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	1.0
	Purpose and Scope

	
	

	1.1
	The School is committed to creating a work environment which is supportive of all employees, including those who are parents or who are about to become parents. It is the School’s policy that employees should be given time off in line with statutory provisions and, where possible, enhanced by additional provisions in accordance with the employee’s contractual terms and conditions. 

	
	

	1.2
	The purpose of this policy is to ensure that the arrangements for maternity (including ante-natal appointments), adoption, paternity, parental leave and shared parental leave are set out clearly and that the School conforms to all statutory and contractual provisions. 

	
	

	1.3
	This policy applies to all employees employed by the School. It does not apply to agency staff, consultants, casual workers and external secondees working for the School.

	
	

	1.4
	The purpose of this policy is to set out what is required and the options available to the School in dealing with family leave issues. For comprehensive guidance on how to effectively implement this policy the school should refer to the Family Leave Toolkit.
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	2.0
	Maternity Leave

	
	

	2.1
	Maternity Leave (OML and AML)

	2.1.1
	Every pregnant employee is entitled to a total of 26 weeks' statutory Ordinary Maternity Leave (OML), and can also take a further 26 weeks’ statutory Additional Maternity Leave (AML), which starts at the end of ordinary maternity leave, making the combined leave entitlement 52 weeks (1 year) regardless of length of service or hours of work. Maternity leave can be taken by the employee at any time starting from 11 weeks’ before the Expected Week of Childbirth (EWC) up to the actual date of birth. A minimum period of two weeks leave must be taken immediately after the birth.

	
	

	2.2
	Ante-Natal Appointments

	2.2.1
	All pregnant employees are entitled to paid time off for ante-natal appointments made upon the advice of a registered medical practitioner, midwife or health visitor, provided that they can produce an appointment card or some other document showing that an appointment has been made.

	
	

	2.3
	Statutory Maternity Pay (SMP)

	2.3.1
	Pregnant employees who have at least 26 weeks’ continuous employment with the same employer by the end of the 15th week before the Expected Week of Childbirth (EWC) and for the 8 weeks prior to the end of the 15th week before the EWC and earning on average not less than the lower average earnings limit, will qualify for SMP.

	2.3.2
	SMP is payable as follows:

	
	· 6 weeks at 90% of average weekly pay
· 33 weeks at SMP rate or 90% of average weekly pay, whichever is the lower.

	2.3.3
	Employees who do not qualify for SMP may be able to claim maternity allowance (MA). 

	
	


	2.4
	Occupational Maternity Pay & Leave

	2.4.1
	Employees who have at least 1 year’s recognised continuous service at the time of the 11th week prior to the EWC and have declared their intention to return to work will be entitled to receive Occupational Maternity Pay (OMP), as an enhancement to SMP, as follows:

	2.4.1.1
	Teaching Staff

	
	· 4 weeks at 100% weekly pay
· 2 weeks at 90% of weekly pay
· 12 weeks at 50% of weekly pay, plus SMP (up to a total payment not exceeding 100% weekly pay)
· 21 weeks at SMP rate or 90% of weekly pay, whichever is the lower
· The remaining 13 weeks will be unpaid.

	2.4.1.2
	Support Staff

	
	· 6 weeks at 90% of weekly pay
· 12 weeks at 50% of weekly pay, plus SMP (up to a total payment not exceeding 100% weekly pay)
· 21 weeks at SMP rate or 90% of weekly pay, whichever is the lower
· The remaining 13 weeks will be unpaid.

	2.4.1.3
	If an employee fails to return to work for their current employer for the minimum period of 13 weeks at the end of their maternity leave, then will be required to pay back the additional contractual payment, which would be 12 weeks at 50% of weekly pay.

	2.4.1.4
	An employee returning to work on reduced hours would still be required to complete 13 weeks service at her original hours. To accommodate the reduced hours working, the 13 weeks service period will be extended accordingly to ensure that the total number of original hours are worked in full. 

	2.4.2
	Employees eligible for OMP who have not declared an intention to return to work will receive OMP as follows:

	2.4.2.1
	Teaching Staff

	
	· 4 weeks at 100% weekly pay
· 2 weeks at 90% of weekly pay
· 33 weeks at SMP rate or 90% of weekly pay, whichever is the lower
· The remaining 13 weeks will be unpaid.

	2.4.2.2
	Support Staff

	
	· 6 weeks at 90% of weekly pay
· 33 weeks at SMP rate or 90% of weekly pay, whichever is the lower
· The remaining 13 weeks will be unpaid.

	2.4.3
	Employees eligible for OMP who have not declared an intention to return to work but then do so for the minimum period of 13 weeks at the end of their maternity leave will subsequently be paid for 12 weeks at 50% of weekly pay.

