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Employer Toolkit for Maternity, Parental Leave and Adoption Leave
For Schools

	Date
	Version
	Description

	01/02/2017
	1
	Reviewed and updated version 0.10

Added Adoption Leave Letters

	01/04/2024
	2
	No changes

	01/05/2024
	3
	Name change. Updated links
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Support Staff Entitlements Letter

Dear XXX
Maternity Entitlements

Thank you for notifying us of your pregnancy.  I hope everything continues to progress well for you.  I have included some information below, relating to your maternity leave and pay, which you may find useful. 

I confirm we have received your Notification of Pregnancy form and MATB1/please could you also let me have your MATB1 which I will pass to payroll, in order for you to receive your statutory maternity pay.  

Leave

You have informed me that you would like to begin your maternity leave on (DATE).
As you are taking annual leave prior to this, your last day will be (DATE).
You are entitled to 52 weeks maternity leave, consisting of 26 weeks ordinary maternity leave (OML) followed by 26 weeks additional maternity leave (AML).  

As you have informed me you intend to return to work your latest return to work date will be (DATE). Unless otherwise notified it will be assumed that you will be returning on that date and no notice will be required. However, it would be good practice for you and your line manager to communicate and you are encouraged to discuss any changes that may arise.
 

Should you wish to return before the end of Ordinary Maternity Leave you are required to give your line manager at least 7 days’ notice.  If you wish to return to work after the end of Ordinary Maternity Leave but before the end of Additional Maternity Leave, you will be required to give at least 21 days notice. If you do not give this notice, the council may reserve the right to postpone your return until 21 days from the date you informed me that you would like to return early.

If you want to change the date your leave starts you must, if at all possible, inform me at least 28 days before the new intended start date, or if that is not reasonably practicable, as soon as is.

Pay

You are eligible for 39 weeks Statutory Maternity Pay/not eligible for Statutory Maternity Pay (for anyone with less than 41 weeks service or earning less than Lower Earnings Limit per week) 

You will be paid for 6 weeks at 90% of your average weekly earnings.  You will be paid the standard rate of Statutory Maternity Pay / 90% of your average weekly earnings (if earnings are less than the standard rate of SMP per week) for the remaining 33 weeks.  These figures relate to your salary before deductions have been made. 

<Insert for those who do not qualify for pay> You will be issued form SMP1 that will explain why you do not qualify for Statutory Maternity Pay. You may however be entitled to Maternity Allowance. If you take this form to a Benefits Agency, they will discuss your entitlement with you.
Occupational Maternity Pay 

<Insert for OMP only> 

On return to work, you will receive a lump sum of 12 weeks salary at half pay.  This is on condition that you return to work for a period of at least three months.

OR

To run concurrently with your SMP you will also be entitled to receive a further 12 weeks’ salary at half pay on condition that you return to work for a period of at least three months.

Please refer to pages 5 & 6 of the Employees Maternity and Paternity Guide for the entitlements: Employee Maternity & Paternity Guide April 2024.doc
Keeping in Touch Days

You may work for the School during your maternity leave for up to 10 days (also known as 'keeping-in-touch' days) without bringing your maternity leave to an end. 

It is recommended that your line manager invites you to participate in any training that will be important for you to fulfil your job role upon your return to work. These could be team away days, legal refresher courses, new software training etc. Under no circumstances should you be pressured into attending any of these activities.

No keeping in touch days are to be taken until at least two weeks after the birth of the child.

Employees returning for keeping in touch days will be paid their regular pay entitlement for the time worked.

I would be grateful if you could make sure that you let me know your baby’s birth date as soon as possible after the arrival.  If I don’t hear from you I will contact you nearer your return date.

For further details relating to maternity leave and statutory maternity pay please refer to the Maternity Information Pack located within the leadership, management and governance section of the Wokingham website. 

In the meantime, I wish you all the best for the remainder of the pregnancy and please do not hesitate to contact me if you have any queries.

Yours sincerely,

Headteacher

Teaching Staff Entitlements Letter

Dear xxx

Maternity Entitlements

Thank you for notifying us of your pregnancy.  I hope everything continues to progress well for you.  I have included some information below, relating to your maternity leave and pay, which you may find useful. 

I confirm we have received your Notification of Pregnancy form and MATB1/please could you also let me have your MATB1 which I will pass to payroll, in order for you to receive your statutory maternity pay.  

