
 
 

Page 1 of 30 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Child Related Leave 
Policy 

  
 
 
 
 
 
 
 
 
 
 
Prepared by: Human Resources  
 
Date:   December 2016 
 
For review:  December 2019 
 

 
 

Version 3 
13/7/17 

 
 
 
 
 
 

 
 



 
 

Page 2 of 30 

 

CONTENTS         PAGE 
 
SECTION 1:  GENERAL GUIDING PRINCIPLES 4 
Policy statement 4 
Scope  4  
Principles  5 
   
SECTION 2:  MATERNITY LEAVE  6 
Introduction          6 
Notification          6 
Maternity leave         6 
Statutory Maternity Pay        7 
Occupational Maternity Pay       7 
Maternity Allowance         7 
Antenatal care         8 
Health and safety         8 
Terms and Conditions        8 
Annual leave          8 
Working during maternity leave       9 
Returning to work         9 
Contact           9 
Pension contributions        9 
       
SECTION 3:  ADOPTION LEAVE 11 
Introduction          11 
Notification          11 
Adoption leave         11 
Statutory Adoption Pay        12 
Occupational Adoption Pay       12 
Adoption appointments        12 
Terms and Conditions        13 
Annual leave          13 
Working during adoption leave       13 
Overseas adoptions         13 
Returning to work         14 
Contact           14 
Pension contributions 14 
 
SECTION 4:  PATERNITY LEAVE 16 
Introduction          16 
Notification          16 
Paternity leave         16 
Occupational Paternity Pay (over and above Statutory Paternity Pay) 17 
Terms and Conditions        17 
Antenatal appointments        17 
       
SECTION 5:  SHARED PARENTAL LEAVE 18 
Introduction          18 
Notification          19 
Shared Parental Leave        21  



 
 

Page 3 of 30 

 

Statutory Shared Parental Pay       22 
Occupational Shared Parental Pay      23  
Terms and Conditions        24 
Annual Leave         24 
Working during shared parental leave      24 
Returning to work         24 
Contact           25 
Pension contributions 25 
 
SECTION 6: PARENTAL LEAVE 27 
Introduction 27  
Notification 27  
Terms and Conditions        28 
Annual Leave 28  
Returning to work 28 
Contact  28  
Pension contributions 28 
  
SECTION 7: USEFUL CONTACTS 30 
Statutory leave, pay and claim forms 30  
Pensions Section          30 
Payroll Team          30 
HR Team          30 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Page 4 of 30 

 

SECTION 1:  GENERAL GUIDING PRINCIPLES 
 
POLICY STATEMENT  
This policy set out the statutory rights and responsibilities along with any 
occupational benefits for employees wishing to take the following leave: 

o Maternity leave; 
o Adoption leave; 
o Paternity leave; 
o Shared parental leave; 
o Parental leave 

They give details of how to make arrangements for leave and/or pay, terms and 
conditions and details on returning to work. The policy is in addition to other policies 
which recognize the importance of helping its employees balance their work and 
home life eg flexible working policy.  

The entitlements in this document, at a minimum, comply with the following 
legislation: 

Employment Rights Act 1996 
Employment Relations Act 1999 
Maternity and Parental Leave Regulations 1999 
Employment Act 2002 
Paternity and Adoption Leave Regulations 2002 
Paternity and Adoption Leave (Adoption from Overseas) Regulations 2003 
Work and Families Act 2006 
Equality Act 2010 
Parental Leave (EU Directive) Regulations 2013  
Children and Families Act 2014 
Shared Parental Leave Regulations 2014  
Maternity and Adoption Leave (Curtailment) Regulations 2014  
Statutory Shared Parental Pay (General) Regulations 2014 
Statutory Maternity Pay and Statutory Adoption Pay (Curtailment) Regulations 2014  
 
SCOPE 
This policy will apply to: 

o Maternity leave and pay for any employee of the organisation who has 
become pregnant or who has been matched with a child for adoption after 5 
April 2015; 

o Adoption leave and pay for any employee of the organisation who has been 
matched with a child for adoption after 5 April 2015; 

o Paternity leave and pay for any employee of the organisation whose partner 
has become pregnant or been matched with a child for adoption; 

o Shared parental leave for the partner of any such employee whether or not 
they work for this organisation (subject to certain qualifying and earnings 
criteria); or an employee whose partner has become pregnant or been 
matched with a child for adoption; 

o Parental leave: any employee with at least one years service who has a child 
under 18 years old. 
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PRINCIPLES 
The following principles will apply for all employees: 

 
 All employees have the right to be treated fairly and with dignity in the 

spirit of the Equality Act 2010. Employees shall be protected against 
detrimental action based on the assertion or exercise of any of the 
rights provided by this policy. 

 As with any request for leave the operational requirements of the 
council must remain a priority.  

 Should a request be refused an employee shall receive a written 
explanation and has the right to seek resolution through the council’s 
Grievance policy.  

 Abuse by an employee of the leave arrangements described in this 
document could result in disciplinary action, which may include 
dismissal. 
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SECTION 2: MATERNITY LEAVE  

INTRODUCTION 
As soon as you know you are pregnant you should inform your line manager.  This is 
in your own interest and ensures that we can take any necessary steps to look after 
your health and safety during your pregnancy. Your line manager should complete a 
risk assessment for you taking into account any current and future potential risks to 
you and your unborn child.  
 
During your pregnancy you will have the right to protection against unfair treatment 
and discrimination. 

 
NOTIFICATION 
We require evidence of your expected week of childbirth (EWC) from a registered 
medical practitioner. This form is usually given to you by your midwife at around 14 
weeks before the EWC (MAT B1 form).  
 
To qualify for maternity leave you must confirm in writing, no later than the end of the 

15th week before the EWC, that: 

 you are pregnant; 

 the expected week of childbirth;  

 the date you intend to start maternity leave.  

Once notification has been provided you will be given written notification, within 28 
days, of the date you are expected to return to work if you took the full 52 weeks 
maternity leave. You must give 28 days notice to change your maternity leave start 
date, or if that is not possible, as soon as reasonably practicable.  

MATERNITY LEAVE 
All pregnant employees, regardless of length of service, have the right to take up to 
26 weeks ordinary maternity leave and up to a further 26 weeks additional maternity 
leave and to resume work afterwards; a total of 52 weeks statutory maternity leave. 
 
You may choose when to start your maternity leave, as long as it does not begin 
earlier than 11 weeks before the EWC.  You may continue working up to the EWC 
provided that this does not contravene health and safety regulations. An employee 
who has given birth must take at least 2 weeks leave following the birth of the child.     

Maternity leave and pay will automatically start 4 weeks before the baby is due if you 
are off work for pregnancy-related illness. If the baby arrives early the leave and pay 
will start on the day after the birth. 