	
	

	2.5
	Notification by the Employee to take Maternity Leave

	2.5.1
	Employees are required to formally notify the School before the end of the 15th week before the expected date of childbirth, or if this is not possible as soon as reasonably practicable thereafter, of their intention to take maternity leave along with their intended commencement date. The employee is also required to submit the MATB1 form, giving the expected date of childbirth at least 28 calendar days before they wish their maternity leave to start. 

	2.5.2
	If an employee subsequently wishes to change her commencement date then she should formally notify the School at least 28 calendar days before either the new or original commencement date, whichever is the sooner. If this is not possible, then it must be as soon as is reasonably practicable thereafter. 

	2.5.3
	If an employee is absent from work, either wholly or partly due to her pregnancy, which continues into the last 4 weeks before EWC, then maternity leave will commence on the day following the first day after the beginning of the 4th week, before the expected week of childbirth.

	2.5.4
	If an employee becomes absent from work for a pregnancy related illness (either whole or in part) during the last four weeks before the expected week of childbirth, then maternity leave will commence on the first day of absence.

	2.5.5
	An employee whose maternity leave commences because she gives birth prematurely must inform the School as soon as is reasonably practicable that she has given birth and the date on which the birth occurred. The commencement date of the maternity leave will then be the day after the birth occurred.

	
	

	2.6
	Confirmation of Maternity Leave from the School

	2.6.1
	The School will formally respond to confirm the maternity leave which must include the expected return date to work date.  

	2.6.2
	If there are any subsequent changes to either the start or end dates of the maternity leave period, then the School will need to formally confirm this within 28 calendar days of the employee starting maternity leave.

	
	

	2.7
	Application of Terms & Conditions during Maternity Leave

	2.7.1
	During both Ordinary and Additional Maternity Leave, employees are entitled to benefit from all normal terms and conditions of employment, except for those regarding remuneration.

	2.7.2
	All staff are entitled to accrue annual leave and public holidays for the duration of their maternity leave.
With respect to annual leave all teachers have a statutory right to 28 days (5.6 weeks) annual leave under the working time regulations. This annual leave will be considered as taken during periods of School closure and public holidays, either before or after the maternity leave period.
All year round support staff can take their accrued annual leave immediately before and/or after their maternity leave period and term time working support staff shall receive a payment in lieu of the leave accrued after the maternity leave period.

	
	

	2.8
	Keeping in Touch

	2.8.1
	Whilst there is no obligation for employees on maternity leave to take part in keeping-in-touch days, and nor is there any obligation on the School to provide them, an employee may carry out up to 10 days’ work during her statutory maternity leave period without bringing her maternity leave to an end. Work may also include training or any activity aimed at keeping in touch. Any day worked, irrespective of duration, will constitute a full day’s work.

	2.8.2
	A keeping-in-touch day must not take place during the two weeks following the date of birth.

	2.8.3
	Payment of keeping in touch days will be equivalent to a normal day’s pay offsetting any SMP, MA or OMP made at that time.

	
	

	2.9
	Returning to Work

	2.9.1.
	Teaching Staff

	2.9.1.1
	An employee who intends to return to work at the end of her maternity leave is not required to give any notification of this to the School. However, if she wishes to return earlier than this, she must give at least 21 days’ formal notice.

	2.9.1.2
	Should the employee fail to give the correct notice of an early return, the School may delay her return so that it does meet the required 21 days’ notice however, any delay cannot be extended beyond the end of her maternity leave.

	2.9.2.
	Support Staff

	2.9.2.1
	An employee who intends to return to work at the end of her maternity leave is not required to give any notification of this to the School. However, if she wishes to return earlier than this, she must give at least 8 weeks’ formal notice.

	2.9.2.2
	Should the employee fail to give the correct notice of an early return, the School may delay her return so that it does meet the required 8 weeks’ notice however, any delay cannot be extended beyond the end of her maternity leave.

	2.9.3
	All Staff

	2.9.3.1
	On returning to work from Ordinary Maternity Leave, the employee has a right to return to the same job on the same terms and conditions. The exception to this is if her post has been affected by redundancy during her absence in which case the School will offer a suitable alternative vacancy should one exist.

	2.9.3.2
	On returning to work from Additional Maternity Leave, the employee has a right to return to the same job wherever possible. However, if this proves not to be practicable, the School will offer a suitable alternative employment on terms and conditions that are no less than would have been applied if she had not been absent. The exception to this is if her post has been affected by redundancy during her absence in which case the School will offer a suitable alternative vacancy should one exist. 

