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& Rescue Service ORDER Work and Family Policy

P.222 Length of Paternity Leave

Eligible employees can take up to two weeks paternity leave. They can

choose to start their leave:

¢ From the date of child’s birth.

¢ From a chosen number of days or weeks after the date of the
child’s birth

¢ From a chosen date later than the first day of the week in which the
baby is expected to be born.

Leave can start on any day of the week on or following the child’s birth
but must be completed within 56 days of the actual date of birth of the
child.

Only one period of leave is available to employees irrespective of
whether more than one child is born as a result of the same pregnancy.

P.2.2.3 Notice of intention to take paternity leave

Employees must give their employer 15 weeks notice of their intention
to take paternity leave, unless this is not reasonably practicable.
Employees must give details of

¢ The week the baby is due

¢ Whether they wish to take one or two weeks leave

¢ When they want their leave to start

Employees, who wish to change the date of their paternity leave, can
do so, provided that they give 28 days notice.

P.2.3. Paternity Pay

P.2.3.1 Statutory Paternity Pay (SPP)

If you have at least 26 weeks continuous service at the end of the 15™
week before the Expected Date of Confinement and you earn more
than the lower earnings limit for National Insurance purposes, you will
be entitled to Statutory Paternity Pay (SPP).

Statutory Paternity Pay is paid for one or two consecutive weeks at the
standard rate of SMP, in which you will receive 90% of normal average
pay or £112.75 if average pay is less than £112.75 a week.
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P.2.4

P.2.41

P.2.4.2

P.2.4.21

P.2.4.2.2

P.2.4.2.3

Adoption Leave

An employee who has had a child placed with them for adoption on or
after 01 April 2007 is entitled to Ordinary Adoption Leave and
Additional Adoption Leave at the same level as for Statutory Maternity
Leave i.e. Ordinary Adoption Leave of 26 weeks and Additional
Adoption Leave of 26 weeks.

Adopters can choose to start their leave:
e From the date of the child’s placement (whether this is earlier or
later than expected); or
e From a fixed date which can be up to 14 days before the
expected date of placement and no later than the expected date
of placement.

Leave can start on any day of the week.
Eligibility

To qualify for adoption leave an employee must:

e Be the child’s adopter in that he/she has been matched with a
child for adoption

o Have notified the adoption agency that he/she agrees that the
child should be placed with him/her and the date of placement

o Have worked continuously for their employer for not less that 26
weeks ending with the week in which he/she is notified of being
matched with a child for adoption: and

e Have complied with the notification requirements.

Adoption leave (and pay) is not available in circumstances where a
child is not newly matched for adoption, for example when a step-
parent is adopting a partner’s children

If a child is being jointly adopted either partner will be able to chose to
take adoption leave (and the other will be entitled to paternity leave)

Issued by: Mr K Jones Version 1

Authorised by: Deputy Chief Fire Officer Date: 04 April 2007




Mid & West Wales Fire = PERSONNEL STANDING Section: 2
& Rescue Service ORDER Work and Family Policy

P.2.4.3

P.2.4.3.1

P.2.43.2

P.2.4.3.3

P.24.4

P.2.4.41

Notification Requirements

The following notification requirements must be adhered to in order to
ensure that eligibility to any entitlements is maintained.

You are required to inform the Service of
e Your intention to take adoption leave within seven days of being
notified by your adoption agency that you have been matched
with a child for adoption (unless this is not reasonably
practicable and then as soon as reasonably practicable
thereafter).

o The date you want your adoption leave to start

You must also provide the Service with evidence (in the form of one or
more documents issued by the adoption agency) of:
e The name and address of the agency
e The name and date of birth of the child
e The date on which you were notified that you had been matched
with a child; and
e The expected date of placement

Within 28 days of receipt of your initial notification of intention to take
adoption leave, the Service will write to you to confirm your expected
date of return to work if the full adoption leave entitlement is taken. If
you want to change your date of return, at least 8 weeks written notice
is required

Adoption Pay

Statutory Adoption Pay (SAP).- If you have at least 26 weeks’ service
ending with the week in which the child is matched for adoption and
you earn more than the lower earnings limit for National Insurance
purposes, you will be entitled to Statutory Adoption Pay, whether or not
you intend to return to work or not. In addition to the above conditions
to qualify for SAP you will also be absent from work due to adoption
leave

Statutory Adoption Pay is payable for 39 weeks and is based on 90%
of your normal average pay for the first 6 weeks of Adoption Leave,
and 23 weeks at the standard rate SAP.