 
All periods of time that you take off work as maternity leave are counted as 
continuous service for the purposes of calculating any service related statutory rights 
e.g. redundancy payments.   
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STATUTORY MATERNITY PAY 
Statutory maternity pay (SMP) will be payable if you have been employed 
continuously for at least 26 weeks ending with the 15th week before the expected 
week of childbirth, and have an average weekly earnings at least equal to the lower 
earnings limit for National Insurance contributions. SMP is payable for 39 weeks; for 
the first six weeks it is paid at 90 percent of the average weekly earnings. The 
following 33 weeks will be paid at the SMP rate or 90 per cent of the average weekly 
earnings whichever is the lower.  The standard rate for SMP is reviewed every April. 
(see section 7 for contact details for current rates) 
 
OCCUPATIONAL MATERNITY PAY 
You will be entitled to Occupational Maternity Pay (OMP) if at the 11th week before 
your EWC you have completed 1 year’s continuous service within local government 
or any other recognised bodies.  
 
If you are eligible for OMP it will be calculated alongside SMP as follows: 
 

 6 weeks at SMP (90% of current earnings); 

 12 weeks at OMP (half pay plus standard rate SMP, as long as this does not 
exceed normal full pay); 

 21 weeks at standard SMP or 90% of average weekly earnings if the 90% rate 
is less than standard SMP rate. 

 
You must also inform us at the same time if you intend to return to work after your 
maternity leave as OMP will only be paid if you have indicated this to us. Your 
entitlement to OMP will have to be repaid if you do not return to work, either with us 
or another local authority for a minimum period of 3 months after your maternity 
leave.  If you are unsure if you will return you can decide whether to repay the half 
pay if you decide not to return or to ask us to withhold the half pay and receive this 
as a lump sum if you decide to return at a later date. 
 
If you become eligible for a pay rise between the start of the original calculation 
period and the end of your maternity leave (OML or AML) SMP will be recalculated 
to take account of the pay rise and increased retrospectively and paid as a lump 
sum. 
 
MATERNITY ALLOWANCE  
Maternity Allowance (MA) is payable when an employee is not entitled to SMP and is 
paid by the Department of Work and Pensions (DWP). The amount you can get 
depends on you eligibility. You can claim MA as soon as you have been pregnant for 
26 weeks. Payments can start 11 weeks before the EWC. 
 
You might get MA for 39 weeks if one of the following applies:  
 

 You are not entitled to SMP; 

 You have been in some form of employment from at least 26 weeks out of the 
66 weeks before the EWC (this work does not need to be consecutive and 
part weeks will be counted as a whole week); 

 You have earned a set rate or more per week in at least 13 weeks, the weeks 
don’t have to be together. (See section 7 for contact details for current rates) 
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MA is currently set at a standard weekly rate (see DWP for current rates) or 90% of 
your average weekly earnings, whichever is the lower. 
 
To apply for MA you are required to contact your local Jobcentre Plus or the DWP 
website. Details will be available at the end of this document.  
 
ANTENATAL CARE 
All pregnant employees are entitled to reasonable time off with pay for antenatal care 
made on the advice of a registered medical practitioner, which may include 
relaxation classes and parent-craft classes. Except for the first appointment, you 
should show your line manager, if they ask, an appointment card or other documents 
showing that an appointment has been made. An expectant father or partner of a 
pregnant woman has the right to take time off work to go to 2 antenatal 
appointments. 
 
You should endeavour to give your line manager as much notice as possible of 
antenatal appointments and wherever possible, try to arrange them as near to the 
start or end of the working day. 
 
HEALTH AND SAFETY 
The council are required to carry out a risk assessment to assess the workplace 
risks to women who are pregnant, have recently given birth or are breastfeeding and 
must take into account any health and safety risks to the woman and baby, which 
could include: 

 heavy lifting or carrying 
 standing or sitting for long period without adequate breaks 
 exposure to toxic substances 
 long working hours. 

For the latest advice and risk assessment form please refer to the Health and Safety 

section of Aspire. The HSE website offers a lot of useful information and guidance on 

risk assessments for and new and expectant mothers and a flow chart on how to 

carry out a risk assessment for new and expectant mothers.  

http://www.hse.gov.uk/pubns/indg373.pdf 

Also, frequently asked questions from HSE are available which provide excellent 
advice on how to carry out risk assessments. 
 
http://www.hse.gov.uk/mothers/faqs.htm 

Should you not be able to carry out your normal role or your daily tasks present a 
significant risk to the council will provide alternative work. Should alternative work not 
be available you have the right to be given leave on full pay. This does not apply if 
you are unwell and have been signed off by your GP. 
 
TERMS AND CONDITIONS 
During the period of maternity leave your contract of employment continues in force 
and you are entitled to receive all your contractual benefits, except for salary. In 
particular, any benefits in kind will continue. 

http://www.hse.gov.uk/pubns/indg373.pdf
http://www.hse.gov.uk/mothers/faqs.htm
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ANNUAL LEAVE 
During your maternity leave you will accrue your normal annual leave entitlement as 
well as any bank holidays that may fall over the course of your maternity leave. 
Where possible you should try and take your existing annual leave entitlement 
before the start of your maternity leave. You can carry over all of the unused existing 
annual leave to the next year if you have not been able to take it due to your 
maternity leave. 
 
WORKING DURING MATERNITY LEAVE 
You are entitled to 10 ‘keeping-in-touch’ (KIT) days that give you an opportunity to 
come into work to familiarise yourself with the workload and to get an update on any 
changes that may have happened during your Maternity Leave.  
 
KIT days can be taken at any time during your maternity leave (with the exception of 
the first 2 weeks after birth) without bringing your maternity leave to an end. KIT days 
must be agreed in advance with your line manager however there is no obligation to 
take these days if you do not wish to do so. KIT days will be recorded as 1 full day 
regardless of the number of hours worked.  
 
You will be paid your normal hourly rate for the hours you work and it will not affect 
your SMP.  
 
RETURNING TO WORK 
You may return to work at any time during ordinary maternity leave or additional 
maternity leave, provided that you give the appropriate notification. You must give at 
least 8 weeks’ notice in writing to your line manager of the date on which you intend 
to return unless you are taking the full period of maternity leave. 
 
If you return to work at the end of ordinary maternity leave you have the right to 
return to the job that you left. If you return to work at the end of additional maternity 
leave you have the right to return to the same job, or if that is not possible then a 
similar job in terms of duties, skills, status and rewards.  
 
Failure to return to work by the end of maternity leave will be treated as an 
unauthorised absence unless the employee is sick and produces a current medical 
certificate before the end of the maternity leave period. 

The council is concerned to protect the health and safety of all its employees. In 
particular, employees who are pregnant or breastfeeding or who have recently given 
birth have the right to be supported and protected against any risks to their health or 
safety. 

The organisation is dedicated to providing all possible support and facilities to 
employees who have returned to work after a period of maternity leave, to assist 
their transition back to work. With this in mind, employees who return to work after 
maternity leave should inform their manager/ HR at the earliest opportunity if they 
wish to use a private, healthy and safe environment to express milk. Employees 
should also let their manager/HR know of any recommendation that their doctor has 
made in relation to their health and wellbeing following the birth of the baby. 
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CONTACT 

The Council reserves the right to maintain reasonable contact with employees during 
maternity leave. This may be to discuss employees' plans for return to work, to 
discuss any special arrangements to be made or training to be given to ease their 
return to work or to update them on developments at work during their absence. 
 