	2.9.3.3
	If an employee wishes to return to work on different hours in the same job then she must submit a flexible working request. If the process has not been completed by the time the employee is due to return to work, the status quo shall continue to apply.

	2.9.3.4
	Ahead of the employee’s return to work, the school should also undertake a DBS check.

	
	

	2.10
	Complications during Maternity Leave

	2.10.1
	Where an employee’s baby is born alive prematurely she will be entitled to the same amount of maternity leave and pay as if her baby was born at full term.

	2.10.2
	Where an employee’s baby is born deceased after the start of the 24th week of pregnancy, she will be entitled to the same amount of maternity leave and pay as if her baby was born alive.

	2.10.3
	Where an employee has a miscarriage before the 24th week of pregnancy, normal sick leave provisions will apply as necessary.

	2.10.4
	Where an employee has given birth but the baby subsequently dies during maternity leave, she will be entitled to the same amount of maternity leave and pay as if her baby was still alive.




	
	

	3.0
	Adoption Leave

	
	

	3.1
	Adoption Leave (OAL and AAL)

	3.1.1
	As the main adopter, an eligible employee is entitled to up to 26 weeks’ Ordinary Adoption Leave (OAL) followed immediately by up to 26 weeks’ Additional Adoption Leave (AAL) making the combined leave entitlement 52 weeks (1 year) regardless of length of service or hours of work.

	
	

	3.2
	Eligibility for Adoption Leave

	3.2.1
	Adoption leave may be taken when one of the following applies: 

	
	· An employee has been matched with a child by a UK adoption agency and starts living with the employee or up to 14 calendar days before the placement date (UK adoptions).

	
	· An employee has been matched with a child by an overseas adoption agency and arrives in the UK or within 28 calendar days before the placement date (Overseas adoptions).

	
	· The day the child is born or on the day after where they are the legal parent of a child that they are having with the help of a surrogate mother (Parental Order parents). 

	
	· The employee has a child placed with them under section 22C of the Children Act 1989 with a view to them adopting that child (Looked after children).

	3.2.2
	Adoption leave will only be available to the main adopter. The secondary adopter, if a couple are adopting jointly, may be entitled to paternity pay or shared parental leave.

	3.2.3
	Employees shall not qualify for adoption leave or pay if they:

	
	· Become a special guardian or kinship carer.

	
	· Adopt a stepchild.

	
	· Adopt a family member.

	
	· Adopt without permission from a UK authority or a UK adoption agency.

	
	

	3.3
	Pre-Adoption Appointments

	3.3.1
	The main adopter will be able to take paid time off for up to five adoption appointments. The secondary adopter will be entitled to take unpaid time off for up to two adoption appointments.

	3.3.2
	These appointments must be taken in the period between being notified of a match with a child and the date of the child's placement for adoption. The School will ask the employee for proof of the date and time of the appointment and also that the appointment has been arranged by, or at the request of, the adoption agency.

	3.3.3
	Parental Order parents are entitled to take unpaid leave to enable them to accompany the surrogate mother to up to two of her ante-natal appointments, for up to 6.5 hours each.

	
	

	3.4
	Statutory Adoption Pay

	3.4.1
	Employees who take adoption leave will also qualify for Statutory Adoption Pay (SAP), provided that they have 26 weeks' continuous employment calculated as at the week in which notification of matching was given, and have average weekly earnings not less than the lower average earnings limit. They will be entitled to up to 39 weeks’ SAP, the remaining 13 weeks’ of AAL will be unpaid.

	
	

	3.5
	Occupational Adoption Pay & Leave

	3.5.1
	Employees who have at least 1 year’s continuous service at the time of the 11th week prior to the expected placement date (EPD) and have declared their intention to return to work will be entitled to receive Occupational Adoption Pay (OAP) as set out in 2.4.1.

	3.5.2
	If an employee fails to return to work for their current employer for the minimum period of 13 weeks at the end of their adoption leave, then they will be required to pay back the additional contractual payment which would be 12 weeks at 50% weekly pay.

	3.5.3
	An employee returning to work on reduced hours would still be required to complete 13 weeks’ service at their original hours. To accommodate the reduced hours working, the 13 weeks’ service period will be extended accordingly to ensure that the total number of original hours are worked in full. 

	3.5.4
	Employees eligible for OAP who have not declared an intention to return to work will receive OAP as set out in 2.4.2.

	
	

	3.6
	Notification by the Employee to take Adoption Leave

	3.6.1
	Employees should formally notify the School of their leave start and finish dates together with the expected or actual date the child is placed with them, within 7 calendar days of being told that they have been matched with a child, of if for any reason this is not possible, then as soon as is reasonably practicable.