In normal circumstances Statutory Adoption Pay cannot commence
earlier than 14 days before the Expected Date of Placement. Adoption
Pay will start on the same day as ordinary adoption leave
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P.2.4.4.2

P.2443

P.2.4.5

P.2.4.51

P.2.5

P.2.51.1

Occupational Adoption Pay:- For those who have been employed for at
least 12 months at the beginning of the 11" week before the Expected
Week of Confinement, there is an additional entitiement over and
above SAP, for those who intend to return to work, of 20 weeks
Occupational Adoption Pay, (OAP). OAP is 20 weeks at half normal
pay; this is paid in addition to the statutory rate of SAP. If the two
elements added together exceed normal pay, only payments up to that
level will be made.

It should be noted that there is a requirement to return to work for
a period of at least thirteen weeks after the Adoption Leave to
secure the OAP entltlement t. Failure to resume duties  for this

period, will necessitate the individual refunding the OAP.

All non cash related contractual benefits will continue whilst an
employee is on Adoption Leave

Keeping in Touch Days. (KIT)

A member of staff whose child is placed on or after 01 April 2007 may,
with the agreement of his/her Head of Department carry out up to 10
days working during his/her statutory adoption leave period without
bringing his/her adoption leave to an end. In accordance with
legislation, any work carried out on any day shall constitute a full days
work.

Work means any work done under the contract of employment and
may include training, attending meetings and committees or any
activity undertaken for the purposes of keeping in touch with the
workplace.

There is no obligation on either the Service or employee to make use
of these days.

Payment for KIT days will be based on an employees contractual pay
offset by SAP

Parental Leave

Employees, (both mothers and fathers), who have completed 1 year's
service are entitled to up to 13 weeks unpaid parental leave to care for
their child. The leave can usually be taken up to 5 years from the date
of birth. In the case of parents of disabled children, they can take up to
18 weeks unpaid leave up to the child’s 18™ birthday.
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P.2.51.2

P.2.5.1.3

P.2.5.1.4

P.2.5.1.5

P.2.5.1.6

Parents of disabled children are entitled to 18 weeks’ parental leave up
to the child’s 18" birthday, providing they have the qualifying length of
service.

If an employee has twins they will be entitled to 13 weeks unpaid
parental leave for each child (18 weeks for the parents of each
disabled child).

Upon application for parental leave the Service can ask for reasonable
evidence, which may take the form of form MATB1, adoption papers,
child’s birth certificate, etc. if an employee’s entitlement to parental
leave relates to a disabled child, evidence of the child’'s entitlement to a
disability living allowance may need to be produced.

Eligible employees are required to give 21 day’s notice of his/her
requirement to take parental leave, which should be applied for using
form DL2- Special Leave Form.

Parental leave can be postponed by the Service in certain
circumstances if granting such leave will result in a department/Service
provision being “unduly disrupted”. Written notice will be provided to
the employee specifying the reason for postponement and the date to
which the leave has been postponed. Such notice must be given within
seven days of the employee’s application for parental leave being
submitted. The period of postponement will be determined by the
appropriate line manager, but only after full consultation with the
employees.

Leave cannot be postponed where the employee has given 21 days
notice prior to the beginning of the EWC to take leave immediately
after the birth.

In the case of adoption, leave cannot be postponed (except in
exceptional circumstances) where the employee has given 21 days
notice of the Expected week of Placement.

All employees are also entitled to take a reasonable amount of unpaid
time off work to deal with emergency or unexpected situations involving
a dependent, and to make any necessary longer term arrangements, in
accordance with the Time Off for Dependants guidance.
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P.2.5.1.6.1 For the purpose of this guidance Dependant
includes:

(a) The employee’s spouse

(b) A child of the employee

(c) A parent of the employee

(d) A person who lives in the same household as the
employee, otherwise by reason of being his/her
employee, tenant, lodger or boarder

P.2517 Under normal circumstances, reasonable time off will be classed as
one or two days’ unpaid leave

P.2.5.1.8 Employees must advise their line manager, as soon as is reasonably
practicable, the reason for their absence and an indication of how
much time they will require.

P.2.5.1.9 There may be exceptional circumstances where an employee returns
to work before it was possible to contact their line manager, but he/she
should still advise the line manager of the reason for the absence on
returning.

P.2.5.1.10 It is not necessary to give notice in writing.
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