PENSION CONTRIBUTIONS   
During any period of relevant child related leave the pensionable pay figure used 
to work out your pension is your assumed pensionable pay (unless the value of 
your pensionable pay received is greater than the value of your assumed 
pensionable pay. In such cases the value of the pensionable pay you received is 
used to work out your benefits as it would be higher than the value of your assumed 
pensionable pay.) 
Using your assumed pensionable pay (where this is higher than your actual 
pensionable pay received), rather than the amount of pensionable pay you 
actually receive when on relevant child related leave, means that you will continue 
to build up a pension in the section of the LGPS you are in, as if you were working 
normally and receiving pay.  
You will continue to pay your basic LGPS contributions on any pay that you receive 
while you are off on relevant child related leave. If you are in the 50/50 section and 
go onto no pay during ordinary maternity leave you will automatically be moved to 
the main section of the scheme from the beginning of the next pay period. This 
means from that point forward you will build up full pension benefits in the LGPS 
even though you are not paying pension contributions. However, any period of 
unpaid additional maternity leave will not count for pension purposes unless you 
elect to pay Additional Pension Contributions (APCs) to purchase the amount of 
pension lost during that period of unpaid absence.  
The amount of pension lost is calculated as the appropriate fraction of your lost 
pensionable pay for that period of absence (i.e. 1/49th of your lost pensionable 
pay if you were in the main section of the scheme or 1/98th if you were in the 50/50 
section).  
If you wish to purchase the amount of lost pension and make the election within 30 
days of returning to work then the cost of the APC is split between you and the 
council. You will pay one-third of the cost and the council will pay the rest. This is 
known as a Shared Cost Additional Pension Contract (SCAPC). You can pay these 
additional contributions in a one-off lump sum or through regular payments from your 
wages. The maximum period of absence you can elect to buy back by a SCAPC is a 
period of 3 years.  
You can obtain a quote and print off an application form to buy lost pension at 
www.lgpsmember.org 
 
If you have Keep in Touch (KIT) day(s) during a period of unpaid additional maternity 
leave you will build up a pension (based on the section of the scheme you are in) for 
the day(s) you are paid. 
 
For further details on this, your pension entitlements and individual queries please 
contact the pensions department listed at the end of this document.  
 
 

http://www.lgpsmember.org/
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SECTION 3: ADOPTION LEAVE 
 
INTRODUCTION 
This policy applies to employees who adopt a child through an approved adoption 
agency which is recognised in the UK. The right to adoption leave is available to one 
member only of a couple who have had a child placed with them for adoption. It is up 
to the adoptive parents to decide which of them takes the adoption leave. The 
partner of an individual who adopts, or the other member of a couple who are 
adopting jointly, may, however, take paternity leave or shared parental leave. 
  
Parents who will become the legal parents of a child under a surrogacy arrangement 
are entitled to take statutory adoption leave. Local authority foster parents who are 
also prospective adopters are entitled to take adoption leave. 
 
The employee should discuss the timing of their adoption leave with their line 
manager as early as possible.  
 
Employees who request or take adoption leave have the right to protection against 
suffering a detriment or unfair dismissal. 
 
NOTIFICATION 
We require written notification of your intention to take adoption leave no later than 7 
days after the day on which the notification of the match with the child was provided 
by the adoption agency along with a copy of the matching certificate from the 
recognised adoption agency. 
 
To qualify for adoption pay and leave you must confirm in writing : 

 the date the child is expected to be placed with you for adoption; 

 the date you intend to start your adoption leave. 

Once notification has been provided you will be given written notification, within 28 
days, of the date you are expected to return to work if you took the full 52 weeks 
adoption leave. You must give 28 days notice to change your adoption leave start 
date, or if that is not possible, as soon as reasonably practicable.  

 
ADOPTION LEAVE 
An employee who adopts a child through an approved adoption agency is entitled to 
up to 52 weeks' adoption leave, regardless of length of service. The employee's 
entitlement is to take up to 26 weeks' ordinary adoption leave followed immediately 
by up to 26 weeks' additional adoption leave. 

Adoption leave can start on the day the child is placed for adoption, or up to 14 days 
earlier (UK adoption) or when the child arrives in the UK or within 28 days (overseas 
adoption). 
 
All periods of time that you take off work as adoption leave are counted as 
continuous service for the purposes of calculating any service related statutory rights 
e.g. redundancy payments.   
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All employees who take adoption leave have the right to return to work at any time 
during either ordinary adoption leave or additional adoption leave subject to their 
following the correct notification procedures as set out below. 
 
STATUTORY ADOPTION PAY 
Employees who take adoption leave will also qualify for statutory adoption pay (SAP) 
provided that they have been continuously employed for at least 26 weeks ending 
with the week in which he or she is notified of having been matched with the child 
and have average weekly earnings not less that the lower earnings limit for national 
insurance contributions.  

 
SAP will be paid for a period of up to 39 weeks and is subject to tax and National 
Insurance deductions. If the employee is eligible for SAP it will be calculated as 
follows: 

 6 weeks at 90% of normal earnings; 

 33 weeks at standard SAP or 90% of normal weekly earnings whichever is the 
lower. (see section 7 for contact details for current rates) 

 
OCCUPATIONAL ADOPTION PAY 
You will be entitled to Occupational Adoption Pay (OAP) if you have completed 1 
year continuous service within local government or any other recognised bodies by 
the end of the week in which you are notified of having been matched with the child. 
 
If you are eligible for OAP it will be calculated alongside SAP as follows: 
 

 6 weeks at 90% of current earnings; 

 12 weeks at half pay plus standard rate SAP, as long as this does not exceed 
normal full pay); 

 21 weeks at standard SAP or 90% of average weekly earnings which ever is 
the lower. 

 
You must also inform us at the same time if you intend to return to work after your 
Adoption Leave as OAP will only be paid if you have indicated this to us. Your 
entitlement to OAP will have to be repaid if you do not return to work, either with us 
or another local authority for a minimum period of 3 months after your adoption 
leave.  If you are unsure if you will return, you can decide whether to repay the half 
pay if you decide not to return or to ask us to withhold the half pay and receive this 
as a lump sum if you decide to return at a later date. 
 
If you become eligible for a pay rise between the start of the original calculation 
period and the end of your adoption leave OAP will be recalculated to take account 
of the pay rise and increased retrospectively and paid as a lump sum. 
 
ADOPTION APPOINTMENTS 
Employees who are adopting a child are entitled to take time off to attend adoption 
appointments as follows: 

 An employee adopting a child alone is entitled to take paid time off to attend 
up to 5 adoption appointments.  
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 Where an employee is part of a couple jointly adopting a child the couple can 
elect for one of them to take paid time off to attend up to 5 adoption 
appointments. The other can elect to take unpaid time off to attend up to 2 
adoption appointments. 

 
The purpose of the appointment is to enable the employee to have contact with the 
child and for any other purpose connected with the adoption. The appointment must 
have been arranged by or at the request of the adoption agency. The time off must 
be taken before the date of the child’s placement for adoption with the employee. 
The council may ask you to provide evidence that the appointments have been 
arranged by or at the request of the adoption agency. 
 
