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To: Cllrs N Aldis, P Blaine, A M Hill (Chairman), W Jackson, C Osborne,            

S Paterson, and S Sutton 
c.c. A Gibson, J Hewitt, T Knagg, R Lock, M Pettitt, M Scott, P Sharman and 

N Thompson 

 
You are hereby summoned to attend a meeting of the Human Resources 

Committee of Sandy Town Council to be held in the Council Chamber at 10 
Cambridge Road, Sandy, Bedfordshire on Monday 20 September 2021 

commencing at 6.30pm. 
 

 
Town Clerk 

10 Cambridge Road 

Sandy, SG19 1JE 

01767 681491 
                                                    14 September 2021 

 
 

Following the easing of Covid19 restrictions the government has stated that it is 
‘expected and recommended’ that people should wear face coverings (unless 

exempt) in crowded public settings. Due to the size of the Council chamber and 
the potential number of people present, Councillors, officers and members of the 

public are encouraged to wear face coverings during the meeting. 
 

A G E N D A 
 
1 Apologies for Absence  

 

 

2 Declarations of Interest  
Under the Localism Act 2011 members of Council are not required to make 

oral declarations of interest at meetings but may not participate in 

discussion or voting on any items of business in which they have a 

Declarable Pecuniary Interest (DPI) and under Sandy Town Council’s 

Standing Orders must leave the room for the duration of all discussion on 

such items.  (All members’ register of interests are available on the Sandy 

Town Council website or on application to the Clerk.)   

This item is included on the agenda to enable members to declare new DPIs 

and also those who wish to do so may draw attention to their stated 

DPIs and also any non-declarable personal interests which they have 

declared under Sandy Town Council’s adopted Code of Conduct and which 

may be relevant to items on the agenda.   

i) Disclosable Pecuniary Interests 

ii) Non-disclosable Interests 

iii) Dispensations 

 

 

 

 

3 Minutes of Previous Meeting  
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To consider the minutes of the meeting of the Human 

Resources Committee held on Monday 5th July 2021 and to 
approve them as a correct record of proceedings. 

 

 
Previously 
circulated 

 

 

5 Public Participation Session   
Members of the public may ask questions or make 

representations to the committee about items of business 
which are on the agenda. 

 

 

 

6 Health and Safety / Accident Report 

To receive and note a report on accidents which have occurred 
since the last meeting of the Human Resources Committee.  
 

Date Employee Accident Measures 

03/08/21 Admin 

Team 

Leader 

Stumbled and fell heavily 

onto car park surface. 

Visit to Doctor for 

advice on damage 

to left knee 

    

 

 
 
 
 

7 Training Report 
To receive a report on employee and Councillor training 

undertaken or planned.  
 

 
 

Appendix I 

8 Employee Handbook Review 

To receive and consider policies which form part of the 

employee handbook, which have been reviewed and updated 
by the Council’s external HR Advisor. Once individual policies 

have been reviewed and approved, they will be added to the 
overall handbook which will then be approved by the 

Committee.  
 

 
 
 
 

 i)     Maternity Leave 
 

Appendix II 

 ii)     Paternity Leave Policy 
 

Appendix III 

 iii)     Parental Leave Policy 
 

Appendix IV 

 iv)     Shared Parental Leave Policy 
 

Appendix V 

 v)     Parental Bereavement Policy 

 

Appendix VI 

 vi)     Adoption Leave Policy 

 

Appendix VII 

 vii) Time off for Dependents Policy 

 

Appendix VIII 

9 Chairman’s Items 
 

 

10 Date of Next meeting: 20th December 2021  
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11 COMMITTEE IN PRIVATE SESSION 

RECOMMENDED In terms of Schedule 12a of the Local 
Government Act 1972, the following items will be likely to 

disclose exempt information relating to establishment and 

contractual matters and it is, therefore, RECOMMENDED that 
pursuant to the provisions of the Public Bodies (admissions to 

Meetings) Act 1960 the public and press be excluded.   
 

 
 
 
 
 

 
 
 

12 Staffing Matters 

 
i) To receive and note employee sick leave figures for the 

financial year to date.  

 
ii) To receive a report on minimum wage to SCP1 contracts. 

 
iii) To receive and consider a report on potential additional 

litter picking resource. 
 

iv) To receive and consider an ongoing staffing matters 
report.  

 
v) To receive and consider staffing and resources overview 

report.  
 

 
 

 
 
 

 
 

 
 
 
 
 
Confidential  
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SANDY TOWN COUNCIL 

COMMITTEE: Human Resources 

DATE:  20 September 2021 

AUTHOR:  Town Clerk 

SUBJECT:  Training and Conferences  

Training  

The following training or seminars have been completed by staff and Councillors since the last meeting of the Human Resources 

Committee: 

Training Provider Participants Cost Date 

Planning and Power NALC A Gibson (NDP Chair) • £30.00 • 28/07/21 

 
The following upcoming training has been arranged or requested; 

Training Provider Participants Cost Date 

The Future of High Streets and Town Centres NALC A Gibson (NDP Chair) J Hewitt (SCG Rep) £30.00 29/09/21 

Exclusive Right of Burial ICCM C Baker-Smith £135.00 2-3/11/21 

 

The Clerk would like to attend the 2021 National Clerks conference as part of his ongoing development. Members should note that 

there has been a cost increase for the annual conference of £33.  

Training Provider Participants Cost Date 

National Clerks Conference  SLCC C Robson, Town Clerk £408.00 12-14/10/21 

 

The following training/seminars/conferences are available and have been flagged for possible interest to Councillors; 

Training Provider Venue Cost Date 

The Future of High Streets and Town Centres NALC Online £30.00 29/09/21 

Future Communities 2021 – One day conference NALC Online £50.00 02/12/21 
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Please also see the attached Bedfordshire Association of Town and Parish Council’s Training Programme.  

The following training has been identified for completion as soon as it becomes available at a suitable location. Interest has been 

flagged with each of the training providers listed below.  

Training Provider Participants  Cost 

New Councillor 
Induction 

BATPC Cllr S Paterson £30 

Basic Tree Survey & 
Inspection 

Bedford College Grounds Team Member  £195 

Grounds Maintenance 
and Management 

Institute of Groundsmen  Outdoor Team 
 
 

£900 for on-site 
based training 
course.  

Press Releases and 
Social Media for Local 
Councils 

Costs being sought from 
various providers.  