	3.6.2
	For employees in surrogacy arrangements, the School must be formally notified at least 15 weeks before the due date, of when the baby is due and when they want to start and finish their leave. The employee can change their leave dates but must formally do so at least 28 calendar days before their original start date or the new start date, whichever is the sooner.

	3.6.3
	The employee is required to supply the School with original documentary evidence as follows:

	
	· Name and address of the agency (UK and Overseas adoptions).

	
	· The matching certificate (UK and Overseas adoptions).

	
	· Letter from the adoption agency confirming the expected or actual date of placement (UK Adoptions).

	
	· The relevant UK authority’s official notification confirming the parent is allowed to adopt (Overseas adoptions).

	
	· The date the child arrived in the UK (Overseas adoptions).

	
	· Either a parental order or a statutory declaration to confirm they intend to apply for a parental order in the six months after the baby’s birth (Parental Order parents).

	
	· Letter from the local authority confirming the expected or actual date of placement (Looked after children).

	3.6.4
	An employee can choose to start their leave from the date of their child’s placement (whether this is earlier or later than expected), or from a fixed date which can be up to 14 calendar days before the expected date of placement. For Parental Order parents, the start date will be either the day the child is born or on the day after. Only one period of leave is available even if more than one child is placed for adoption as part of the same arrangement. 

	3.6.5
	The School will formally respond to confirm the maternity leave which must include the expected return date to work date.  

	3.6.6
	If there are any subsequent changes to either the start or end dates of the adoption leave period, then the School will need to formally confirm this within 28 calendar days.

	
	

	3.7
	Application of Terms & Conditions during Adoption Leave

	3.7.1

3.7.2
		During both Ordinary and Additional Maternity Leave, employees are entitled to benefit from all normal terms and conditions of employment, except for those regarding remuneration.

	All staff are entitled to accrue annual leave and public holidays for the duration of their maternity leave. With respect to annual leave all teachers have a statutory right to 28 days (5.6 weeks) annual leave under the working time regulations. This annual leave will be considered as taken during periods of School closure and public holidays, either before or after the maternity leave period. All year round support staff can take their accrued annual leave immediately before and/or after their maternity leave period and term time working support staff shall receive a payment in lieu of the leave accrued after the maternity leave period.




	
	

	3.8
	Keeping in Touch

	3.8.1
	Whilst there is no obligation for employees on adoption leave to take part in keeping-in-touch days, and nor is there any obligation on the School to provide them, an employee may carry out up to 10 days’ work during the statutory adoption leave period without bringing the adoption leave to an end. Work may also include training or any activity aimed at keeping in touch. Any day worked, irrespective of duration, will constitute a full day’s work.

	3.8.2
	Payment of keeping in touch days will be equivalent to a normal day’s pay offsetting any occupational and/or statutory pay made at that time.

	
	

	3.9
	Returning to Work

	3.9.1
	The provisions as set out in 2.9 of this policy for maternity leave, equally applies to those returning from adoption leave.

	
	

	3.10
	Complications during Adoption Leave

	3.10.1
	Where the adoption placement does not take place or breaks down, the entitlement to adoption leave will come to an end.

	3.10.2
	Where a child dies, the adoption leave will continue for a further 8 weeks from the date when death occurred.




	
	

	4.0
	Paternity Leave

	
	

	4.1
	Eligibility for Paternity Leave

	4.1.1
	To qualify for Paternity Leave an employee must:

	
	· Have, or expect to have, responsibility for the child’s upbringing.

	
	· Be the biological father of the child or either the mother’s or adopters spouse, civil partner or partner.

	
	· Have worked continuously for the School for 26 weeks at the end of the 15th week of the expected week of childbirth or expected placement date.
· Take the leave in one block of either one or two weeks, or two separate one week blocks.

	4.1.2
	Paternity leave can be taken anytime within 52 weeks of the birth or adoption. Only one entitlement will be available to employees irrespective of whether more than one child is born as the result of the same pregnancy or if more than one child is placed together as an adoption arrangement. 

	4.1.3
	In cases of adoption, paternity leave only applies where a child is newly matched for adoption.

	4.1.4
	For cases of childbirth, the employee is also entitled to unpaid leave to attend two ante-natal appointments for a maximum of six and a half hours on each occasion.

	4.1.5
	For cases of adoption, the employee is also entitled to unpaid leave to attend two adoption appointments for a maximum of six and a half hours on each occasion where they are a secondary adopter. 

	
	

	4.2
	Paternity Pay

	4.2.1
	All eligible employees, as stated in 4.1.1, are entitled to receive Statutory Paternity Pay (SPP), for the leave taken.