TERMS AND CONDITIONS 
During the period of adoption leave your contract of employment continues in force 
and you are entitled to receive all your contractual benefits, except for salary. In 
particular, any benefits in kind will continue. 
      
ANNUAL LEAVE 
During your adoption leave you will accrue your normal annual leave entitlement as 
well as any bank holidays that may fall over the course of your adoption leave. 
Where possible you should try and take your existing annual leave entitlement 
before the start of your adoption leave.  
 
Employees are encouraged to take any outstanding holiday due to them before the 
commencement of adoption leave. Employees are reminded that holiday must be 
taken in the year that it is earned. 
 
WORKING DURING ADOPTION LEAVE 
You are entitled to 10 ‘keeping-in-touch’ (KIT) days that give you an opportunity to 
come into work to familiarise yourself with the workload and to get an update on any 
changes that may have happened during your adoption leave.  
 
KIT days can be taken at any time during your adoption leave without bringing your 
adoption leave to an end. KIT days must be agreed in advance with your line 
manager however there is no obligation to take these days if you do not wish to do 
so. KIT days will be recorded as 1 full day regardless of the number of hours worked.  
 
You will be paid your normal hourly rate for the hours you work and it will not affect 
your SAP.  
 
OVERSEAS ADOPTIONS 
Adoption pay and leave is available to an eligible employee who adopts a child from 
overseas. An overseas adoption occurs where a child enters Great Britain from 
outside the UK in connection with or for the purposes of adoption, which does not 
involve the placement of the child for adoption under the law of any part of the UK. 
Such situations are the rarity rather than the norm. 
The key stage in assessing an employee's eligibility for statutory adoption leave is 
the point at which the employee receives an official notification from the relevant 
domestic authority. The Government acknowledges that the official notification is 
often received a year or more before the child enters Great Britain.   
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It is essential that further advice is sought from HR in relation to any potential 
requests for adoption leave for overseas adoptions. 
 
RETURNING TO WORK 
You may return to work at any time during ordinary adoption leave or additional 
adoption leave, provided that you give the appropriate notification. You must give at 
least 8 weeks’ notice in writing to your line manager of the date on which you intend 
to return unless you are taking the full period of adoption leave. 
 
If you return to work at the end of ordinary adoption leave you have the right to return 
to the job that you left. If you return to work at the end of additional adoption leave 
you have the right to return to the same job, or if that is not reasonably practicable, to 
another suitable job that is on terms and conditions not less favourable. 
 
Failure to return to work by the end of adoption leave will be treated as an 
unauthorised absence unless you are sick and produce a current medical certificate 
before the end of the adoption leave period. 
 
If the employee decides during adoption leave that he/she does not wish to return to 
work, he/she should give written notice of resignation to the council as soon as 
possible and in accordance with the terms of his/her contract of employment. 
 
CONTACT 

The Council reserves the right to maintain reasonable contact with employees during 
adoption leave. This may be to discuss employees' plans for return to work, to 
discuss any special arrangements to be made or training to be given to ease their 
return to work or to update them on developments at work during their absence. 
 
PENSION CONTRIBUTIONS   
During any period of relevant child related leave the pensionable pay figure used 
to work out your pension is your assumed pensionable pay (unless the value of 
your pensionable pay received is greater than the value of your assumed 
pensionable pay. In such cases the value of the pensionable pay you received is 
used to work out your benefits as it would be higher than the value of your assumed 
pensionable pay.) 
 
Using your assumed pensionable pay (where this is higher than your actual 
pensionable pay received), rather than the amount of pensionable pay you 
actually receive when on relevant child related leave, means that you will continue 
to build up a pension in the section of the LGPS you are in, as if you were working 
normally and receiving pay. 
  
You will continue to pay your basic LGPS contributions on any pay that you receive 
while you are off on relevant child related leave.  
 
If you are in the 50/50 section and go onto no pay during ordinary paternity leave you 
will automatically be moved to the main section of the scheme from the beginning of 
the next pay period. This means from that point forward you will build up full pension 
benefits in the LGPS even though you are not paying pension contributions.  
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However, any period of unpaid additional paternity leave will not count for pension 
purposes unless you elect to pay Additional Pension Contributions (APCs) to 
purchase the amount of pension lost during that period of unpaid absence.  
 
The amount of pension lost is calculated as the appropriate fraction of your lost 
pensionable pay for that period of absence (i.e. 1/49th of your lost pensionable 
pay if you were in the main section of the scheme or 1/98th if you were in the 50/50 
section).  
 
If you wish to purchase the amount of lost pension and make the election within 30 
days of returning to work then the cost of the APC is split between you and the 
council. You will pay one-third of the cost and the council will pay the rest. This is 
known as a Shared Cost Additional Pension Contract (SCAPC). You can pay these 
additional contributions in a one-off lump sum or through regular payments from your 
wages. The maximum period of absence you can elect to buy back by a SCAPC is a 
period of 3 years.  
 
You can obtain a quote and print off an application form to buy lost pension at 
www.lgpsmember.org 
 
If you have Keep in Touch (KIT) day(s) during a period of unpaid additional paternity 
leave you will build up a pension (based on the section of the scheme you are in) for 
the day(s) you are paid. 
 
For further details on this, your pension entitlements and individual queries please 
contact the pensions department listed at the end of this document.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.lgpsmember.org/
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SECTION 4: PATERNITY LEAVE   
 
INTRODUCTION 
Employees may be entitled to paternity leave and pay if their partner is having a 
baby, adopting a child or having a baby through a surrogacy arrangement. 

Paternity leave is available to employees who: 

 have or expect to have responsibility for the child's upbringing; 

 are the biological father of the child or the mother's husband or partner (including 
same sex relationships); 

NOTIFICATION 
Employees should tell their line manager, in writing, as soon as possible that they 
wish to take paternity leave and how long they wish to be absent for, but no later 
than the end of the 15th week before the expected week of childbirth or as soon as 
the employee has been formally notified by an approved adoption agency that they 
have been matched with a child. Employees should provide a MATB1 Certificate or 
the child’s birth or adoption certificate when requesting paternity leave. 

Once notification has been provided you will be given written notification, within 28 
days, to confirm your entitlement. You must give 28 days’ notice to change your 
adoption leave start date, or if that is not possible, as soon as reasonably 
practicable.  

 
PATERNITY LEAVE 
You will be entitled to take one week or two consecutive weeks’ paternity leave (not 
odd days or two separate weeks). 

Employees will need to take their paternity leave within 56 days of the actual date of 
birth of the child; paternity leave can't start until the birth of the baby. However, if the 
child is born prematurely i.e. before the first day of the Expected Week of childbirth 
(EWC), you can take your leave during the period beginning with the day the child 
was born and ending 56 days after the expected day of EWC.  

A period of paternity leave when adopting a child must be taken with 56 days of the 
placement of the child and can start: 

 On the date of placement; 

 An agreed number of days after the date of placement; 

 On the date the child arrives in the UK or an agreed number of days after (for 
overseas adoption); 

 The day the child is born or the day after for surrogate parents. 