Leave

You have informed me that you would like to begin your maternity leave on (DATE).
As you are taking annual leave prior to this, your last day will be (DATE).
You are entitled to 52 weeks maternity leave, consisting of 26 weeks ordinary maternity leave (OML) followed by 26 weeks additional maternity leave (AML).  

As you have informed me you intend to return to work your latest return to work date will be (DATE). Unless otherwise notified it will be assumed that you will be returning on that date and no notice will be required. However, it would be good practice for you and your line manager to communicate and you are encouraged to discuss any changes that may arise.
 

Should you wish to return before the end of Ordinary Maternity Leave you are required to give your line manager at least 21 days’ notice.  If you wish to return to work after the end of Ordinary Maternity Leave but before the end of Additional Maternity Leave, you will be required to give at least 21 days notice. If you do not give this notice, the council may reserve the right to postpone your return until 21 days from the date you informed me that you would like to return early.

If you want to change the date your leave starts you must, if at all possible, inform me at least 28 days before the new intended start date, or if that is not reasonably practicable, as soon as is.

Pay

You are eligible for 39 weeks Statutory Maternity Pay/not eligible for Statutory Maternity Pay (for employees with less than 41 weeks service or who earn less than the Lower Earnings Limit per week)
You will be paid for 4 weeks at full pay immediately followed by 2 weeks at 90% of your average weekly earnings. You will be paid the standard rate of Statutory Maternity Pay / 90% of your average weekly earnings (if employee earns less than standard rate of Statutory Maternity Pay per week) for the remaining 33 weeks. These figures relate to your salary before deductions have been made. 

<Insert for those who do not qualify for pay> You will be issued form SMP1 that will explain why you do not qualify for Statutory Maternity Pay. You may however be entitled to Maternity Allowance. If you take this form to a Benefits Agency, they will discuss your entitlement with you. 
Occupational Maternity Pay 

<Insert for OMP only> 

On return to work, you will receive a lump sum of 12 weeks salary at half pay.  This is on condition that you return to work for a period of at least 13 weeks. This is an equivalent of 13 weeks full-time hours if you return to work on part-time hours having previously worked full-time.
OR

To run concurrently with your SMP you will also be entitled to receive a further 12 weeks’ salary at half pay on condition that you return to work for a period of at least 13 weeks. This is an equivalent of 13 weeks full-time hours if you return to work on part-time hours having previously worked full-time. 
Please refer to pages 5 & 6 of the Employees Maternity and Paternity Guide for the entitlements: Employee Maternity & Paternity Guide April 2024.doc
Keeping in Touch Days

You may work for the School during your maternity leave for up to 10 days (also known as 'keeping-in-touch' days) without bringing your maternity leave to an end. 

It is recommended that your line manager invites you to participate in any training that will be important for you to fulfil your job role upon your return to work. These could be team away days, legal refresher courses, new software training etc. Under no circumstances should you be pressured into attending any of these activities.

No keeping in touch days are to be taken until at least two weeks after the birth of the child.

Employees returning for keeping in touch days will be paid their regular pay entitlement for the time worked.

I would be grateful if you could make sure that you let me know your baby’s birth date as soon as possible after the arrival.  If I don’t hear from you I will contact you nearer your return date.

For further details relating to maternity leave and statutory maternity pay please refer to the Maternity Information Pack located within the leadership, management and governance section of the Wokingham website. 

In the meantime, I wish you all the best for the remainder of the pregnancy and please do not hesitate to contact me if you have any queries.

Yours sincerely,

Headteacher
8 month letter
Dear 

RETURNING TO WORK
Thank you for notifying us that your baby (Name) was born on (date).  I appreciate that your return to work is probably the furthest thought from your mind but I thought it would be helpful to reconfirm your entitlements to the Council’s maternity provisions.

You originally indicated your intention to return to work following the birth.  I would be grateful if you could confirm you still intend to return to work to enable this to be programmed accordingly. Unless otherwise notified it will be assumed that you will be returning on that date and no notice will be required.
You are entitled to 52 weeks maternity leave, consisting of 26 weeks Ordinary Maternity Leave followed by 26 weeks Additional Maternity Leave.  Two weeks of the 26 weeks ordinary maternity leave must be taken after the birth.  

I therefore calculate from your departure date of (leave date) that:

· your Ordinary Maternity Leave will end on [insert date]; 
· your Additional Maternity Leave will end on [insert date]; and
· the latest date you can return to work will be on [insert date].  

 If you wish to return to work after the end of Ordinary Maternity Leave but before the end of Additional Maternity Leave, you will be required to give at least 21 days notice.