Clerk/Admin Team Unknown 

Microsoft Office for 
Local Councils 

SLCC Admin Team Unknown 

  



 

 

 

BBeeddffoorrddsshhiirree  AAssssoocciiaattiioonn  ooff  TToowwnn  &&  
PPaarriisshh  CCoouunncciillss  

FFiinnaannccee  TTrraaiinniinngg  PPrrooggrraammmmee    
  22002211--2222  

IInntteerraaccttiivvee  oonn--lliinnee  ttrraaiinniinngg  ddeelliivveerreedd  oonn  ZZoooomm  
bbyy  PPaarrkkiinnssoonn  PPaarrttnneerrsshhiipp  LLLLPP  

  

  

  

  

Budgeting for Clerks and Finance Staff £30 delegate 

This session is aimed at officers of parish & town councils, who are involved in 
preparing and monitoring budgets. 

Topics include: Setting a budget and precept; Contingencies and reserves; How the 
council tax base affects the budget; Inflation and Budget monitoring. 

10am September 23rd  
 October 7th 19th 21st  
 November 2nd 4th 16th 18th 30th  

  

  

  

Year-end Accounts & Audit        £30 per delegate 
 
For officers who want to understand how to prepare their council’s Annual 
Governance and Accountability Return and comply with the requirements of the audit 
process. The session introduces the AGAR and the stages of the audit process, 
enabling you to complete all the relevant steps correctly. 
 
10am Jan 2022 25th  26th  

 Feb  1st, 2nd, 3rd, 8th, 10th, 17th 
 Mar  3rd, 8th, 9th, 10th, 15th, 17th, 29th, 30th, 31st  
 Apr  5th, 6th   
  

  

  

  

The role of Internal Audit         £30 per delegate 
For councillors and officers that want to understand the role of the internal auditor 
and how to appoint one.  This session explains the role of the internal auditor in 
providing assurance to the council that it has sound financial controls. (NB this is not 
a training session for people who want to undertake internal audits.) 
 
6.30pm Nov  25th  
10am Dec  14th   
 Jan 2022 18th  
 Mar 2nd  
 Apr 27th 
 May 10th    
 

  

  

See next page 
  

NEW 



 

 

 

  

  

Internal Controls         £30 per delegate 
This session give councillors and clerks an understanding of the need for internal 
controls and how they work, with practical examples and case studies. 
 
10am Dec  9th  
 Jan 2022 13th 
 Feb  9th 
 May  5th   
 

  

 

Introduction to VAT for local councils  £30 per delegate 
This session, for clerks, finance staff and councillors who wish to develop their 
knowledge, explains how VAT affects local councils  
 
10am September 8th 30th  
 Oct 12th  
 Nov  11th 23rd,  
 Dec  7th  

 Jan 2022 11th  27th  
 Feb  15th   
 Mar  1st  23rd  
 Apr  7th  
 May  4th 26th 
 Jun  14th 
 Jul 7th 20th 
  

 
 

Finance for councillors         £30 per delegate 
This session is for councillors only and is designed to give them a greater 
understanding of their duties with regard to the council’s finances. 
 
10am Sept  14th  29th  
6.30pm Sept 20th   
 

 
 
New dates are added regularly. All prices quoted are the BATPC member 
council rate. Booking on places on any of the above courses provided by PP 
LLP is a commitment to pay and can only be confirmed on receipt of a 
completed booking form and payment of the appropriate course fee.  

 

Tracy Moorhouse handles all bookings. Please contact 
Tracy direct for booking forms and to check availability.  
email admin@batpc.co.uk  

mailto:admin@batpc.co.uk
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SANDY TOWN COUNCIL 

 

MATERNITY POLICY 

 
Policy statement 
At the Council, we endeavour to ensure all women are given support and encouragement 
before, during, and on their return to work from maternity leave.  
 
We aim to ensure that the employee’s duties are adequately covered during maternity leave 
and that an effective dialogue is implemented at all stages so that employees feel fully 
informed about their entitlements and the process to follow.  
 
All employees taking maternity leave are covered by this policy, including those on part-time 
contracts. 
 
Definitions 
The following terms are used within this policy: 
 

• EWC: The expected week of childbirth is the week, beginning on the Sunday, during 
which the baby’s birth is expected.  

 

• MATB1: The maternity certificate, or form, which is provided to confirm a pregnancy 
and confirm the expected week of childbirth 

 

• Qualifying week: The 15th week before the expected week of childbirth 
 
Notification requirements 
Please notify us as soon as possible of your pregnancy to enable us to ensure that, where 
appropriate, any reasonable steps are taken to safeguard the safety of yourself and your 
unborn child and that you are not subject to any unnecessary risks at work. 
 
To qualify for maternity leave we require that you provide us with written notification by the 
qualifying week, or as soon as reasonably practicable after this, of the following information: 
 

• your pregnancy 

• your EWC, and 

• the date you wish to start your ordinary maternity leave period, which can be any 
time from the 11th week before the EWC. 

 
There is a form you can use to provide this information which is available the Town 
Clerk/PNC HR.  
 
You should also give your MATB1 to the Town Clerk. You will normally be provided with this 
at around the 20-week stage. 
 
Once you have notified the Town Clerk of your intended start date of ordinary maternity 
leave, we will confirm, in writing, the date that we expect you to return to work after 
additional maternity leave has ended. This confirmation will be sent to you within 28 days of 
your notification.   
 
An informal meeting will then be arranged with the Town Clerk to discuss your entitlements 
and the organisational processes involved. The meeting will include discussions on the 
following points: 
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• the amount of leave you can take and the payment arrangements 

• the information that we will need from you to process your maternity leave 

• time off for ante-natal appointments 

• risk assessments to ensure your role does not pose a risk to your, or your baby’s, 
health and safety 

• your right to return after maternity leave to the same or a similar role 

• the opportunity to request flexible working and how a request should be made. 
 
In order to ensure good communication and a smooth transition in the time leading up to 
maternity leave, and during the leave itself, you will be informed of the arrangements for 
covering your work and also for remaining in contact whilst you are on leave. We will also 
consult you on how to cover your workload during your leave and whether any temporary 
reporting arrangements need putting in place.  
 
We would like to keep you fully informed of any news or developments at work during your 
leave and we will continue to send you newsletters and information on social events etc. We 
will also keep you informed of any recruitment exercises undertaken during your absence.  
 
Health and safety 
So that we may assess any potential risk that your role poses to your health and safety, and 
the health and safety of your baby, you must notify the Town Clerk as soon as you are 
aware that you are pregnant. A Health and Safety Risk Assessment will be undertaken and 
action taken to eliminate any risk. 
 
This may include making adjustments to your role or, if no adjustments can be identified that 
will reduce or remove the risk, you will be offered a suitable alternative role for the duration 
of your pregnancy. In the event that alternative work cannot be found, we reserve the right to 
place you on suspension on full pay until you are no longer at risk. If necessary where a risk 
remains, these arrangements will continue for a period of six months after the birth of your 
child. 
 
