Paternity/Maternity Support Leave 

Policy and Procedure

The University has in place a Paternity/Maternity Support Leave policy which was approved by the University Court on 21 May 1996 and provides two weeks paid leave to those who become fathers or in the absence of a father, a partner or nominated support carer. This is referred to as Ordinary Paternity Leave (OPL).  

From 3 April 2011, Additional Paternity Leave (APL) of between two and 26 weeks is available to fathers who have the main responsibility, along with the mother, for the upbringing of the child.  (A husband, partner or civil partner is also eligible in this context but not a relative of the mother).  
Length of Leave and Timing 

Ordinary Paternity Leave (OPL) is two weeks paid leave taken around the time of the birth.  No distinction will be drawn between live and still births. Two weeks of OPL also applies to multiple births.  OPL normally is taken in complete weeks however can be taken on separate occasions as long as the total period of leave does not exceed 2 weeks.  OPL may be taken within a period from six months before the birth to six months after. 
Additional Paternity Leave (APL) can be between two and 26 weeks. APL can be taken if the mother decides not to take her full 52 weeks’ maternity leave and returns to work early.   APL can be started by the father at any point after the baby is 20 weeks old and must be completed by the baby’s first birthday.  Gaps between the end of maternity leave and the beginning of APL are permitted although unlikely in practice. APL is a separate right of fathers and does not work by transferring leave between parents.  A couple can therefore have a combined maternity and APL period that is longer than if the mother alone had taken her full 52  week maternity leave entitlement.  
The father will be entitled to receive Additional Statutory Paternity Pay (ASPP) as long as the mother has not exhausted her right to Statutory Maternity Pay (SMP) or Maternity Allowance (MA) when she returns to work and have at least 2 weeks of her 39 week entitlement left. 
An employee on APL will retain all their terms and conditions of employment, with the exception of remuneration, mirroring the provisions of maternity leave.   Annual leave will continue to accrue and a father will be entitled to work for 10 ‘Keeping in Touch’ (KIT) days without APL and ASPP coming to an end. 

Eligibility 

In order to qualify for both OPL and APL, a member of staff must have been employed by the University for 26 weeks by the fifteenth week before the expected date of the birth. Employees who adopt a child are also eligible for OPL and APL.  In addition, there are specific notification requirements that must be adhered to when requesting OPL and APL.
Procedure to Request Ordinary Parental Leave
Requests for OPL should be made to the Head of Department/Dean as far in advance as possible and normally not less than ten working days before it is required. The expected week of childbirth can be used to apply for leave as far in advance as possible although, given the unpredictable nature of childbirth, it is reasonable to expect that the actual days of taking leave are likely to vary.  

The Applicant should complete Section 1 of the Paternity Leave Form and attach a copy of the appropriate evidence, e.g. Maternity Certificate (Form MAT B1)/Ante-Natal appointment and send it to the Head of Department/Dean.  The Head of Department/Dean has responsibility for completing Section 2 of the Paternity Leave Form and sending a copy to the Applicant and Human Resources (for record keeping purposes).  Every effort should be made to accommodate the timing of the request. Where an employee does not have sufficient continuous service to be eligible for paternity/maternity support leave annual leave should be used.  Members of staff who wish to take more than 2 weeks of Paternity/Maternity Support Leave should arrange to make use of their annual leave entitlement in the normal way through their Head of Department/Dean although there is not a requirement that this must be granted.

Procedure to Request Additional Parental Leave

Requests for APL should be made to the Head of Department/Dean as far in advance as possible but at least eight weeks before the start of APL. 

The Applicant should complete Section 1 of the Additional Paternity Leave Form detailing 
the EWC and the child’s actual birth date, the proposed start and end dates of APL and the required declaration should be signed. Section 2 of the form should be completed by the mother of the child and the required declaration should be signed.  The form should be sent to Human Resources who will confirm the Applicant’s eligibility to APL.  The Applicant should keep a copy of this form for their records.