If you have any further questions regarding your maternity rights please feel free to call me on the above number.

Yours sincerely

Return to Work Confirmation
Dear XXX,

RETURNING TO WORK
Further to your discussions with (Headteacher), I have pleasure in confirming your return to work from paid maternity leave. The effective date being (date).  

I will notify payroll to ensure your receive relevant remuneration for (month) and onwards.

Your return to work date is (date) you will be returning on the same terms and conditions of employment or your actual return to work date is (date), with hours changed to (hours) per week, (Grade, SCP, (£….. pro rata) and annual leave of (hours or days) per annum.
If you have any queries please do not hesitate to contact (Headteacher) or myself.

Kind regards,

Pension Scheme
If an employee is a contributor to the Superannuation fund the following applies:  

For support staff in the Local Government Pension Scheme, from 1 April 2014 if you are a new parent and have a period of relevant child related leave the amount of pension you build up will be based on your Assumed Pensionable Pay. Relevant child related leave covers all periods of Ordinary Maternity Leave, Ordinary Adoption Leave and Ordinary Paternity Leave and any paid Additional Maternity Leave, Additional Adoption Leave and Additional Paternity Leave.

That means that if you have a period of reduced contractual pay or no pay during relevant child related leave your pension is worked out using your Assumed Pensionable Pay (before the reduction in pay took place). You will only pay your contributions on any pay that you receive.

You can elect to cover the period of pension ‘lost’ by taking out a Shared Cost Additional Pension Contribution (SCAPC) contract. Where a SCAPC contract is taken out to cover the pension ‘lost’ during a period of unpaid additional Maternity, Adoption or Paternity leave or periods of unpaid authorised leave of absence, the cost is shared 1/3rd to the employee and 2/3rds to the employer, provided that you make an election to buy the ‘lost’ pension within 30 days of returning to work. For further details please see the relevant information on the Berkshire Pension Fund website:
Buying back Lost periods of pension | Berkshire Pension Fund (berkshirepensions.org.uk)
For teachers in the Teachers pensions Scheme during any period of paid maternity leave their pensionable service will continue to increase and their contributions will be based on the pay they got while absent.

Summary of Entitlements
Teachers Maternity Provisions

	Continuous service with XX LA by the end of the 15th week before EWC
	Continuous service with one or more LA’s at the start of the 11th week before EWC
	Maternity Pay

SMP - Statutory Maternity Pay

MA - Maternity Allowance
	Maternity leave

OML - Ordinary Maternity Leave
AML - Additional Maternity Leave

	At least 26 weeks
	At least 1 year
	39 weeks occupational and statutory pay as follows: 

4 weeks @ full pay inclusive of SMP

2 weeks @ 90% of week’s salary inclusive of SMP

12 weeks @ half pay plus SMP

21 weeks @ SMP


	26 weeks OML 

26 weeks AML



	Less than 26 weeks
	At least 1 year
	39 weeks occupational and statutory pay as follows: 

4 weeks @ full pay inclusive of MA if eligible

2 weeks @ 90% of week’s salary inclusive of MA if eligible

12 weeks @ half pay plus MA if eligible

21 weeks @ MA if eligible

No entitlement to SMP 


	26 weeks OML 

26 weeks AML



	At least 26 weeks
	Less than 1 year
	39 weeks statutory pay as follows:

6 weeks @ SMP equal to 90% of weekly salary

33 weeks @ SMP

No entitlement to occupational pay


	26 weeks OML 

26 weeks AML



	Less than 26 weeks
	Less than 1 year
	No occupational pay

No SMP

MA if eligible


	26 weeks OML 

26 weeks AML
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Paternity Entitlements Letter
Dear XXX,

Paternity Entitlements

Thank you for notifying us of your intention to take paternity leave.  I have included some information below, relating to your paternity leave and pay, which you may find useful. 

I confirm we have received the Mother’s MATB1 which I will pass to payroll, in order for you to receive your statutory paternity pay.  

Leave

You have informed me that you would like to begin your paternity leave on DATE/ the date the baby is born, for a period of 1 week / 2 weeks. You would then like to take a second week beginning on DATE. (delete as applicable)
You are entitled to a total of 2 weeks paternity leave, which can be taken together or separately.  

Pay

You are eligible for 1 week’s paternity leave at full pay and 1 weeks leave at statutory paternity pay. 

Please inform your manager as soon as practically possible of when the baby is born.  If the payroll deadline has passed, your Statutory Paternity Pay will be paid in the following month’s salary.