Please speak with your line manager immediately if you are worried about your own health 
and safety at any time. 
 
Time off for ante-natal care 
You are entitled to paid time off during normal working hours to receive ante-natal care.  
Ante-natal care can include medical examinations, relaxation classes and parent-craft 
classes as advised by a medical practitioner. Time off will be provided for any time spent 
travelling to and from these appointments, including any waiting time.  
 
Other than for the first appointment, you may be asked to provide an appointment card to 
your line manager to confirm the details of the appointment.  
 
You will receive full pay for the time taken to attend these appointments. 
 
Length of maternity leave 
Subject to meeting the notification requirements set out above, you are entitled to 52 weeks’ 
maternity leave in total, broken down as follows: 
 

• 26 weeks’ ordinary maternity leave (OML), including a 2-week period of compulsory 
maternity leave (or 4 weeks for factory workers) 

• 26 weeks’ additional maternity leave (AML) that starts immediately after OML.   
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Unless you notify us that you wish to take a shorter period, the Council will automatically 
assume you are taking your full entitlement to 52 weeks, and will write to you to confirm your 
expected return date. 
 
During periods of OML and AML, you remain entitled to receive your normal contractual 
terms and conditions of employment that you would have received had you not taken this 
leave, with the exception of remuneration. This will include contractual benefits, subject to 
the terms of these benefits.  
 
Commencing maternity leave 
You can start maternity leave at any time from the beginning of the 11th week before the 
EWC until the date of birth. You are required to inform of us of the date you intend to start 
leave however you may change this date so long as you provide at least 28 days’ notice of 
this change. Any application for a date change should be made in writing to the Town Clerk 
and there is a form to notify us of this variation which is available from PNC HR. 
 
Compulsory maternity leave commences on the day after the childbirth occurs. Its purpose is 
to ensure that you have at least a two-week period of leave (or four weeks for factory 
workers) after the birth of your baby.  
 
There are two incidences in which the maternity leave period is triggered automatically: 
 

• Where childbirth occurs before the OML would otherwise commence. If this occurs, 
please notify us, in writing as soon as is reasonably practicable after the birth, of the 
date on which you gave birth. Your maternity leave period will begin automatically on 
the day following the date of the birth. 
 

• Where you are absent from work, wholly or partly due to your pregnancy, after the 
beginning of the fourth week before the EWC. If this occurs, please notify us, in 
writing as soon as is reasonably practicable, that your absence from work is wholly or 
partly due to your pregnancy and the start date of this absence. In these 
circumstances, the Council may require that your maternity leave period begins on 
the day following the first day of such absence. 

 
Once you have notified the Town Clerk that your OML period has been triggered due to 
premature absence or premature childbirth, we will confirm, in writing, the date that we 
expect you to return to work after the AML period has ended. This confirmation will be sent 
to you within 28 days of your notification.   
 
Shared parental leave 
You may be entitled to take shared parental leave and you should refer to our shared 
parental leave policy for further information on entitlements, eligibility and notice 
requirements. 
 
Maternity pay 
Dependent upon your length of service, you may be entitled to receive statutory maternity 
pay (SMP).  If you do not qualify for such a payment, you may, dependent upon your 
circumstances, be eligible to receive state maternity allowance. In these circumstances, we 
will provide you with the form SMP1 within seven days of determining that you do not qualify.  
 
You will qualify for SMP if you meet the following criteria: 
 

• you have been continuously employed with us for at least 26 weeks by the qualifying 
week 
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• your average weekly earnings are not less than the lower earnings limit relevant for 
national insurance purposes 

• you are still pregnant at the 11th week before the EWC or have given birth by that 
time and 

• you have complied with the relevant notification requirements. 
 
The period for which SMP may be paid is called the maternity pay period. The maternity pay 
period may start at any time from the start of the 11th week before the EWC and can 
continue for up to 39 weeks, even if you do not intend to return to work. 
 
Payment will be made at the rate of 90 per cent of your average earnings for the first six 
weeks’ of leave and then up to 33 weeks’ at the Standard Rate of SMP or 90 per cent of 
your average weekly earnings (whichever is lower). 
 
Your normal weekly earnings are calculated based on an average of your gross earnings for 
national insurance during the ‘relevant period’. This will include, for example, any payments 
relating to overtime, commission, and bonuses. The ‘relevant period’ is the period ending on 
the last normal pay day before the qualifying week and starting with the normal pay day 
which is at least eight weeks earlier. The exact calculation of weekly earnings will depend on 
whether you are paid monthly, weekly or at other intervals. Further advice on how your 
normal weekly earnings will be calculated can be obtained from our Payroll department.  
 
Where your gross earnings are increased by a pay rise, and this increase takes effect from 
the start of the relevant period and before the end of the AML period, this increase will result 
in a recalculation of your SMP. As a result of this recalculation, you may be entitled to a 
retrospective increase or may subsequently qualify to receive SMP.    
 
Keeping in touch (KIT) days 
You may, by mutual agreement, work for up to 10 days during your maternity leave period 
(but not during the compulsory maternity leave period) without losing statutory payments for 
that week, or ending your entitlement to leave. Payment for KIT days will be discussed and 
agreed in advance of these being worked. 
 
For this purpose any work carried out on any day, even just an hour's work, is deemed to 
constitute "a day's work". Any days' work done under this provision will not have the effect of 
extending the total duration of the maternity leave period. 
 
Stillbirth and miscarriage 
If you experience a miscarriage before 24 weeks of pregnancy, you will no longer be entitled 
to take maternity leave. It is anticipated that an employee may need some time off work in 
these circumstances and this will usually be taken as sick leave, during which the Council’s 
sickness absence policy will apply. 
 
If you suffer a stillbirth after 24 weeks of pregnancy, your entitlement to maternity leave and 
pay will not be affected and you will still be able to take the time off, and receive pay, as 
planned. From 6 April 2020, parental bereavement leave is also available for employees who 
suffer a stillbirth. You can read more information on this entitlement in our separate policy on 
Parental Bereavement Leave. 
 
Holidays 
You will continue to accrue holidays whilst you are on maternity leave. As these holidays 
cannot be taken whilst you are on maternity leave, it is important for us to discuss and agree 
the arrangements for the taking of these holidays.   
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Long-term disability insurance 
Long-term disability insurance will continue throughout maternity leave based on current 
eligibility. 
 
Returning to work 
If you return to work at the end of your OML period, you are entitled to return to the same 
job, with the same terms and conditions, in which you were employed before your absence. 
 