	4.2.2
	In addition, eligible employees shall be granted Occupational Paternity Pay as follows:

	4.2.2.1
	Teaching Staff

	
	Three days’ full pay (pro-rata for part time employees) to take at or around, but not before, the time of birth or adoption. The remainder of the leave would then be SPP only.


	4.2.2.2
	Support Staff

	
	Five day’s full pay (pro-rata for part time employees) to take at or around, but not before, the time of birth or adoption. The remainder of the leave would then be SPP only.

	
	

	4.3
	Notification by the Employee to take Paternity Leave

	4.3.1
	In relation to the birth of a child, the employee is required to formally notify the School of their intention to take Paternity leave by giving at least 15 weeks notice before the expected date of childbirth, unless this is not reasonably practicable. 

	4.3.2
	The employee must give at least 4 weeks notice of when they want their paternity leave to start, together with how much leave they want to take.

	4.3.3
	The employee may also be required to submit a copy of the MATB1 giving the expected date of childbirth.

	4.3.4
	For cases of adoption, employees are required to formally notify the School of their intention to take Paternity leave within 7 calendar days of being notified of being matched with a child for adoption, unless this is not reasonably practicable.

	4.3.5
	In both cases, the employee will need to tell the School:

	
	· The week the baby is due or the date of placement.

	
	· Whether they wish to take one or two weeks’ of statutory leave.

	
	· When they want their leave to start.

	4.3.6
	Paternity leave cannot start before the date of birth or date of placement and must be completed either:

	
	· Within 52 weeks of the actual date of birth or placement of the child, or 

	
	· If the child is born or placed early, within the period from the actual date of birth or placement up to 52 weeks after the expected week of birth or placement. 

	4.3.7
	The actual start date that the employee takes paternity leave must be one of the following:

	
	· The actual date of birth or placement of the child, whether this is earlier or later than expected, or

	
	· On an agreed number of days after the actual date of birth or placement of the child, or

	
	· On an agreed number of days after the expected week of birth or placement of the child.

	4.3.8
	The employee can change their mind about when they want their paternity leave to start providing they formally notify the School at least 28 calendar days in advance (unless this is not reasonably practicable).

	4.3.9
	The School will respond to an employee’s notification within 14 calendar days setting out the date on which the School expects the employee to return to work and the paternity pay they will receive during their leave.

	
	

	4.4
	Application of Terms & Conditions during Paternity Leave

	4.4.1
	During paternity leave, employees are entitled to benefit from all normal terms and conditions of employment, except for those regarding remuneration.

	
	

	4.5
	Complications during Paternity Leave

	4.5.1
	If a child is born earlier than the 14th week before the expected week of birth, the employee will still be entitled to paternity pay.

	4.5.2
	Where the baby is born deceased after the start of the 24th week of pregnancy, the employee will be entitled to the same amount of paternity leave and pay as if the baby was born alive.

	4.5.3
	Where there is a miscarriage before the 24th week of pregnancy, then paternity leave and pay would no longer apply.

	4.5.4
	If the baby or adopted child dies during paternity leave, the employee will still be entitled to the same amount of paternity leave and pay as if the child was still alive.




	
	

	5.0
	Ordinary Parental Leave

	
	

	5.1
	Entitlement to take Ordinary Parental Leave

	5.1.1
	Eligible employees are entitled to a total of 18 weeks’ unpaid parental leave, known as ordinary parental leave, for each child born or adopted, which may be taken at any time before the child’s 18th birthday.

	5.1.2
	Parental leave must be taken in blocks of at least 1 week (pro-rata for part-time employees), with the exception of parents of disabled children who may take leave in blocks or multiples of one day.

	5.1.3
	An employee may take up to a maximum of 4 weeks’ leave per year per child and the first day of each leave year will be the child’s birthday.

	
	

	5.2
	Eligibility to take Ordinary Parental Leave

	5.2.1
	Employees who have at least 1 year’s continuous employment with the School will qualify for parental leave.

	5.2.2
	Where an employee has previously worked with other employers, the School has the right to make enquiries of those employers about how much parental leave, if any, has already been taken.

	5.2.3
	To be considered as a parent, the employee will either be named on the child’s birth certificate or have proof of adoption as well as having legal responsibility for the child. 

	
	

	5.3
	Applying for Ordinary Parental Leave

	5.3.1
	Employees applying for parental leave must give at least 21 calendar days’ notice of the date on which they intend to start.

	5.3.2
	Employees will need to provide evidence of their responsibility for the child and the child’s age, if this is not already established.

	5.3.3
	Where an employee has more than one child, they will need to submit a separate application for each, but can apply for each period of parental leave to run concurrently.