If you have any queries, please contact me on the number given above.

Yours sincerely,

Letter explaining the right to take parental leave 

[Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear [ ]

Congratulations on [the birth of your baby/your recent adoption of a child]. I am pleased to inform you that, as you have completed one year's continuous service with the School, you are now eligible to take parental leave.

You are entitled to take up to 18 weeks' unpaid parental leave in respect of your new child. The parental leave must be taken during the first eighteen years of their life.

[OR

You are entitled to take up to 18 weeks' unpaid parental leave in respect of the child you have adopted. The parental leave must be taken by the child's 18th birthday.
If, however, your child has been awarded Disability Living Allowance you are entitled to take your parental leave in blocks of a minimum of half a day.
You must provide your manager with at least 21 days' notice of the date you intend your parental leave to start and how much leave you intend to take.

You should note that your manager has the right to postpone a request for parental leave for up to six months where your absence would cause substantial disruption or harm to the School.

If you wish to exercise your right to parental leave, please complete the request for parental leave form, which can be found at [ ].

Yours sincerely

Letter informing an employee of ineligibility for parental leave
Recipient's name]
[Recipient's address]
[Recipient's town]
[Recipient's postcode]

Dear [ ]

I refer to your request to take a period of parental leave of [state duration of leave requested] commencing on [date].

I regret to inform you that you are not eligible to take the period of parental leave requested for the following reason [delete as appropriate]:

· You are not directly employed by this organisation. Only employees are eligible for parental leave.

· You have not complied with our request to provide evidence that you have, or expect to have, parental responsibility for a child under the age of eighteen. 

· You do not have sufficient service with the organisation to qualify for parental leave. To be eligible you must, at the date the proposed period of parental leave is to commence, have a minimum of one year's continuous service with this organisation.

· You have already exhausted your entitlement to parental leave, which is a total of 18 weeks.

· You have not given us sufficient notice. A minimum of 21 days' notice (prior to the requested start date) is required.

If you would like to discuss your application for parental leave and/or the reason that we are refusing it, please contact [name] on [telephone number].

Yours sincerely

Support Staff Adoption Entitlements Letter

Dear xxx

Adoption Entitlements

Thank you for notifying us of your Adoption. I hope everything continues to progress well for you.  I have included some information below, relating to your adoption leave and pay, which you may find useful. 

I confirm we have received your Notification of Adoption form and please could you also let me have your matching certificate in order for you to receive your statutory Adoption pay.  
Leave

You have informed me that you would like to begin your adoption leave on (DATE).

As you are taking annual leave prior to this, your last working day will be (DATE).

You are entitled to 52 weeks adoption leave, consisting of 26 weeks ordinary adoption leave (OAL) followed by 26 weeks additional adoption leave (AAL).  

As you have informed me you intend to return to work your latest return to work date will be (DATE). Unless otherwise notified it will be assumed that you will be returning on that date and no notice will be required. However, it would be good practice for you and your line manager to communicate and you are encouraged to discuss any changes that may arise.

Should you wish to return before the end of Ordinary Adoption Leave you are required to give your line manager at least 7 days’ notice.  If you wish to return to work after the end of Ordinary Adoption Leave but before the end of Additional Adoption Leave, you will be required to give at least 21 days notice. If you do not give this notice, the council may reserve the right to postpone your return until 21 days from the date you informed me that you would like to return early.
If you want to change the date your leave starts you must, if at all possible, inform me at least 28 days before the new intended start date, or if that is not reasonably practicable, as soon as is.

Pay

You are eligible for 39 weeks Statutory Adoption Pay/not eligible for Statutory Adoption Pay. 

You will be paid at 90% of your average weekly earnings (before tax) for the first six weeks. For the remaining 33 weeks, you will be paid at the standard rate set by the Government for the relevant tax year or 90% of your average weekly earnings (whichever is lower).
<Insert for those who do not qualify for pay>You will be issued form SAP1 that will explain why you do not qualify for Statutory Adoption Pay. You may however be entitled to other help and should contact your adoption agency for further guidance.  
Occupational Adoption Pay 

<Insert for OAP only> 

On return to work, you will receive a lump sum of 12 weeks salary at half pay.  This is on condition that you return to work for a period of at least three months.

OR

To run concurrently with your Statutory Adoption Pay (SAP), you will also be entitled to receive a further 12 weeks’ salary at half pay on condition that you return to work for a period of at least three months.