If you return to work after a period of AML, you are entitled to return to the same job in which 
you were employed before your absence. Where this is not reasonably practicable, you will 
be entitled to return to a suitable and appropriate job on terms that are no less favourable. 
 
If you are made redundant during maternity leave, you will be offered a suitable alternative 
role.  
 
Unless you state otherwise, it will be automatically assumed that you will return to work at 
the end of your full 52 week leave period. So that we may make effective plans for your 
return, we would be grateful if you would contact us shortly before your return. However, 
there is no obligation on you to do so unless you wish to change the date of your return, in 
which case you must give us eight weeks’ notice.  
 
If you qualify for shared parental leave and wish to return early from maternity leave for this 
purpose, you must also give us eight weeks’ notice. You can find more information on this in 
our shared parental leave policy. 
 
You may be invited to attend an informal meeting with the Town Clerk in order to discuss 
any arrangements regarding your return to work. This is likely to take place approximately 
two weeks before your return. The following points will be discussed at this meeting:  
 

• any developments that have taken place at work 

• any appropriate training to take place  

• any flexible working arrangements which have been agreed. 
 
If you decide that you do not wish to return to work after your maternity leave, you are 
required to give us notice of your resignation. Your notice period to resign is set out in your 
contract of employment. Where you choose to resign without returning to work, the Council 
will require repayment of any contractual maternity pay in excess of your statutory 
entitlement that you have received during maternity leave.  
 
If you are unable to return on the agreed date due to sickness, please inform your line 
manager immediately. 
 
Flexible working 
We recognise that women returning from maternity leave may wish to reduce their working 
hours or undertake homeworking. We will make every effort to accommodate requests for 
part-time working, provided that your duties can still be effectively carried out on such a 
basis. However, we must also take into account the needs of the business when assessing 
and granting any requests. 
Any flexible working request should be made in line with the process set out in the flexible 
working policy. 

 
Grievances related to maternity rights 
The Council’s grievance procedure may be used in the event that you are dissatisfied with 
any decision made in respect of your maternity rights. 
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SANDY TOWN COUNCIL 

 

PATERNITY LEAVE POLICY 

 
The Council endeavours to provide help and assistance to employees who wish to use their 
right to take paternity leave. This policy outlines paternity leave entitlements and how 
employees should arrange this period of leave.  
 
Eligibility 
Paternity leave following the birth of a child 
You will meet the eligibility criteria for paternity leave if you: 
 

• are the child’s father, the mother’s husband or partner (whether of the same or 
different sex) or one partner in a couple who are both entitled to apply for, and 
propose to apply for, a parental order for the child  

• have been employed and performed work for your employer for a minimum 
period of 26 weeks by the end of the 15th week before the expected week of 
childbirth (EWC)  

• will be or expect to be responsible for the child’s upbringing, where you are the 
father, or expect to be mainly responsible for the child’s upbringing where you are 
the mother’s husband or partner but not the father of the child  

• have given the required notice of your intention to take leave 

• have not previously taken shared parental leave for the same child. 
 

Paternity leave following adoption 
You will be eligible for paternity leave and pay on the adoption of a child if you: 
 

• will be or expect to be mainly responsible for the child’s upbringing 

• are married to the child’s adopter or the partner of the child’s adopter (whether of 
the same or different sex)  

• have been employed and performed work for your employer for a minimum 
period of 26 weeks by the end of the week the matching notification is given to 
the child’s adopter 

• have given the required notice of your intention to take leave and, where 
requested, have provided evidence 

• have not previously taken shared parental leave for the same child. 
 
When does paternity leave start? 
Paternity leave lasts for a fixed period of one week or two consecutive weeks. You may not 
take individual days or separate weeks as paternity leave. Leave can be chosen to start:  
 

• from the birth date or date of adoption (whether this date is sooner or later than 
anticipated) or 

• on a specific day after the birth date or date of adoption (whether this day is 
sooner or later than anticipated) or 

• from a specific date that is after the first day of the EWC (in birth cases and not 
adoption) or 

• on a specific date, arranged in advance, that is after the expected placement date 
(in adoption cases). 
 

If the child is born earlier than expected before the EWC, paternity leave must be taken: 
 

• within a period of 56 days from that date or 

• within a period of 56 days from the child’s actual birth date.   
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If the same pregnancy results in more than one child being born, or more than one child is 
adopted in the same arrangement, the entitlement to paternity leave does not increase and 
only one period of leave can be taken.  
 
Notification requirements 
 
Paternity leave following the birth of a child 
Unless not reasonably practicable, your intention to utilise a period of paternity leave must 
be notified to the Council during or before the 15th week before the EWC. The Town Clerk, 
or Chairman of HR must be informed, in writing, of: 
 

• the anticipated week of birth 

• whether you intend to use one or two weeks’ leave  

• the date you wish the leave to begin. 
 
As soon as reasonably practicable after birth, you must notify us of the actual date of birth in 
writing.  
 
A signed declaration stating you intend to utilise a period of paternity leave to care for a child 
or provide support to the mother of the child and that you meet the eligibility criteria for the 
leave may be requested. Where requested, this should be provided to the Town Clerk  
 
If wish to change the date of your paternity leave after giving notice, you must provide an 
additional written notice requesting a variation to the leave. This notice must be provided at 
least 28 days in advance of the new start date of the leave period.  
 
Paternity leave following the adoption of a child 
Unless not reasonably practicable, your intention to utilise a period of paternity leave must 
be notified to the Council within seven days of the date the matching notification is given to 
the child’s adopter. Where this is not reasonable practicable, the notification must be 
provided to the Council as soon as possible. The Town Clerk, or Chairman of HR must be 
informed, in writing, of: 
 

• the date the matching notification was given to the child’s adopter 

• the expected date of placement 

• whether you intend to use one or two weeks’ leave  

• the date you wish the leave to begin. 
 
Paternity pay 
You may be entitled to receive statutory paternity pay (SPP) from the Council for the period 
of paternity leave. SPP is paid at a specific rate set by the government each tax year, or at 
90 per cent of your average weekly during the relevant period, whichever is lower. For 
details of the current SPP rate, please contact the HR department. 
 
In order to meet the eligibility criteria for SPP, average weekly earnings for the relevant 
period must be equal to or higher than the specific lower earnings limit set by the 
government each tax year.   
 
The relevant period is: 
 

• the period of eight weeks which ends immediately before the 14th week before 
the EWC (in birth cases) or 
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• the period of eight weeks which ends immediately before the week where the 
matching notification was given to the child’s adopter (in adoption cases).  

 
Dependent on your individual circumstances, you may be entitled to receive additional 
financial support. You should attend your local social security office (Department for Work 
and Pensions) to receive further information on this. 
 