Employees will only be entitled to one period of paternity leave per pregnancy / 
adoption placement, even if more than one child is born or placed with them at the 
same time.  
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OCCUPATIONAL PATERNITY PAY (over and above Statutory Paternity Pay) 
Employees with less than 26 weeks continuous Local Government service ending 
with the 15th week before the baby is due, or the end of the week in which the child's 
adopter is notified of being matched with the child is entitled to 1 week’s leave on 
contracted pay and 1 week’s unpaid leave. 
 
Employees with more than 26 weeks continuous Local Government service 
ending with the 15th week before the baby is due, or the end of the week in which 
the child's adopter is notified of being matched with the child is entitled to 1 week’s 
leave on contracted pay offset by SPP and 1 week’s Statutory Paternity Pay (SPP) 
or 90% of average weekly earnings, if that is less. (see section 7 for contact details 
for current rates).  
 
Employees with more than 1 years continuous Local Government service ending 
with the 15th week before the baby is due, or the end of the week in which the child's 
adopter is notified of being matched with the child is entitled to 2 week’s leave on 
contracted pay offset by SPP. 
 
Employees whose average earnings are below the lower earnings limit for National 
Insurance contributions will not be eligible for SPP. SPP is subject to tax and 
National Insurance contributions. SPP can start from any day of the week in 
accordance with the date the employee starts their paternity leave. 
 
TERMS AND CONDITIONS 
During the period of paternity leave your contract of employment continues in force 
and you are entitled to receive all your contractual benefits, except for salary. In 
particular, any benefits in kind will continue. 
 
ANTENATAL APPOINTMENTS 
Fathers and partners  - Fathers, partners and civil partners of a pregnant woman are 
entitled to unpaid time off during working hours to accompany her to 2 antenatal 
appointments. This includes the intended parents if they're having a baby through a 
surrogacy arrangement. 

Adoptions - The main adopter will be able to take paid time off for up to 5 adoption 
appointments. The secondary adopter will be entitled to take unpaid time off for up to 
2 appointments. 

 
Employees should endeavour to give their line manager as much notice as possible 
of antenatal appointments and wherever possible, try to arrange them as near to the 
start or end of the working day. 
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SECTION 5: SHARED PARENTAL LEAVE 
 
INTRODUCTION   
Shared Parental Leave (ShPL) will enable eligible mothers, fathers, partners and 
adopters to choose how to share time off work after their child is born or placed for 
adoption. This could involve returning to work for part of the time and then resuming 
leave at a later date. Qualifying mothers and adopters continue to be entitled to 
Maternity and Adoption rights but they may also be able to choose to end this early 
and exchange it for Shared Parental Leave and Pay. They and their named partner 
will then need to decide how they want to share this entitlement. 

Two weeks of paid Paternity Leave continues to be available to qualifying fathers 
and the partner of a mother or adopter. However, ShPL should not be confused with 
ordinary parental leave which is the entitlement of up to 18 weeks unpaid leave. 
(Further details are available in this policy). ShPL is designed to give parents more 
flexibility in how to share the care of their child in the first year following birth or 
adoption. Parents will be able to share a pot of leave, and can decide to be off work 
at the same time and/or take it in turns to have periods of leave to look after the 
child. 

The organisation recognises that, from time to time, employees may have questions 
or concerns relating to their shared parental rights and the council want to encourage 
open discussion with employees to ensure that questions and problems can be 
resolved as quickly as possible. Employees should clarify the relevant procedures 
with their line manager to ensure that they are followed.  

To qualify, the mother or adopter must be entitled to some form of maternity or 
adoption entitlement, have given notice to curtail it and must share the main 
responsibility for caring for the child with the named partner. For a parent to be 
eligible to take ShPL they must be an employee and they must pass the continuity of 
employment test. In turn, the other parent in the family must meet the employment 
and earnings test. 

 Continuity of employment test: the person must have worked for the same 
employer for at least 26 weeks at the end of the 15th week before the week in 
which the child is due (or at the week in which an adopter was notified of 
having been matched with a child or adoption) and is still employed in the first 
week that Shared Parental Leave is to be taken. 

 Employment and earnings test: the person must have worked for at least 26 
weeks in the 66 weeks leading up to the due date and have earned above the 
maternity allowance threshold for the 66 weeks. 

Where both parents satisfy these tests they will both be able to share the leave. 
However, a family can still use ShPL even when only one parent actually meets the 
eligibility criteria. For example, a self-employed parent will not be entitled to take 
ShPL but they could still pass the employment and earnings test allowing the other 
parent in the family to qualify. 

The mother or adopter decides whether to keep taking their maternity or adoption 
entitlement or to use ShPL. If they choose to use ShPL, they can end their 
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entitlement or give advance notice to curtail it. This advance notice means their 
partner could begin to take ShPL while the mother or adopter is still on maternity or 
adoption leave. 

NOTIFICATION 
An employee entitled and intending to take ShPL must give their line manager 
notification of their entitlement and intention to take to ShPL, at least eight weeks 
before they can take any period of ShPL. 

ShPL may be taken at any time within the period which begins on the date the child 
is born/date of the placement and ends 52 weeks after that date. An employee is 
entitled to submit 3 separate notices to book leave. ShPL can only be taken in 
complete weeks but may begin on any day of the week.  

A notification can be for a period of continuous leave, which means a notification of 
a number of weeks taken in a single unbroken period of leave. An employee has the 
right to take a continuous block of leave notified in a single notification, so long as it 
does not exceed the total number of weeks of ShPL available to them and the 
employer has been given at least 8 weeks’ notice. An employee may submit up to 3 
separate notifications for continuous periods of leave.   
 
A single notification may also contain a request for two or more periods of 
discontinuous leave, which means asking for a set number of weeks of leave over 
a period of time, with breaks between the leave where the employee returns to work.  
The council will consider a discontinuous leave notification but has the right to refuse 
it.   

Leave must be taken in complete weeks and may be taken either in a continuous 
period, which an employer cannot refuse, or in a discontinuous period, which the 
employer can refuse. If a request for discontinuous leave is refused then the total 
amount of leave requested in the notice will automatically become a continuous 
block unless it is withdrawn. 

The employee should also provide within 14 days of the ShPL entitlement notification 
being given: 
 

 the name and business address of the partner’s employer (where the employee’s 
partner is no longer employed or is self employed their contact details must be 
given instead); 

 in the case of biological parents, a copy of the child's birth certificate (or, where 
one has not been issued, a declaration as to the time and place of the birth). 

 in the case of an adopted child, documentary evidence of the name and address 
of the adoption agency, the date on which they were was notified of having been 
matched with the child and the date on which the agency expects to place the 
child for adoption 

 
Part of the eligibility criteria requires the employee to provide the organisation with 
correct notification. Notification must be in writing and requires each of the following: 

 the name of the employee; 

 the name of the other parent;  
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 the start and end dates of any maternity/adoption leave or pay, or maternity 
allowance, taken in respect of the child and the total amount of ShPL available; 

 the date on which the child is expected to be born and the actual date of birth or, 
in the case of an adopted child, the date on which the employee was notified of 
having been matched with the child and the date of placement for adoption; 

 the amount of ShPL the employee and their partner each intend to take 

 a non-binding indication of when the employee expects to take the leave.  
 