Keeping in Touch Days

You may work for the School during your adoption leave for up to 10 days (also known as 'keeping-in-touch' days) without bringing your adoption leave to an end. 

It is recommended that your line manager invites you to participate in any training that will be important for you to fulfil your job role upon your return to work. These could be team away days, legal refresher courses, new software training etc. Under no circumstances should you be pressured into attending any of these activities.

Employees returning for keeping in touch days will be paid their regular pay entitlement for the time worked.

For further details relating to adoption leave and statutory adoption pay please refer to the Employee Adoption Guide for Schools.
In the meantime, I wish you all the best and please do not hesitate to contact me if you have any queries.

Yours sincerely,

Headteacher

Teaching Staff Adoption Entitlements Letter

Dear xxx

Adoption Entitlements

Thank you for notifying us of your Adoption. I hope everything continues to progress well for you.  I have included some information below, relating to your adoption leave and pay, which you may find useful. 

I confirm we have received your Notification of Adoption form and please could you also let me have your matching certificate in order for you to receive your statutory Adoption pay.  
Leave

You have informed me that you would like to begin your adoption leave on (DATE).

As you are taking annual leave prior to this, your last working day will be (DATE).

You are entitled to 52 weeks adoption leave, consisting of 26 weeks ordinary adoption leave (OAL) followed by 26 weeks additional adoption leave (AAL).  

As you have informed me you intend to return to work your latest return to work date will be (DATE). Unless otherwise notified it will be assumed that you will be returning on that date and no notice will be required. However, it would be good practice for you and your line manager to communicate and you are encouraged to discuss any changes that may arise.

 

Should you wish to return before the end of Ordinary Adoption Leave you are required to give your line manager at least 21 days’ notice.  If you wish to return to work after the end of Ordinary Adoption Leave but before the end of Additional Adoption Leave, you will be required to give at least 21 days notice. If you do not give this notice, the council may reserve the right to postpone your return until 21 days from the date you informed me that you would like to return early.

If you want to change the date your leave starts you must, if at all possible, inform me at least 28 days before the new intended start date, or if that is not reasonably practicable, as soon as is.

Pay

You are eligible for 39 weeks Statutory Adoption Pay/not eligible for Statutory Adoption Pay (for employees with less than 41 weeks service or who earn less than the Lower Earnings Limit per week)

You will be paid for 4 weeks at full pay immediately followed by 2 weeks at 90% of your average weekly earnings. You will be paid the standard rate of Statutory Adoption Pay / 90% of your average weekly earnings (if employee earns less than standard rate of Statutory Adoption Pay per week) for the remaining 33 weeks. These figures relate to your salary before deductions have been made. 
OR<Insert for those who do not qualify for pay> You will be issued form SAP1 that will explain why you do not qualify for Statutory Adoption Pay. You may however be entitled to other help and should contact your adoption agency for further guidance.  
Occupational Adoption Pay 

<Insert for OAP only> 

On return to work, you will receive a lump sum of 12 weeks salary at half pay.  This is on condition that you return to work for a period of at least 13 weeks. This is an equivalent of 13 weeks full-time hours if you return to work on part-time hours having previously worked full-time.

OR

To run concurrently with your SAP you will also be entitled to receive a further 12 weeks’ salary at half pay on condition that you return to work for a period of at least 13 weeks. This is an equivalent of 13 weeks full-time hours if you return to work on part-time hours having previously worked full-time. 

Keeping in Touch Days

You may work for the School during your adoption leave for up to 10 days (also known as 'keeping-in-touch' days) without bringing your adoption leave to an end. 

It is recommended that your line manager invites you to participate in any training that will be important for you to fulfil your job role upon your return to work. These could be team away days, legal refresher courses, new software training etc. Under no circumstances should you be pressured into attending any of these activities.

Employees returning for keeping in touch days will be paid their regular pay entitlement for the time worked.

I would be grateful if you could make sure that you let me know your baby’s birth date as soon as possible after the arrival.  If I don’t hear from you I will contact you nearer your return date.

For further details relating to adoption leave and statutory adoption pay please refer to the Employee Adoption Guide for Schools.
In the meantime, I wish you all the best and please do not hesitate to contact me if you have any queries.

Yours sincerely,

Headteacher

8 month Adoption letter

Dear 

RETURNING TO WORK
I hope that all is going well for you. I appreciate that your return to work is probably the furthest thought from your mind but I thought it would be helpful to reconfirm your entitlements to the Council’s adoption provisions.