Contractual benefits 
Whilst on paternity leave, you continue to be entitled to receive your normal terms and 
conditions of employment, other than wages or salary (unless expressly stated otherwise in 
your employment contract). You may be entitled to receive payment of statutory paternity 
pay for this period, as set out above.  
 
Your contract of employment continues during paternity leave. As such, any contractual 
obligations continue to apply during your leave and you remain bound by these.   
 
Returning to work  
Following two weeks’ paternity leave, you have the right to come back to the same job role. 
The act of requesting or taking paternity leave will not cause you to suffer any disadvantage 
in the workplace.  
 
If you wish to change your working hours following paternity leave, the Council will consider 
each request on its individual facts in line with the Council’s flexible working policy. A copy of 
this policy is available from the HR department. Your line manager will fully consider your 
request and aim, wherever possible, to accommodate the change. The business needs will 
be assessed as part of this consideration and requests may be turned down where this as a 
business reason to do so. Requests should be submitted as far in advance as possible to 
allow the full consideration process to take place as early as possible. 
 
You should discuss with your line manager, as early as possible, where you are planning on 
not returning to work. Resignation should be notified to your line manager, in writing, as set 
out in your employment contract. Following notification of your resignation, Council 
agreement is needed to withdraw this. Any payments of statutory paternity pay will not be 
altered by your resignation.   
 
Shared parental leave 
Following paternity leave, you may be entitled to take further periods of leave under the 
shared parental leave scheme. Full details on shared parental leave, including how to apply, 
can be requested from the Town Clerk. 
 
Once a period of shared parental leave has been taken in respect of a child, paternity leave 
cannot be taken for the same child.  
 
Stillbirth and miscarriage 
If you experience a miscarriage before 24 weeks of pregnancy, you will no longer be entitled 
to take paternity leave. It is anticipated that an employee may need some time off work in 
these circumstances and this will usually be taken as sick leave, during which the Council’s 
sickness absence policy will apply. 
 
If you suffer a stillbirth after 24 weeks of pregnancy, your entitlement to paternity leave and 
pay will not be affected if you were otherwise eligible to take it and you will still be able to 
take the time off, and receive pay, as planned. From 6 April 2020, parental bereavement 
leave is also available for employees who suffer a stillbirth after 24 weeks of pregnancy. You 
can read more information on this entitlement in our separate policy on Parental 
Bereavement Leave. 
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SANDY TOWN COUNCIL 

 

PARENTAL LEAVE POLICY 
 

This policy sets out the Council’s stance on providing parental leave to its employees who 
are both natural parents and adoptive parents. Parental leave is available to eligible 
employees who wish to take time off work to spend with their child, for example, to acCouncil 
the child during a planned stay in hospital, or to go on holiday with the child. Statutory 
parental leave is unpaid leave. 
 
Entitlement 
You must meet certain eligibility criteria in order to take statutory parental leave, as follows: 
 

• you must have at least one year’s continuous employment with the Council counted 
from the date that parental leave would start 

• you have or expect to have parental responsibility for the child  

• your child is under 18 years of age 

• you take the leave before your child’s 18th birthday 

• you provide the Council with evidence of eligibility when requested.  
 
The following evidence may be requested from you in order to assess your eligibility for 
parental leave: 
 

• that you have or expect to have parental responsibility for the child in relation to 
whom leave will be taken 

• the child’s date of birth (in respect of natural parents) 

• the date of adoption placement (in respect of adoptive parents) 

• the child’s entitlement to Disability Living Allowance (if appropriate) to permit you to 
take leave in in blocks of one day rather than one week. 

 
Length of leave 
Eligible employees will be entitled to take a total of 18 weeks’ leave in relation to each child 
until the child is 18 years of age. No more than four weeks can be taken in relation to each 
child in one year.  
 
A year is defined as a period of 12 months beginning on the date on which the employee 
first, or more recently, became entitled to take parental leave in respect of the child in 
question and each successive period of 12 months beginning on the anniversary of that 
date.   
 
 
Save for in relation to a disabled child in which case leave may be taken in blocks of one 
day, part of a week counts as a week so that if a full time employee takes three days’ 
parental leave and then returns to work, one week is taken away from the 18 weeks.   
 
Procedure 
You must give a minimum notice period of 21 days before the leave is due to start and you 
must give notice of the exact day on which you wish leave to start and end. In the case of 
fathers who want to take parental leave straight after a baby is born, or prospective adoptive 
parents who want to take parental leave straight after a child is placed with them for 
adoption, 21 days’ notice of the expected week of childbirth or the expected week of 
adoption must be given. 
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When the Council receives notice of intention to take parental leave, we may ask for 
evidence of eligibility as set out above. 
 
The Council reserves the right to postpone a period of parental leave if we believe the 
operation of the business will be unduly disrupted by the employee’s absence. Leave will not 
be postponed where it is to be taken on the birth or a child or on the placement of a child for 
adoption.  Where leave is to be postponed, we will discuss the reasons for the 
postponement with you and confirm in writing the newly agreed dates of leave. Leave will not 
be postponed for a period longer than six months from the start date of the leave originally 
requested.  
 
Before taking parental leave 
Shortly after we have received a notification from you that you wish to take parental leave, a 
meeting will be arranged between you and the Town Clerk. The purpose of this meeting is to 
discuss:  
 

• your entitlement to parental leave 

• the requirements to give appropriate notice 

• arrangements to cover your duties in your absence 

• your right to return to work  

• opportunities for flexible working 

• the nature of any appropriate contact during parental leave 

• the fact that parental leave is unpaid. 
 
During parental leave 
Your normal terms and conditions will apply during parental leave except for in relation to 
pay. Specifically: 
 

• your implied obligation of good faith 

• notice periods for termination of employment 

• disclosure of confidential information 

• acceptance of gifts 

• whether you are participating in any other business 

• disciplinary and grievance procedures 

• redundancy pay. 
 
We will make arrangements for your duties to be covered for the duration of your leave. We 
would like to be able to keep you up to date with any developments at work that may affect 
you or any social events that occur.  
 
Returning to work 
Employees returning after an isolated period of parental leave lasting four weeks or less, or 
after a period of parental leave lasting four weeks or less which consecutively followed 
another period of statutory leave which did not include any period of additional maternity 
leave, or additional adoption leave, are entitled to return to the job in which he/she was 
employed before the absence. 
 
Employees returning to work after a period of parental leave lasting more than four weeks, or 
after a period of parental leave lasting four weeks or less, which did consecutively follow a 
period of additional maternity leave or additional adoption leave, are entitled to return from 
leave to the job in which he/she was employed before the absence or, if that is not 
reasonably practicable, to another job which is both suitable and appropriate for him/her in 
the circumstances. 
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Return to the same job will mean that seniority, pension rights and similar rights are not 
affected. Terms and conditions will not less favourable than those which would have been 
applied if you had not been absent. 
 
