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1. Introduction

Company”) to ensure that as far
ombine their career and family
pl for employees to support their
en.

1.1 It is the policy of <
as possible our e
responsibilities. W4
partners following t

bted within Great Britain and the
S.

1.2 This policy applies
policy is not applica

a person who is matched with the
ke adoption leave to care for the
the employee who has also been
pt the adopter) and who wishes to
e with this policy.

1.3 In this policy refere
child for adoption g
child and reference
matched with the c
take a period of pa

2. Aims of the Policy

2.1 To provide employg ped to care for their adopted child

ase can be used if you want your
byond the statutory provision for
] the obligations imposed on the

2.2 To comply with [an
Company’s Patern
Statutory Paternity
Company by law.

3. Ordinary Paternity Leave

2 consecutive weeks (they can
they:

3.1 The employee is
elect to take one) G

in responsibility for the child’s
lity of the adopter); and

3.1.2. Are either
and;

er or civil partner of the adopter;

3.1.3. Have work
ending with
been match

Company for at least 26 weeks
yee receives notification of having

3.1.4. On the Co pvide a declaration signed by the

ve been met and confirming that
Paternity Leave is to care for the

3.2 Ordinary Paternity

3.2.1 From the da laced with the adopter; or
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4. Procedure for Ordinary

3.2.2 From a chos
to be placed

3.2.3 Ordinary P3g
date that thqg

hte on which the child is expected

ompleted within 56 days of the
pdopter.

4.1 The employee musg p>> of the employee’s intention to
take Ordinary Patg an 7 days after the adopter has
been notified of ith the child, unless this is not
reasonably practica required to supply the following
information:

4.1.1 The date o notified of having been matched
with the chil

4.1.2 The date o ted to be placed with the adopter;
and

4.1.3 Whether thg weeks leave; and

4.1.4 When they

4.2 The employee can the date on which they want their
leave to start provi idual/Title>> in writing at least 28
days in advance.

4.3  The employee mu tle>> in writing of the date they
expect Ordinary ts to start at least 28 days in
advance.

4.4 <<Individual/Title> ove details, write to the employee
to confirm the detai d.

4.5 The employee mug of placement to the employer as
soon as reasonabl as been placed with the adopter.
The employee doej of their return to work unless they
wish to return early, give notice to <<Individual/Title>>.

5. Ordinary Paternity Leave

5.1 [Where the emplo ry Paternity Leave they may also
be eligible for Stat

5.2 SPP will be paid fg ary Paternity Leave. SPP will be
paid at the Prescril check HMRC website for current
rate) or 90% of the ekly earnings if they are less than
the Prescribed Weg

5.3 Employees who re Arnings below the lower earnings
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limit for National |
qualify for SPP, o
support while on C
be available throud

for SPP. Employees who do not
paid may be able to get income
Additional financial support may
cil Tax Benefit, Tax Credits or a



5.4

6. Rights during Ordinary

Sure Start Materni
Jobcentre Plus Offi

ation is available from your local

OR

[The Company’s
and provides full
Leave.]

s beyond the statutory provision
absence for Ordinary Paternity

6.1. All employees hav ilst absent on Ordinary Paternity
Leave
6.1.1 The emplo yment subsists throughout their

absence for e and they will continue to benefit
from their tg ployment, except for the right to
remuneratio

6.1.2 Before the ¢ hry Paternity Leave the employee
will be infor s for covering their work and for
remaining i ny whilst they are on leave. As far
as possible e finalised in consultation with the
employee, olved in decisions relating to the
temporary rq cover their Paternity Leave.

6.1.3 All employe Leave will remain on circulation
lists for inte br documents and will be included
in invitations vents as if they were still at work.
Where appro executive/managerial/supervisory
responsibilit b that the employee is given the
opportunity key decisions taken in their
absence.

6.1.4 [As far asrqg Il seek to defer key decisions until
the employs Paternity Leave.]

6.1.5 The emplo eturn to the same job following
Ordinary Pa

7. Shared Parental Leave

7.1. Shared Parental pthers to commit to ending their
maternity leave and d to share the untaken balance of
leave and pay as s pay with their partner.

7.2. Employees can ¢ nary paternity leave and shared
parental leave, but hternity leave must come first. An
employee cannot t hve if he/she has already taken a
period of shared pa the same child.

7.3.  SPL must be taken week.
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7.4. In order to take S
eligibility requireme
and evidence req
leave.

7.5.  [For further detaild
Policy].

8. [Post-Paternity Leave

8.1. On the employee's
provided with the o
for flexible working.

8.2. The opportunities
business but we rg
reducing their wo
Paternity Leave or
requests for part-ti
provided that the e
a basis.]

8.3. [Where the deman(
of its managerial cq
possible for two su
on a job-share bs
accordance with st
arrangements can
to working on a p
adjusted contracts
Their continuity of

8.4. [Employees who o
Ordinary Paternity

Leave and/or requd
Years>> duration. [

This policy has been approved

Name: <<Insert F

Position: <<Insert P(
<<Date>>

Date:

Signature:
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is/her partner must meet various
ith the relevant curtailment, notice
mother curtailing her maternity

separate Shared Parental Leave

nary Paternity Leave, they will be
hether they wish to be considered

| depend on the needs of the
ing parents will be interested in
after their return from Ordinary
sonable efforts to accommodate
s of flexible work arrangements,
be effectively carried out on such

-time cover, for example because
pavy workload, then it may still be
ied people to carry out the duties
requests for flexible working in
fuirements and consider whether
te them. Employees who change
hsis will be offered appropriately
g their new terms and conditions.
d rights will be preserved.]

prefer to postpone a return from
period may qualify for Parental
0 <<Specify number of Months or
will be provided upon request.]

rces Manager>>