You originally indicated your intention to return to work following your adoption leave.  I would be grateful if you could confirm you still intend to return to work to enable this to be programmed accordingly. Unless otherwise notified it will be assumed that you will be returning on that date and no notice will be required.
You are entitled to 52 weeks adoption leave, consisting of 26 weeks Ordinary Adoption Leave followed by 26 weeks Additional Adoption Leave.  

I therefore calculate from your departure date of (leave date) that:

· your Ordinary Adoption Leave will end on [insert date]; 
· your Additional Adoption Leave will end on [insert date]; and
· the latest date you can return to work will be on [insert date].  

Should you wish to return before the end of Ordinary Adoption Leave you are required to give your line manager at least 7 days’ notice/21 days’ notice for teaching staff.  If you wish to return to work after the end of Ordinary Adoption Leave but before the end of Additional Adoption Leave, you will be required to give at least 21 days notice.

If you have any further questions, please feel free to call me on the above number.

Yours sincerely

Return to Work Confirmation
Dear XXX,

RETURNING TO WORK
Further to your discussions with (Headteacher), I have pleasure in confirming your return to work from adoption leave. The effective date being (date).  

I will notify payroll to ensure your receive relevant remuneration for (month) and onwards.

Your return to work date is (date) you will be returning on the same terms and conditions of employment or your actual return to work date is (date), with hours changed to (hours) per week, (Grade, SCP, (£….. pro rata) and annual leave of (hours or days) per annum.
If you have any queries please do not hesitate to contact (Headteacher) or myself.

Kind regards,

GP confirms employee is expecting a baby





Employee is entitled to paid time off for antenatal care





Employee is entitled to 26 weeks OML and 26 weeks AML regardless of length of service





If they do not qualify for SMP they may be entitled to claim a maximum of 39 weeks SMA provided that they have 26 weeks’ National Insurance Contributions during the 66 weeks before the qualifying week. 








And;


Their average weekly earnings in the eight weeks up to and including the qualifying week have been equal to the lower earnings limit for National Insurance Contributions. They will be entitled to 39 weeks SMP.


 





And,


Employees with at least one year’s continuous service in local government at the beginning of the 11th week before the EWC, are entitled to receive a further 12 week’s salary at half pay on condition that they return to work for a period of at least three months. 





Employees must notify their manager at least 28 days before their absence begins:


That they are pregnant


The date of the EWC


The date they would like their OML to begin (in writing). (The leave cannot be taken earlier that the 11th week before the EWC).


Employees qualifying for SMP must give at least 28 days notice of when the absence will begin and a MAT B1  





The School must respond to employees’ notification within 28 days, setting out when they expect the employee to return to work if they take their full entitlement.





Employees must give 28 days notice of any change of dates.





The earliest start date for maternity leave is the beginning of the 11th week before EWC





If the baby is born before the date the employee has notified, the maternity leave period starts automatically and they must give notification of the birth as soon as reasonably practicable.





If an employee is absent with a pregnancy related illness during the 4 weeks before the start of EWC, maternity leaves starts automatically regardless of when they actually wants their maternity leave to start.  





Apart from the payment of salary and other remuneration, all employment rights are preserved (e.g. annual leave accrual). The general guideline is that an employee on maternity leave should not be treated less favourably than if they were on long term sick leave. 








An employee must return to the same job after AML as if they had not been away, unless not reasonably practicable and then should be offered a similar job on terms no less favourable than the original job.





An employee must return to the same job after OML as if they had not been away.





Paternity Leave


Flow Chart – Paternity Pay/Leave





Employee advises that they want to start Paternity Leave.





Has the employee given you the correct evidence within the time limits?


Have they completed form SC3 Becoming a Parent. This must be done at least 28 days before pay period starts.





You must not pay Statutory Paternity Pay (SPP) without this evidence.





NO





YES





Has the employee been employed by you continuously for at least 26 weeks up to and into the Qualifying week?


Must also continue to work for you right up until the date the baby is born.





NO





Give them form SPP1. Why I cannot pay SPP


Take a copy of the evidence, form SC3 and give back original.





Has the employee earned enough in the relevant period?


The average earnings need to be at or above the Lower Earnings limit (LEL).





YES





NO





YES





Has the employee given sufficient notice?  They should tell you 28 days before they want to start Paternity Leave unless they have a good reason.





YES





Pay the lower of SPP or 90% of Average Weekly Earnings.





NO





Calculate the amount of SPP due.





Complete records of SPP paid.
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