We trust that the above guidance is helpful in setting out the right to take parental leave, 
however, if you have any further questions, please do not hesitate to raise them with the 
Town Clerk. 
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SANDY TOWN COUNCIL 

 

SHARED PARENTAL LEAVE POLICY 
 

This policy sets out the Council’s stance on employee entitlement to take shared parental 
leave, an explanation of the available entitlements and the procedures employees should 
follow in order to take leave. Shared parental leave may be taken in the case of both births 
and adoptions. This policy uses the word ‘parent’ to describe employees in both birth and 
adoption circumstances. 
 
Any employee wishing to take shared parental leave should inform their line manager at the 
earliest possible opportunity so that their entitlement can be explained to them. Due to the 
flexibility of the shared parental leave system, it is essential that employees understand the 
procedural requirements involved in taking such leave. 
 
The essential features of shared parental leave (SPL) are: 
 

• eligible employees will be able to bring maternity/adoption leave to an early end and 
share the remaining leave entitlement 

• eligible employees will have a certain amount of flexibility to decide which parent 
takes leave and when, including being on leave at the same time  

• the maximum amount of leave to be shared is 50 weeks 

• leave may be taken in minimum blocks of one week 

• eligible employees may make up to three requests for leave, including any changes 
to previously booked leave 

• a request for a continuous period of leave becomes fixed 

• a request for discontinuous leave is subject to agreement with the Council. 
 
Eligibility requirements 
In order to take SPL, both the employee and their partner must meet certain eligibility 
criteria. You must:  
 

• be the mother, father, or main adopter of the child, or the partner of the mother or 
main adopter 

• have 26 weeks’ service at the end of the 15th week before the expected week of 
childbirth (EWC) or at the week in which the main adopter was notified of having 
been matched for adoption with the child (known as the ‘relevant week’) 

• have a partner who meets the employment and earnings test (see below)  

• share the primary responsibility for the child with the other parent at the time of the 
birth/adoption 

• have made the required notifications in respect of their entitlement and have provided 
the necessary declarations and evidence 

• be working for the Council until the week before any leave is taken. 
 
Employment and earnings test 
Your partner must have, in the 66 weeks before the EWC, worked for at least 26 weeks and 
earned on average at least £30 a week in any 13 weeks. 
 
Amount and timing of SPL 
Parents cannot take more than 52 weeks of leave in total made up of maternity or adoption 
leave and shared parental leave, but excluding paternity leave which is a standalone 
entitlement.  
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If the mother is entitled to statutory maternity/adoption pay/maternity allowance but not 
maternity/adoption leave, the maximum number of weeks of shared parental leave to be 
taken is the remainder of 52 weeks’ minus the number of weeks’ pay received. 
 
Mothers are not able to share compulsory maternity leave entitlement of two weeks (or four 
weeks if the mother works in a factory environment). This is a statutory requirement enabling 
the employee to recover from the birth and is to be taken exclusively by her. 
Correspondingly, adopters may share a maximum of 50 weeks’ leave. 
 
Shared parental leave can only be taken in minimum blocks of one week; it is not possible to 
take a day’s shared parental leave. The minimum amount that can be taken is one week. 
 
Entitlement to Shared Parental Pay 
Shared Parental Pay (ShPP) can be paid to both parents for a maximum of 39 weeks in 
total. This includes any weeks in which statutory maternity or adoption pay was received, 
and the timing of pay will be decided between the parents. 
 
To be eligible to receive ShPP, you must: 
 

• have been continuously employed for at least 26 weeks up to and including the 
“qualifying week” (the 15th week prior to the expected week of childbirth or 
placement for adoption) 

• have average earnings not less than the lower earnings limit calculated over the eight 
weeks prior to the qualifying week 

• comply with the notification requirements. 
 
All ShPP is paid at the lower of the standard rate or 90 per cent of the employee’s normal 
weekly earnings. 
 
Notification requirements 
Notice of entitlement and intention to take leave and pay 
At least eight weeks before any leave is to be taken, the employee must provide the 
following information on a form which is available from the Town Clerk: 
 

• name of employee 

• name of partner 

• the start and end dates of maternity/adoption leave (or pay if employee was not 
entitled to leave) 

• the total amount of shared parental leave available 

• the expected week of childbirth/placement (or the actual date of birth/placement if 
this has taken place) 

• a non-binding indication of how the employee and their partner think they will split 
and take shared parental leave. 
 

If you are the mother, you must also provide a signed declaration confirming that you meet 
the eligibility requirements for taking leave and produce a signed declaration from the other 
parent confirming: 

• his/her name and address 

• that he/she meets the eligibility requirements 

• that he/she consents to the employee taking the amount of leave it has been 
notified they intend to take 

• that he/she permits the Council to process his/her information and 

• that immediate notification will be made if any of the eligibility requirements 
cease to be met. 
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Curtailment notice 
Maternity/adoption leave must be curtailed (ended early) if shared parental leave is to be 
taken. The mother/main adopter must inform the Council that maternity/adoption leave will 
be brought to an end by providing a curtailment notice at the same time as the notice of 
entitlement is provided. The curtailment notice will give eight weeks’ notice of leave (or pay 
in the event that the employee is not entitled to leave) being brought to an early end. 
 
A notice of curtailment can only be revoked in the following specific circumstances: 
 

• where it is discovered in the eight weeks following the notice that neither the 
mother/adopter nor their partner has any entitlement to shared parental leave or pay 

• in the event of the death of the partner 

• if the notice was given before the birth, and the mother revokes her maternity leave 
curtailment notice in the six weeks following the birth. 

 
Notice of curtailment must be provided to Jobcentre Plus if the mother is not entitled to 
maternity pay but instead received maternity allowance.  
 
Notice to take a specific period of SPL and ShPP 
Although an indication of leave dates will have been given in previous notices, a period of 
leave is not fixed (unless stated to the contrary) until a period of leave notice is submitted. A 
maximum of three period of leave notices are permitted, which will include any notices to 
amend a period of leave already booked. A period of leave notice gives eight weeks’ notice 
to the Council that you intend to take leave on the specified dates. The date that leave will 
start should be given unless the period of leave notice is given before the birth of a child, in 
which case the start date may be expressed as, for example, ‘two weeks’ after the birth, to 
last for ‘four weeks’. 
 
You should also indicate in this notice whether you intend to allocate ShPP to the period of 
leave. 
 
It is important that all of the relevant information is provided according to the set timelines. If 
it is not, the Council cannot guarantee that the leave will be granted. 
 