The employee must provide the organisation with a signed declaration stating: 

 that they meet, or will meet, the eligibility conditions and are entitled to take 
ShPL; 

 that the information they have given is accurate; 

 if they are not the mother/adopter they must confirm that they are either the father 
of the child or the spouse, civil partner or partner of the mother/adopter;  

 that should they cease to be eligible they will immediately inform the organisation. 
 
The employee must provide the organisation with a signed declaration from their 
partner confirming:  

 their name, address and national insurance number (or a declaration that they do 
not have a national insurance number);  

 that they are the mother/adopter of the child or they are the father of the child or 
are the spouse, civil partner or partner of the mother/adopter;  

 that they satisfy the ‘employment and earnings test’ as above and had at the date 
of the child’s birth or placement for adoption the main responsibility for the child, 
along with the employee; 

 that they consent to the amount of ShPL that the employee intends to take;  

 that they consent to the organisation processing the information contained in the 
declaration form; and  

 (in the case whether the partner is the mother/adopter), that they will immediately 
inform their partner should they cease to satisfy the eligibility conditions.  

 
ShPL can commence as follows: 

 The mother can take ShPL after she has taken the legally required two weeks of 
maternity leave immediately following the birth of the child; 

 The adopter can take ShPL after taking at least two weeks of adoption leave; 

 The father/ partner/ spouse can take ShPL immediately following the birth/ 
placement of the child, but may first choose to exhaust any paternity leave 
entitlements (as the father/ partner cannot take paternity leave or pay once they 
have taken any ShPL or ShPP). 

 
Upon receiving a leave booking notice a meeting should take place between the 
employee and the line manager. The purpose of the meeting is to discuss in detail 
the leave proposed and what will happen while the employee is away from work. 
Where it is a request for discontinuous leave the discussion may also focus on how 
the leave proposal could be agreed, whether a modified arrangement would be 
agreeable to the employee and the organisation, and what the outcome may be if no 
agreement is reached. 
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At the meeting the employee may, if they wish, be accompanied by a workplace 
colleague or trade union representative. 
 
When a leave booking notice has been received a response will be provided in 
writing by the council of the decision within 14 days. The request may be granted in 
full or in part: for example, the organisation may propose a modified version of the 
request. The council would also request a copy of the child’s birth certificate or, if the 
child has not been born, a copy of the birth certificate within 14 days of the birth and 
the name address of the other parent’s employer or a declaration that they have no 
employer. 
 
All requests for discontinuous leave will be carefully considered, weighing up the 
potential benefits to the employee and to the organisation against any adverse 
impact to the business. Each request for discontinuous leave will be considered on a 
case-by-case basis. If a discontinuous leave pattern is refused then the employee 
may withdraw the request without detriment on or before the 15th day after the 
notification was given; or may take the total number of weeks in the notice in a single 
continuous block. If the employee chooses to take the leave in a single continuous 
block, the employee has until the 19th day from the date the original notification was 
given to choose when they want the leave period to begin. The leave cannot start 
sooner than 8 weeks from the date the original notification was submitted. If the 
employee does not choose a start date then the leave will begin on the first leave 
date requested in the original notification. 
 
The employee is permitted to vary or cancel an agreed and booked period of ShPL, 
provided that they advise their line manager in writing at least 8 weeks before the 
date of any variation. Any new start date cannot be sooner than 8 weeks from the 
date of the variation request.  
 
Any variation or cancellation notification made by the employee, including notice to 
return to work early, will usually count as a new notification reducing the employee’s 
right to book/vary leave by one. However, a change as a result of a child being born 
early, or as a result of the organisation requesting it be changed, and the employee 
being agreeable to the change, will not count as further notification. Any variation will 
be confirmed in writing by the organisation.  
 
SHARED PARENTAL LEAVE 
Eligible employees may be entitled to take up to 50 weeks ShPL during the child’s 
first year in their family. The number of weeks available is calculated using the 
mother’s/adopter’s entitlement to maternity/adoption leave, which allows them to 
take up to 52 weeks’ leave. If they reduce their maternity/adoption leave entitlement 
then they and/or their partner may opt-in to the ShPL system and take any remaining 
weeks as ShPL. 
 
A mother/adopter may reduce their entitlement to maternity/adoption leave by 
returning to work before the full entitlement of 52 weeks has been taken, or they may 
give notice to curtail their leave at a specified future date. 
 
If the mother/adopter is not entitled to maternity/adoption leave but is entitled to 
Statutory Maternity Pay (SMP), Statutory Adoption Pay (SAP) or Maternity 
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Allowance (MA), they must reduce their entitlement to less than the 39 weeks. If they 
do this, their partner may be entitled to up to 50 weeks of ShPL. This is calculated by 
deducting from 52 the number of weeks of SMP, SAP or MA taken by the 
mother/adopter.   
 
Where a mother/adopter gives notice to curtail their maternity/adoption entitlement 
then the mother/adopter’s partner can take leave while the mother/adopter is still 
using their maternity/adoption entitlements. 
 
STATUTORY SHARED PARENTAL PAY 
Statutory Shared Parental Pay (ShPP) is paid at the same rate as Statutory 
Maternity Pay or 90% of the average weekly earnings, whichever is the lower. 
(Please see section 7 for contact details for current rates). 

If the mother or adopter curtails their entitlement to maternity/adoption pay or 
maternity allowance before they have used their full entitlement then Statutory 
Shared Parental Pay can be claimed for any remaining weeks. 

To qualify for ShPP a parent must pass the continuity of employment test and 
employment and earnings test (detailed above). The other parent in the family must 
meet the employment and earnings test. 

Eligible employees may be entitled to take up to 37 weeks ShPP while taking ShPL. 
The amount of weeks available will depend on the amount by which the mother/ 
adopter reduces their maternity/adoption pay period or maternity allowance period.  

ShPP may be payable during some or all of ShPL depending on the length and 
timing of the leave.  
 
Where an employee is entitled to receive ShPP they must, at least 8 weeks before 
receiving any ShPP, give their line manager written notice advising of their 
entitlement to ShPP. To avoid duplication, if possible, this should be included as part 
of the notice of entitlement to take ShPL. 
 
It must be accompanied by a signed declaration from the employee’s partner 
confirming:  
 

 their agreement to the employee claiming ShPP and for the organisation to 
process any ShPP payments to the employee;  

 (in the case whether the partner is the mother/ adopter) that they have reduced 
their maternity/adoption pay or maternity allowance;  

 (in the case whether the partner is the mother/ adopter) that they will immediately 
inform their partner should they cease to satisfy the eligibility conditions. 

 
OCCUPATIONAL SHARED PARENTAL PAY 
Occupational Shared Parental Pay (OShPP) is paid at the same rate as 
Occupational Maternity Pay where employees are eligible. The amount of weeks 
available will depend on the amount by which the mother/ adopter reduces their 
occupational maternity/adoption pay period.  
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If the mother or adopter curtails their entitlement to occupational maternity/adoption 
pay before they have used their full entitlement then OShPP can be claimed for any 
remaining weeks. 

