous employment in the 15th week before the expected week of childbirth and have remained in continuous employment until the week before any proposed shared leave is taken.  I also confirm that where Shared Parental Leave and Pay are to be taken, I am entitled to statutory maternity/paternity pay in respect of the child.

I have the main responsibility for the child along with the employee.

I consent to the amount of Shared Parental Leave that the employee intends to take.

If I cease to be eligible for leave I will inform my partner.

I consent to East Ayrshire Council processing the information contained in this form and contacting my employer where required.

SIGNATURE__________________________________ DATE_______________

CHILDS BIRTH/ADOPTION CERTIFICATE:

I confirm that I have attached/will forward as soon as possible, a copy of the child’s birth certificate to this form.

This form should be returned to Human Resources, Opera House, 8 John Finnie Street, Kilmarnock, KA1 1DD once complete and fully authorised
	For office use only:
	Date rec’d:

	Approved by HRO?
	Yes / No

Date Checked                Initials:

	Payroll Check complete for pay purposes?

	Yes  /  No

Date Checked:               Initials:

	Check Required with Partner Employer?
	Yes  /  No

Date Checked:               Initials:

	Birth Certificate received?


	Yes / No

Date Rec’d                     Initials:

	Approval from Line Manager?
	Yes  /  No

Date Checked:               Initials:

Name of Line Manager:



SPL /2 



    


                                                Appendix 5
EAST AYRSHIRE LEISURE

NOTIFICATION TO VARY/CANCEL AGREED SHARED PARENTAL LEAVE

Any variation to agreed Shared Parental Leave must be submitted using this form at least 8 weeks before the variation/cancellation applies.

You are permitted to submit only 3 notifications to book or vary Shared Parental Leave.  Form SPL1 which will have been completed in your initial application counts as 1 of your permitted notifications and any subsequent applications or variations will also count towards your total of 3 applications.  If a notice is withdrawn it does not count towards the cap of 3 booking notifications, however, cancellations for continuous leave may not be authorised.

Cancellations for discontinuous leave must be processed within 15 days of providing notice of leave.  Cancellation notices received after this time will require to be processed as variations.

	EMPLOYEE DETAILS



	Name:
	

	Designation:
	

	Continuous Service Date:
	

	Salary:
	

	Service:
	

	NI Number:
	

	Employee Number:
	


	SHARED PARENTAL LEAVE DETAILS



	Are you varying or cancelling leave?


	

	If cancelling, please provide 

cancellation date:
	

	Start and End Dates of Original Agreed Leave


	

	Proposed Variation to Shared Parental Leave
	

	Number of Weeks Leave Remaining Following Variation
	


EMPLOYEE DECLARATION

I confirm that I have given the appropriate 8 weeks’ notice regarding the variation/cancellation on my Shared Parental Leave arrangements and understand that any variation counts towards the cap of 3 booking notifications.

SIGNATURE__________________________________ DATE_______________

PARTNER DECLARATION

I confirm that I consent to the enclosed variation(s).

SIGNATURE__________________________________ DATE_______________

APPROVED BY MANAGER________________________________________

DESIGNATION OF MANAGER_____________________________________

DATE _________________________________________________________

This form should be returned to Human Resources, Opera House, 8 John Finnie Street, Kilmarnock, KA1 1DD once complete and fully authorised.

For Official Use Only

Approved by HRO: _________________________  Date: _________________________


SPL/3     






       











                                              Appendix 6
EAST AYRSHIRE LEISURE

SHARED PARENTAL LEAVE IN TOUCH DAYS (SPLIT) NOTIFICATION

This form should only be submitted for Shared Parental Leave in Touch Days which have already been authorised and taken place.  Payment for these days will be processed and paid in the first available pay period upon receipt of this form. 

	EMPLOYEE DETAILS

	NAME:
	

	DESIGNATION:
	

	SERVICE:
	

	NI NUMBER:
	

	EMPLOYEE NUMBER:
	

	SHARED PARENTAL LEAVE IN TOUCH DAYS DETAILS

	DATE COMMENCED MATERNITY/ADOPTION LEAVE:
	

	DATE(S) OF SHARED PARENTAL LEAVE IN TOUCH DAY(S):
	

	NUMBER OF HOURS WORKED ON SPLIT DAY:

(Any hours worked on a particular day will amount to one whole SPLIT day)
	

	NUMBER OF REMAINING SPLIT DAYS:

(Please note that up to 20 SPLIT Days can be taken during a Shared Parental Leave period)
	


EMPLOYEE DECLARATION

I confirm that I have attended work on the specified date(s) above.