Confirmation of SPL and ShPP 
If you request one continuous block of leave in a period of leave notice, you are entitled to 
take this period of leave and we will confirm the dates to you in writing. 
 
However, if you request more than one period of leave ie discontinuous blocks of leave in 
one period of leave notice, the Council will make a decision on whether this can be 
accommodated. The Town Clerk will arrange a meeting with you at which the request will be 
discuss with you. The outcome of the request will be one of the following: 
 

• agreement to the request 

• proposal of alternative leave dates or 

• refusal of the request.  
 
If no agreement can be reached within two weeks of the period of leave notice being 
submitted, the default provisions will apply which means you are able to withdraw the 
request any time up to the 15th day after it was made.  
 
If the request is not withdrawn, you can take the leave in one continuous block to start on the 
first date of leave specified in the notice. Alternatively, the leave can be taken in one block 
on a new date notified by you within 19 days of the original request.  
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Varying a period of leave 
Once a period of leave notice has been submitted, you may change the dates on which 
leave is to be taken by submitting a request to vary a period of leave giving eight weeks’ 
notice. These notice provisions are waived in the event of an early birth and your leave will 
start the same length of time after the birth as it would have started had the baby not come 
early. In this case, notice should be given as soon as reasonably practicable. In all other 
cases, the following applies: 
 

•  in this case notice to vary the start date should be given as soon as reasonably 
practicable after the birth of the child 

• in order to change the start date of leave, you must give eight weeks’ notice counted 
back from the earlier of either the original date or the new date 

• to change the duration of a period of leave, you must give eight weeks’ notice of the 
original start date.  

 
You may also request that a continuous period of leave is separated into a discontinuous 
period, or that a discontinuous period is consolidated into a continuous period. 
 
Submitting a variation notice will count towards your maximum three notices unless it is 
made as a result of the child being born earlier or later than the expected week of childbirth. 
 
If you are submitting a variation notice subsequent to a request to do so by the Council, it will 
not count as one of the maximum three notices.  
 
Evidence requirements 
In order for us to verify the information you have provided, you may be required to produce: 
 

• a copy of the child’s birth certificate 

• and the name and address of the other parent’s employer.  
 
If the other parent is not employed, a declaration must be signed to this effect.  
 
Within 14 days of our receipt of your notice of entitlement in relation to an adoption, you may 
be required to produce documents from the adoption agency which show the following:  
 

• the adoption agency’s name and address 

• the date you were notified of being matched with the child 

• the expected date of placement. 
 
Where requested, the information above must be provided within 14 days. Where you are 
unable to provide a birth certificate because it has not yet been issued, you will be required 
to sign a declaration to that effect which also includes the date and location of the child’s 
birth.  
 
‘SPLIT’ days 
During shared parental leave, you may work for up to 20 shared parental leave ‘in touch’ 
days (SPLIT days) without statutory payments being affected. We recognise the benefit of 
SPLIT days and encourage you to use them, however, they are optional: you are not obliged 
to use them and we are not obliged to permit them. 
 
You will be paid at normal rate for work on a SPLIT day. Any work done on one day will 
count as one SPLIT day. 
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Your entitlement to 20 SPLIT days is not affected by your entitlement to 10 KIT days during 
maternity or adoption leave. 
 
Terms and conditions during SPL 
You will continue to receive all contractual benefits (with the exception of salary) during 
shared parental leave.  For clarity, your holiday entitlement will continue to accrue during 
SPL in the same way as if you were not absent. Prior to taking your leave, a discussion will 
take place between you and the Town Clerk regarding arrangements on taking annual leave 
around your shared parental leave. 
 
Returning from SPL 
Employees who wish to amend the date on which they are to return to work after shared 
parental leave must give eight weeks’ notice of the original end date and the new end date, 
whichever is earlier.  
 
After SPL, provided the total amount of leave taken by you (including maternity leave) does 
not exceed 26 weeks, you are entitled to return to the same job on the same terms and 
conditions of employment as if they had not been absent. 
 
When you are considering your return to work, for reasons related to childcare, you may 
request a change to your previous working arrangements. Any such request will be 
considered in line with the operational requirements of the Council and there is no automatic 
right to return to work on altered conditions.    
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SANDY TOWN COUNCIL 

 

PARENTAL BEREAVEMENT LEAVE POLICY 

 
Purpose  
The purpose of this policy is to set out the Council’s stance on employee entitlements to 
parental bereavement leave which were effective from 6 April 2020. The Council is 
committed to providing support to employees who experience loss in their lives and, in 
particular, understands that the death of a child, or a stillbirth, can be one of the most 
harrowing experiences of someone’s life. This policy explains rights to time off, pay during 
time off and other support offered. 
 
Eligibility 
Parental bereavement leave is available from day one of employment. It is available to 
employees on the death of a child under the age of 18. You may take parental bereavement 
leave if you fall into any one of the following categories: 
 

• A ‘natural’ parent 

• An adoptive parent, and those with whom a child has been placed under the ‘foster to 
adopt’ scheme, provided the placement is ongoing 

• A ‘natural’ parent where the child has been adopted but a Court Order exists to allow 
the ‘natural’ parent to have contact with the child 

• An employee who is living with a child who has entered Great Britain from overseas 
in relation to whom has received official notification that they are eligible to adopt 

• An intended parent under a surrogacy arrangement where it was expected that a 
parental order would be made  

• A ‘parent in fact’ which is someone in whose home the child has been living for a 
period of at least four weeks before the death and has had day to day responsibility 
for the child, subject to exceptions. This category includes guardians and foster 
parents but does not include paid carers 

• The partner of anyone who falls into the above categories, where they live in an 
enduring family relationship with the child and their parent.  

 
In addition, parents who suffer a stillbirth after 24 weeks of pregnancy are entitled to take 
parental bereavement leave.  
 
Length of leave and how it may be taken 
A total of two weeks may be taken as parental bereavement leave and you may choose to 
take leave as: 
 

• A single block of one week 

• A single block of two weeks 

• Two separate blocks of one week 
 
Leave may start on any day of the week and must be taken in whole weeks. It may be taken 
at any time in the 56 week period following the death.  
 
If you have suffered a stillbirth after 24 weeks of pregnancy, you are still entitled to take your 
full entitlement to maternity and paternity leave, provided you were eligible to take maternity 
or paternity leave in the first place, in addition to parental bereavement leave. Parental 
bereavement leave cannot be taken at the same time as maternity or paternity leave.  
 