	5.3.4
	The employee will also need to make a declaration about how much parental leave they have already taken for their child.

	5.3.5
	It may be necessary for the School to postpone parental leave for up to 6 months if taking the leave at that time would be detrimental to the School. In these cases, the School should discuss this with the employee within 7 calendar days of receiving the application. However, parental leave cannot be postponed if it would mean that the leave could not be taken before the child’s 18th birthday.

	5.3.6
	Any postponement will be formally confirmed to the employee no later than 7 calendar days after receiving the application, setting out the reasons for the postponement and revised dates for when the leave can be taken. Any decision taken is final with no right of appeal. 

	5.3.7
	Postponement for parental leave does not apply if it is to be taken immediately after the child is born or adopted or from when paternity leave is taken from either the date of birth or adoption.

	
	


	5.4
	Application of Terms & Conditions during Ordinary Parental Leave

	5.4.1
	As parental leave is unpaid, employer pension contributions will not be paid for the period of the leave.

	
	

	6.0
	Shared Parental Leave

	
	

	6.1
	Shared Parental Leave Entitlements

	6.1.1
	Maternity or adoption leave and pay can be ended early with remaining leave entitlement becoming Shared Parental Leave (SPL). The employee would then be entitled to any remaining weeks of maternity or adoption leave as SPL and any remaining weeks of maternity or adoption pay as Statutory Shared Parental Pay (ShPP). The employee would also be entitled to receive any remaining occupational maternity or adoption pay. 

	
	

	6.2
	Eligibility for Shared Parental Leave

	6.2.1
	For an employee to qualify for SPL they would need to meet all of the following criteria:

	
	· To share responsibility for the child.

	
	· To pass the continuity of employment test, requiring that they have been continuously employed with the current employer for at least 26 weeks by the end of the 15th week before the Expected Week of Childbirth (EWC) or by the end of the week before they were matched with the child.

	
	· To remain employed at the start of each block of SPL they take.

	
	· To have a partner who meets the employment and earnings test, requiring that during the 66 weeks before the baby is due, or before the matching date, they must have:

	
	· been working for at least 26 weeks (they do not need to be consecutive weeks), whether employed, self-employed or an agency worker, and
· have earned at least the minimum earnings requirement on average in 13 of the 66 weeks (not necessarily continuously). 

	6.2.2
	For an employee to qualify for ShPP they would need to meet all of the following criteria:

	
	· To share responsibility for the child.

	
	· To pass the continuity of employment test, requiring that they have been continuously employed with the current employer for at least 26 weeks by the end of the 15th week before the EWC or by the end of the week before they were matched with the child.

	
	· To have earned the weekly minimum earnings requirement for 8 weeks before the 15th week of the expected birth the adopter is notified of being matched with a child (between the 16th and 23rd week before the baby is due).

	
	· To have a partner who meets the employment and earnings test, requiring that during the 66 weeks before the baby is due, or before the matching date, they must have:

	
	· been working for at least 26 weeks (they do not need to be consecutive weeks), whether employed, self-employed or an agency worker, and 
· have earned at least the minimum earnings requirement on average in 13 of the 66 weeks (not necessarily continuously).

	
	

	6.3
	Notification by the Employee to take Shared Parental Leave

	6.3.1
	Employees are required to formally notify the School of their entitlement and intention to take SPL at least 8 weeks before they can take any period of SPL.

	6.3.2
	The notice that the parents must give to the relevant employer to be able to take SPL are made up of the following three elements:

	
	· Notice from the mother/adopter setting out when they propose to end the maternity/adoption leave (unless they have already returned to work).

	
	· Notice from the employee giving an initial non-binding indication of each period of SPL that they are requesting.

	
	· Notice from the employee setting out the start and end dates of each period of SPL that they are requesting.

	6.3.3
	Employees can give notice of up to 3 separate booking notices requesting either a continuous or discontinuous pattern of SPL no less than one week at a time, instead of taking it all in one go. Each block will require the employee to give at least 8 weeks’ notice. It is at the School’s discretion to determine the discontinuous pattern of SPL.

	
	

	6.4
	Application of Terms & Conditions during Shared Parental Leave

	6.4.1
	During SPL, employees are entitled to benefit from all normal terms and conditions of employment, except for those regarding remuneration.

	
	

	6.5
	Keeping in Touch 

	6.5.1
	Whilst there is no obligation for employees on shared parental leave to take part in shared parental leave keeping-in-touch (SPLIT) days, and nor is there any obligation on the School to provide them, each employee may work for up to a total of 20 days each (pro-rata). These are in addition to the up to 10 KIT days available to a mother during Maternity Leave. Once a mother has ended her Maternity Leave, any KIT days worked must come out of their SPL keeping in touch entitlement.