To qualify for OShPP a parent must pass the continuity of employment test and 
employment and earnings test (detailed above). The other parent in the family must 
meet the employment and earnings test. 

Where an employee is entitled to receive OShPP they must, at least 8 weeks before 
receiving any OShPP, give their line manager written notice advising of their 
entitlement to OShPP. To avoid duplication, if possible, this should be included as 
part of the notice of entitlement to take ShPL. 
 
It must be accompanied by a signed declaration from the employee’s partner 
confirming:  

 their agreement to the employee claiming OShPP and for the organisation to 
process any OShPP payments to the employee;  

 (in the case whether the partner is the mother/ adopter) that they have reduced 
their maternity/adoption pay or maternity allowance;  

 (in the case whether the partner is the mother/ adopter) that they will immediately 
inform their partner should they cease to satisfy the eligibility conditions. 

 
You will be entitled to Occupational Shared Parental Pay (OShPP) if at the 11th 
week before the EWC or the end of the week in which the child's adopter is notified 
of being matched with the child you have completed 1 year’s continuous service 
within local government or any other recognised bodies.  
 
If you are eligible for OShPP it will be calculated alongside ShPP as follows: 

 6 weeks at OShPP (90% of current earnings); 

 12 weeks at OShPP (half pay plus standard rate SMP, as long as this does 
not exceed normal full pay); 

 21 weeks at standard ShPP or 90% of average weekly earnings if the 90% 
rate is less than standard ShPP rate. 

 
You must also inform us at the same time if you intend to return to work after your 
ShPL as OShPP will only be paid if you have indicated this to us. Your entitlement to 
OShPP will have to be repaid if you do not return to work, either with us or another 
local authority for a minimum period of 3 months after your ShPL.  If you are unsure 
if you will return you can decide whether to repay the half pay if you decide not to 
return or to ask us to withhold the half pay and receive this as a lump sum if you 
decide to return at a later date. 
 
If you become eligible for a pay rise between the start of the original calculation 
period and the end of the ShPP the payments will be recalculated to take account of 
the pay rise and increased retrospectively and paid as a lump sum. 
 
TERMS AND CONDITIONS 
During the period of ShPL, the employee's contract of employment continues in force 
and they are entitled to receive all their contractual benefits, except for salary. In 
particular, any benefits in kind will continue. 
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ANNUAL LEAVE 
During your ShPL leave you will accrue your normal annual leave entitlement as well 
as any bank holidays that may fall over the course of your ShPL. Where possible you 
should try and take your existing annual leave entitlement before the start of your 
ShPL.  
 
Employees are encouraged to take any outstanding holiday due to them before the 
commencement of ShPL. Employees are reminded that holiday must be taken in the 
year that it is earned. 
 
WORKING DURING SHARED PARENTAL LEAVE  
An employee can agree to work for the council (or attend training) for up to 20 days 
during ShPL without bringing their period of ShPL to an end or impacting on their 
right to claim ShPP for that week. These are known as "Shared Parental Leave In 
Touch" or "SPLIT" days. Any work carried out on a day or part of a day shall 
constitute a day's work for these purposes.  
 
The council has no right to require the employee to carry out any work, and is under 
no obligation to offer the employee any work, during the employee’s ShPL. Any work 
undertaken is a matter for agreement between the council and the employee. An 
employee taking a SPLIT day will receive full pay for any day worked. If a SPLIT day 
occurs during a week when the employee is receiving ShPP, this will be effectively 
‘topped up’ so that the individual receives full pay for the day in question. Any SPLIT 
days worked do not extend the period of ShPL.  
 
An employee, with the agreement of the council, may use SPLIT days to work part of 
a week during ShPL. The council and the employee may use SPLIT days to effect a 
gradual return to work by the employee towards the end of a long period of ShPL or 
to trial a possible flexible working pattern. 
 
RETURNING TO WORK  
The employee will have been formally advised in writing by the council of the end 
date of any period of ShPL. The employee is expected to return on the next working 
day after this date, unless they notify the council otherwise. If they are unable to 
attend work due to sickness or injury, the council's normal arrangements for sickness 
absence will apply. In any other case, late return without prior authorisation will be 
treated as unauthorised absence.  
 
If the employee wishes to return to work earlier than the expected return date, they 
may provide a written notice to vary the leave and must give the organisation at least 
8 weeks notice of their date of early return. This will count as one of the employee’s 
notifications. If they have already used their three notifications to book and/or vary 
leave then the organisation does not have to accept the notice to return early but 
may do if it is considered to be reasonably practicable to do so.  
 
On returning to work after ShPL, the employee is entitled to return to the same job if 
the employee’s aggregate total statutory maternity/ paternity/ adoption leave and 
ShPL amounts to 26 weeks or less.  
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If their maternity/ paternity/ adoption leave and ShPL amounts  to 26 weeks or more 
in aggregate, the employee is entitled to return to the same job they held before 
commencing the last period of leave or, if this is not reasonably practicable, to 
another job which is both suitable and appropriate and on terms and conditions no 
less favourable. 
 
CONTACT  
Before an employee's ShPL begins the line manager will discuss the arrangements 
for them to keep in touch during their leave. The organisation reserves the right in 
any event to maintain reasonable contact with the employee from time to time during 
their ShPL. This may be to discuss the employee's plans to return to work, to ensure 
the individual is aware of any possible promotion opportunities, to discuss any 
special arrangements to be made or training to be given to ease their return to work 
or simply to update them on developments at work during their absence.  
 
PENSION CONTRIBUTIONS   
During any period of relevant child related leave the pensionable pay figure used 
to work out your pension is your assumed pensionable pay (unless the value of 
your pensionable pay received is greater than the value of your assumed 
pensionable pay. In such cases the value of the pensionable pay you received is 
used to work out your benefits as it would be higher than the value of your assumed 
pensionable pay.) 
 
Using your assumed pensionable pay (where this is higher than your actual 
pensionable pay received), rather than the amount of pensionable pay you 
actually receive when on relevant child related leave, means that you will continue 
to build up a pension in the section of the LGPS you are in, as if you were working 
normally and receiving pay. 
  
You will continue to pay your basic LGPS contributions on any pay that you receive 
while you are off on relevant child related leave.  
 
If you are in the 50/50 section and go onto no pay you will automatically be moved to 
the main section of the scheme from the beginning of the next pay period. This 
means from that point forward you will build up full pension benefits in the LGPS 
even though you are not paying pension contributions.  
 
However, any period of unpaid shared parental leave will not count for pension 
purposes unless you elect to pay Additional Pension Contributions (APCs) to 
purchase the amount of pension lost during that period of unpaid absence.  
 
The amount of pension lost is calculated as the appropriate fraction of your lost 
pensionable pay for that period of absence (i.e. 1/49th of your lost pensionable 
pay if you were in the main section of the scheme or 1/98th if you were in the 50/50 
section).  
 