Employee Signature_____________________________________ Date_______________

Line Manager Signature__________________________________ Date_______________

Line Manager Designation____________________________________________________ 
This form should be returned to Human Resources, Opera House, 8 John Finnie Street, Kilmarnock, KA1 1DD once complete and fully authorised.


Appendix 7

Term 




Explanation
Actual date of 



The day the baby is born.

Childbirth (ADC)

Antenatal care 
Appointments and classes before the birth for the wellbeing of the mother and child taken by doctors, midwives and health visitors. Relaxation and parentcraft classes can form part of antenatal care a pregnant woman receives. Reasonable paid time off to attend such classes may be allowed providing details of enrolment and future appointments are given.

Expected date of 


The date when the baby is due to be born.

Confinement (EDC)

Expected week of 


The week in which the baby is due to be born.

Confinement (EWC)

Maternity Allowance (MA)
A weekly benefit paid by the Benefits Agency for up to 39 weeks during the Maternity Pay Period. You will be advised to claim MA on form MA1, if you are not entitled to SMP.

Ordinary Maternity/Leave (OML)
The first 26 weeks of maternity leave which all pregnant women are entitled to regardless of the number of hours they work or how long they have worked for the Trust. The ordinary maternity leave period can start any time from the 11th week before the expected week of childbirth and no later than the expected date of childbirth,



Additional Maternity Leave (AML)
The period of 26 weeks maternity leave which runs from the day immediately following the 26 week period of Ordinary Maternity Leave. All employees are entitled to this leave regardless of length of service.

Ordinary Adoption Leave (OAL)
The first 26 weeks that any adopter is entitled to take regardless of the number of hours they work or their length of employment with the Trust.

Additional Adoption Leave (AAL)
The second period of 26 weeks that an adopter can take, which follows on from the day when the Ordinary Adoption Leave finishes. All the Trust employees are entitled to this no

matter their length of service.

Maternity Pay 
Period (MPP)

The period for which MA or SMP is payable.

Qualifying Week 
The qualifying week for SMP is the 15th week before the expected week of confinement. 

Placement Date 
Date notified by adoption agency of child being placed with

adopters.

Statutory Maternity Pay (SMP)
A benefit that is paid by an employer for up to 39 weeks during the Maternity Pay Period if qualifying conditions are satisfied.

Statutory Adoption Pay (SAP)
A benefit that is paid by an employer for up to 39 weeks during the Adoption Pay Period if qualifying conditions are satisfied.

SPP 




Statutory Paternity Pay

ShPP 




Shared Parental Pay

SPL 




Shared Parental Leave

Curtailment Notice 
Notification required to stop maternity leave and begin Shared Parental Leave.

SPLIT 




Shared Parental Leave in Touch days.

KIT 




Keeping in Touch days

Glossary of Forms

MAT B1 
A maternity certificate provided by a doctor or midwife stating when a baby is due. It is issued at or after 26 weeks of pregnancy.

SMP/SAP 1 
The form used to tell employees they are not entitled to SMP/SAP and the reason why.

MAL/1 




Notification of Maternity/Adoption Leave by Employee

MAL/2 




Application for Support Leave (Maternity and Adoption)

MAL/3 




Keeping In Touch Days (KIT) Notification

SPL/1 
Application for Shared Parental Leave Notification of Entitlement and Intention

SPL/2 




Notification to Vary/Cancel Agreed Shared Parental Leave

SPL/3 




Shared Parental Leave In Touch Days (SPLIT) Notification







	





	





	





	





26 weeks continuous service at 15 weeks before expected week of confinement      Y      N





26 weeks continuous service at the week in which notified of match		      Y      N








Checked by HR:  ______________________________________________________
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LINE MANAGER APPROVED/DECLINED








Maternity Support/Paternity/Adoption Leave* from         ……………….…..   to ……………………  inclusive


has been approved/declined*.








Name:  ………………………………………….      Designation:  ……………………………………………..





Signature:    ……………………………………………….   Date:  ……………………………………………..





*Delete as appropriate





						





OFFICE USE





Date of receipt of form: 








Maternity Support/Paternity/Adoption Leave approved/declined: * 








Checked by Human Resources  _______________________________________________________


  


*Delete as appropriate   























Checked by HR: _________________________  Date: ____________________








1