	
	

	6.6
	Returning to Work

	6.6.1
	The provisions, as set out in 2.9 of this policy for maternity leave equally applies to those returning from SPL.

	
	


	6.7
	Complications during Shared Parental Leave

	6.7.1
	Where a child dies the employee can take any period of shared parental leave that is already booked. 




	
	

	7.0
	Neonatal Care Leave

	
	

	7.1
	Entitlement to take Neonatal Care Leave and Pay

	7.1.1

7.1.2
	Neonatal Care Leave (NCL) is a statutory entitlement for employees where they are responsible for a baby receiving neonatal care. 
Employees are eligible from the first day of employment.

	7.1.2
	NCL is an unpaid leave of absence although in most cases, employees will be entitled to receive statutory NCL pay.

	7.1.3
	NCL does not affect an employee’s entitlement to paid compassionate leave, and can be taken in addition to this as well as any other leave as stated in this policy.

	7.1.4
	The leave must be taken in full weeks, with one week of NCL for each consecutive seven day period that the baby is receiving neonatal care, up to a maximum of 12 weeks. 

	
	

	
	

	7.2
	Eligibility to take Neonatal Care Leave

	7.2.1
	To qualify for NCL an employee must have parental or other prescribed responsibility for a baby who is receiving or who has received neonatal care, within 28 days of birth or spent at least seven consecutive days in neonatal care. This applies where the employee is:
 

	
	· the child’s parent, intended parent, or partner of the child’s mother at the date of birth

	
	· in cases of adoption, the child’s adopter, prospective adopter, or the partner of either, at the date the child is placed.

	
	

	7.2.2
	“Neonatal care” is defined in law as care of a medical or palliative kind lasting for at least seven consecutive days which starts within 28 days commencing the day after the child’s birth. The medical care may be received in hospital, or out of hospital providing the child was originally an inpatient and the care is under the direction of a consultant. Neonatal care also covers babies receiving palliative or end of life care.


	
	

	7.3
	Applying for Neonatal Care Leave

	7.3.1
	The employee is required to tell the school (give ‘notice’) that they will be taking NCL. The notice must specify:

· the employees name
· the child’s date of birth and date of placement if adoption
· the date(s) the child started receiving neonatal care
· the date neonatal care ended if the child is no longer receiving it
· the date the leave is to begin
· the number of weeks’ leave the employee wants to take
· the declaration that the employee is taking the leave to care for the child
· the declaration that the employee meets the eligibility requirements.


	7.3.2
	Employees can take neonatal care leave in two tiers:

	
	

	
	Tier 1: Immediate, flexible leave 

· Can be taken while the baby is still receiving care, and up to a week post discharge. 
· Can be taken in non-consecutive blocks of a minimum of one week at a time and can be taken around other pre-booked leave types.
· The Tier 1 period leave ends on the 7th day after the day the baby stops receiving neonatal care. 
· Is typically used by the partner of the mother, (or person other than the mother with parental responsibility), or where there is pre-booked shared parental leave. 

Tier 2: Planned leave post-discharge 

· The tier 2 period is any remaining period that is not part of the tier 1 leave.
· Must be taken in one continuous block. 
· Is typically used after pre-booked maternity/adoption leave.

	

7.3.3



7.3.4






7.3.5


7.3.6


7.4

7.4.1



7.4.2








7.5










7.5.1



7.5.2




7.5.3



7.5.4
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7.5.6



	

If the employee wishes to take NCL in the tier 1 period they must give the school the required notice before they are due to start work on the first day of absence, unless it is not reasonably practicable to do so. 

If the employee wishes to take NCL in the tier 2 period, they must give the school the required notice:

· no later than 15 days before the first day of leave when taking a single week,
· or no later than 28 days before the first day of leave when taking two or more weeks.

If the employee changes their mind about taking NCL, they can withdraw the notice by following the same notice periods as above.

The NCL will start on the day specified unless the leave is due to start on the same day as the notice is given, or the employee is at work on that day, then it will start the day after.

Taking leave

The employee must take the leave before the end of a period of 68 weeks beginning with the child’s date of birth or date of placement in cases of adoption.

If the employee accrues NCL after already starting another period of statutory family leave, such as maternity or paternity leave, then they can take the NCL after the end of the statutory family leave, providing it is within 68 weeks beginning on the child’s date of birth or placement.





Pay during leave

Employees are entitled to Statutory Neonatal Care Pay during neonatal care leave if they:

· are eligible for statutory neonatal care leave
· have 26 weeks’ continuous service by the week immediately preceding the one in which neonatal care starts
· earn at least the lower earnings limit on average calculated over the period of eight weeks ending with the week before neonatal care starts
· are still in employment in the week before neonatal care starts.