If you wish to purchase the amount of lost pension and make the election within 30 
days of returning to work then the cost of the APC is split between you and the 
council. You will pay one-third of the cost and the council will pay the rest. This is 
known as a Shared Cost Additional Pension Contract (SCAPC). You can pay these 
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additional contributions in a one-off lump sum or through regular payments from your 
wages. The maximum period of absence you can elect to buy back by a SCAPC is a 
period of 3 years.  
 
You can obtain a quote and print off an application form to buy lost pension at 
www.lgpsmember.org 
 
If you have Shared Parental Leave in Touch (SPLIT) day(s) during a period of 
unpaid shared parental leave you will build up a pension (based on the section of the 
scheme you are in) for the day(s) you are paid. 
 
For further details on this, your pension entitlements and individual queries please 
contact the pensions department listed at the end of this document.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.lgpsmember.org/


 
 

Page 27 of 30 

 

SECTION 6: PARENTAL LEAVE 
 
INTRODUCTION 
Parental leave is for employees to take time off work to look after a child's welfare, 
this leave is normally unpaid, and is available for each child up to their 18th birthday. 

Parental leave should not be confused with shared parental leave (ShPL). ShPL 
enables mothers to end their maternity/ adoption leave and pay and to share their 
untaken balance of leave and pay as ShPL with their partner. Please see the section 
above on ShPL. 

If an employee has completed one year's continuous service they are entitled to 18 
weeks unpaid parental leave for each child born or adopted. The leave can start 
once the child is born or placed for adoption, or as soon as the employee has 
completed a year's service, whichever is later. Employees can take it at any time up 
to the child's 18th birthday. 

Employees who have a child aged under 18 must be the parent named on the child's 
birth/ adoption certificate and have legal parental responsibility for a child under 18. If 
employees don't live with the child, they have the right to parental leave if they keep 
formal parental responsibility for the child. 

NOTIFICATION 
To take parental leave straight after the birth or adoption of a child, an employee 
should give notice 21 days before the beginning of the expected week of childbirth or 
placement. In cases where this may not be possible they should give notice to the 
employer as soon as possible. For example, if a child is born prematurely or where 
less than 21 days’ notice is given that a child is to be placed with you for adoption. 

Parental leave should be taken in blocks of a week or multiples of a week, and 
should not be taken as "odd" days off, unless this is agreed otherwise or the child is 
disabled. Employees cannot take off more than four weeks during a year per child. A 
week is based on an employees working pattern. 

An employee will remain employed while on parental leave and some terms of the 
contract, such as contractual notice and redundancy terms, still apply. 

The council can only postpone parental leave if they have a good business reason 
for doing so, for example seasonal production, another member of staff is off or the 
staff absence would harm the business. Parental leave can be postponed for up to 6 
months but can not be postponed so that the leave ends after the child's 18th 
birthday. Notification of the postponement should be given in writing within 7 days of 
the employee’s notice to the council stating the reason and suggesting alternative 
dates.  

TERMS AND CONDITIONS  
During the period of parental leave your contract of employment continues in force 
and you are entitled to receive all your contractual benefits, except for salary. In 
particular, any benefits in kind will continue. 
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ANNUAL LEAVE 
During your adoption leave you will accrue your normal annual leave entitlement as 
well as any bank holidays that may fall over the course of your adoption leave. 
Where possible you should try and take your existing annual leave entitlement 
before the start of your adoption leave.  
 
Employees are encouraged to take any outstanding holiday due to them before the 
commencement of adoption leave. Employees are reminded that holiday must be 
taken in the year that it is earned. 
 

RETURNING TO WORK 

An employee who returns to work following a period of parental leave is entitled to 
return to the job in which they were employed prior to the absence if it was an 
isolated period of leave lasting 4 weeks or less. If the period followed from another 
period of statutory leave the employee’s right to return depends on the length of 
leave taken. 

An employee who returns to work from a period of leave which lasts more than 26 
weeks eg it follows maternity leave, is entitled to return to the job in which they were 
employed prior to the absence, or, if that is not reasonably practicable, to another job 
that is both suitable and appropriate in the circumstances.   

CONTACT 

The Council reserves the right to maintain reasonable contact with employees during 
maternity leave. This may be to discuss employees' plans for return to work, to 
discuss any special arrangements to be made or training to be given to ease their 
return to work or to update them on developments at work during their absence. 
 
PENSION CONTRIBUTIONS   
During any period of relevant child related leave the pensionable pay figure used 
to work out your pension is your assumed pensionable pay (unless the value of 
your pensionable pay received is greater than the value of your assumed 
pensionable pay. In such cases the value of the pensionable pay you received is 
used to work out your benefits as it would be higher than the value of your assumed 
pensionable pay.) 
 
Using your assumed pensionable pay (where this is higher than your actual 
pensionable pay received), rather than the amount of pensionable pay you 
actually receive when on relevant child related leave, means that you will continue 
to build up a pension in the section of the LGPS you are in, as if you were working 
normally and receiving pay. 
  
You will continue to pay your basic LGPS contributions on any pay that you receive 
while you are off on relevant child related leave.  
 
If you are in the 50/50 section and go onto no pay you will automatically be moved to 
the main section of the scheme from the beginning of the next pay period. This 
means from that point forward you will build up full pension benefits in the LGPS 
even though you are not paying pension contributions.  
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If you wish to purchase the amount of lost pension and make the election within 30 
days of returning to work then the cost of the APC is split between you and the 
council. You will pay one-third of the cost and the council will pay the rest. This is 
known as a Shared Cost Additional Pension Contract (SCAPC). You can pay these 
additional contributions in a one-off lump sum or through regular payments from your 
wages. The maximum period of absence you can elect to buy back by a SCAPC is a 
period of 3 years.  
 
You can obtain a quote and print off an application form to buy lost pension at 
www.lgpsmember.org 
 
For further details on this, your pension entitlements and individual queries please 
contact the pensions department listed at the end of this document.  
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SECTION 7: USEFUL CONTACTS  

 

Statutory leave, pay and claim forms 
 
For further details on allowances and to receive the relevant claim form please 
contact the Jobcentre Plus directly on the following phone number / website:  

 
o Tel: 0800 055 6688 (8am – 6pm Monday – Friday) 
o Textphone: 0800 023 4888 (8am – 6pm Monday – Friday) 
o Website: http://www.gov.uk   

 
 
 
Pension Section  
 
For further details on pension contributions please contact the Pensions Section:  

 
o Tel: 01629 538900 
o Email: pensions@derbyshire.gov.uk 
o Address: Pensions section, Derbyshire County Council, County Hall, Matlock, 

Derbyshire. DE4 3AH 
o Website: http://www.derbyshire.gov.uk/working_for_us/pensions/  

 

 

Payroll Team 
For further details on payroll issues please contact the Payroll Team:  
 

o Tel: 01246 345465 / 5444 / 5466 
o Email: payroll@chesterfield.gov.uk  
o Address: Town Hall, Rose Hill, Chesterfield. S40 1LP 

 
 
 
HR Team 
For further details on HR issues please contact the HR Team:  

 
o Tel: 01246 345367 
o Email: HRqueries@chesterfield.gov.uk  
o Address: Town Hall, Rose Hill, Chesterfield. S40 1LP 
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