If the employee is eligible, they are entitled to a maximum of 12 weeks’ Statutory Neonatal Care Pay, paid at one week per every seven uninterrupted days of care the child receives.


The weekly rate of Statutory Neonatal Care Pay is the lower of:

· the current statutory rate 
· 90% of your normal weekly earnings.

If eligible for Statutory Neonatal Care Pay, the employee needs to give the school notice in writing of the intention to claim it alongside the notice of intention to take neonatal care leave.

Where the employee is claiming Statutory Neonatal Care Pay in the tier one period, they must provide notice before the end of 28 days after the first day of the pay week the notice refers to.

If the employee claiming Statutory Neonatal Care Pay in the tier two period, they must provide notice no later than 15 days before the first day of the relevant pay week when taking a single week, or no later than 28 days before the first day of the first relevant pay week when taking two or more weeks.


The notice must include:

· The employees name
· the child’s date of birth and date of placement if adoption
· the date(s) the child started receiving neonatal care
· the date neonatal care ended if the child is no longer receiving it
· the declaration that the week you are claiming pay for was taken to care for the child
· the declaration that you meet the eligibility requirements.






	
	

	7.6
	Application of Terms & Conditions during Neonatal Care Leave

	
7.6.1


7.7

7.71





7.72


7.73
	
During NCL, employees are entitled to benefit from all normal terms and conditions of employment, except for those regarding remuneration.

Death of a child in neonatal care

If the child sadly dies, the employee might still be eligible to take neonatal care leave if their child was in neonatal care for 7 consecutive days or more and they provided notice for NCL. 


The neonatal care leave can start the day after the child dies. If other leave has already been booked, for example maternity, adoption or paternity, that leave must be taken first.


This is in addition to parental bereavement leave.




	
	

	8.0
	Parental Bereavement Leave

	
	

	8.1
	Entitlement to take Parental Bereavement Leave and Pay

	8.1.1
	Parental Bereavement Leave (PBL) is a statutory entitlement for employees who are the bereaved parent of a child to be absent from work for up two weeks.

	8.1.2
	PBL is an unpaid leave of absence although in most cases, employees will be entitled to receive statutory parental bereavement pay.

	8.1.3
	PBL does not affect an employee’s entitlement to paid compassionate leave, and can be taken in addition to this as well as any other leave as stated in this policy.

	8.1.4
	The leave must be taken in full weeks, as either one or two weeks leave. 

	8.1.5
	Where more than one child dies, the employee is entitled to two weeks' PBL in respect of each child. 

	
	

	8.2
	Eligibility to take Parental Bereavement Leave

	8.2.1
	To qualify for PBL an employee must have one of the following relationships with a child under 18 years of age: 

	
	· Biological parent.

	
	· The partner of a deceased child’s parent, as long as they live in an “enduring family relationship” with the child and their parent.

	
	· Who for a continuous period of at least four weeks before the child dies, lived with the child and had “day-to-day responsibility” for the child. 

	
	· Adoptive parent.

	
	· Surrogate parent.

	
	· The “natural parent” of an adopted child who has been granted some court-ordered contact.

	
	· Biological parent whose child was stillborn after 24 weeks of pregnancy.

	8.2.2
	Employees have this right to take PBL from their first day of employment with the school and consequently the right to take PBL also extends to casual workers.

	
	

	8.3
	Applying for Parental Bereavement Leave

	8.3.1
	The employee is required to tell the school (give ‘notice’) that they will be taking PBL, notifying the school:

	
	· When they want the leave to start.

	
	· Whether they want to take one or two weeks leave.

	
	· The date of the child’s death or stillbirth.

	8.3.2
	Reasonable notice should be given, but the minimum required notice is as follows:

	
	· If the leave is to be taken within 56 calendar days of the death or stillbirth, an employee can start their leave as soon as they give notice, which can be on the first day of leave as long it is before they were due to start work.

	
	· If leave is to be taken more than 56 calendar days following the death or stillbirth, the employee must give the school one week’s notice before the start of the leave.
· The leave can be taken at any time within 56 weeks of bereavement.

	8.3.3
	In giving notice, employees do not have to provide evidence of their child’s death (such as a copy of a death certificate or a letter from the child’s doctor). As such, the School should not, under any circumstances, require an employee to provide evidence that their child has died.

	
	

	8.4
	Application of Terms & Conditions during Parental Bereavement Leave

	8.4.1
	During parental bereavement leave, employees are entitled to benefit from all normal terms and conditions of employment, except for those regarding remuneration.
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