Where more than one child dies or is stillborn, you are entitled to two weeks of parental 
bereavement leave in relation to each child. 
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Notification requirements 
Leave to be taken within the first 56 days of the death 
You do not need to give any advance notice of taking parental bereavement leave. The 
Council asks that you contact the Town Clerk by telephone, email, text message by the time 
you were due to start work on the day you wish leave to begin, or if this is not possible, as 
soon as is reasonably practicable, giving the date of the death, the date on which leave will 
start and whether one or two weeks is to be taken. 
 
Leave to be taken later than the first 56 days since the death 
You need to give one week’s advance notice of taking parental bereavement leave to the 
Town Clerk by telephone, email, text message giving the date of the death, the date on 
which leave will start and whether one or two weeks is to be taken. 
 
Cancelling or changing leave dates 
You can cancel a period of leave that you have already told us about, as long as the period 
of leave has not already started. If you wish to cancel a period of leave which was to begin 
within the first 56 days of the death, you can cancel it by letting us know by your normal start 
time on the day that leave was originally due to start. 
 
To cancel leave which was to begin later than 56 days after the death, you should let us 
know no later than one week prior to the intended start date.  
 
You can also change the start date of leave by following the notice requirements above. 
 
Payment during leave 
You will qualify for statutory parental bereavement pay during leave if you meet the following 
criteria: 
 

• You have been continuously employed with us for at least 26 weeks by the week 
prior to the week in which the child dies  

• Your normal average weekly earnings are not less than the lower earnings limit 
relevant for national insurance purposes 

• You are still employed by us on the date the child dies. 
 
Payment will be made at the rate set by the Government each year or 90 per cent of your 
average weekly earnings (whichever is lower). 
 
In order to receive statutory parental bereavement pay, you must provide us with notice of 
this and the following information within 28 days, or as soon as is reasonably practicable, of 
the first day of parental bereavement leave: 
 

• The child’s name 

• The date of the death or stillbirth 

• A declaration that you fall into the one of the categories listed under ‘Eligibility’ above.  
 
Terms and conditions during leave 
During parental bereavement leave, you remain entitled to receive your normal contractual 
terms and conditions of employment that you would have received had you not taken this 
leave, with the exception of remuneration. This will include contractual benefits, subject to 
the terms of these benefits.  
 
Right to return 
Upon your return to work, you are entitled to return to the same job, with the same terms and 
conditions, in which you were employed before your absence unless: 
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• the period of leave you have taken is more than 26 weeks when added to any other 
period of statutory leave including maternity, paternity, adoption leave etc in relation 
to the same child and 

• it is not reasonably practicable for you to return to the same job. 
 
On your first day back to work, the Town Clerk will set time aside to hold an informal meeting 
with you to discuss any arrangements regarding your return to work and any additional 
support we may be able to offer you.  
 
Flexible working  
We appreciate that a temporary period of flexible working may be beneficial to employees 
after they have suffered a loss. If you would like to discuss this further, please contact the 
Town Clerk 
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SANDY TOWN COUNCIL 

 

ADOPTION LEAVE POLICY 
 

Policy statement 
This policy sets out the Council’s entitlements for employees who are adopting a child, 
including notification requirements and rights to time off work.   
 
If you are matched for adoption with a child, you may be entitled to either adoption leave or 
paternity leave.  One parent cannot take both periods of leave, and it is up to you and your 
partner to decide who is the main adopter and so will take adoption leave. The main 
adopter’s partner may be entitled to take paternity leave. You may also wish to refer to our 
Paternity Leave policy. 
 
Main adopters are entitled to a total of 52 weeks’ leave. We have set out below all of your 
rights and obligations should you be matched for adoption.  We would ask that you notify us 
as soon as possible of your situation so that we can ensure you are fully aware of all your 
entitlements and obligations.   
 
Time off for adoption appointments 
You are entitled to time off to attend adoption appointments in the period between 
notification of a match and the date of placement. For single adopters or the main adopter in 
a joint adoption, you are entitled to paid time off to attend up to five appointments, with a 
maximum of six and a half hours per appointment. The adopter’s partner in a joint adoption 
will be entitled to unpaid time off to attend up to two appointments.  
 
Where the time is paid, you will be paid at your normal hourly rate for this time. 
 
If the main adopter’s partner wishes to attend more than two adoption appointments, he/she 
should speak to his/her line manager who will consider the request at their discretion. 
 
Notification requirements 
In order to take time off for adoption appointments, the Council may require employees to 
provide confirmation of the following to their line manager: 
 

• that they would like to take either time off and state whether this will be the paid or 
unpaid entitlement 

• the date and time of the appointment 

• that the appointment has been arranged by or at the request of the adoption agency. 
 
Eligibility 
You are entitled to adoption leave from the commencement of employment. Adoption leave 
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 child/children. You must have notified 
the adoption agency of agreement to the placement and of agreement to the date of the 
placement. 
 
Only one period of leave is available irrespective of whether more than one child is placed 
for adoption as part of the same arrangement. However, if an additional child is adopted at a 
later date as a separate agreement then you could qualify again for a separate period of 
adoption leave. 
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Ordinary and additional adoption leave 
Adoption leave is divided into two categories, 'ordinary' and 'additional'. Each is for 26 
weeks, with additional leave following on from ordinary adoption leave, giving 52 weeks 
leave in total. If you are eligible for ordinary adoption leave you will also qualify automatically 
for additional adoption leave. 
 
During additional adoption leave the employment contract continues and you are entitled to 
the benefit of their normal terms and conditions of employment, except wages or salary 
(unless your contract of employment provides otherwise). However, in the majority of cases, 
you will be entitled to Statutory Adoption Pay during some of this period. 
 
Commencement of adoption leave 
You can choose to start your adoption leave on the date of the child's placement (whether 
this is earlier or later than was expected), or on a predetermined fixed date no earlier than 14 
days before the expected date of placement and no later than the date of placement. 
Adoption leave can start on any day of the week. 
 
Notification requirements 
You are required to give us notice, in writing, of your intention to take adoption leave within 
seven days of being notified by the adoption agency that you have been matched with a 
child, unless this is not reasonably practicable. The notice must specify: 
 
• the date the child is expected to be placed with you; and 
• the date you want the adoption leave to start. 
 
You should provide the "matching certificate" from the adoption agency. The certificate will 
include basic information on matching and expected placement dates. 
 
You are able to change your mind about the date on which you want your adoption leave to 
start providing you inform us at least 28 days in advance, unless this is not reasonably 
practicable. 
 
We will write to you to notify you of the date on which you are expected to return to work if 
the full entitlement to adoption leave is taken, within 28 days of the date on which you 
notified us of your intention to take leave, or, if you have varied the date originally chosen to 
start adoption leave, within 28 days of the date on which adoption leave began. 
 
Returning to work 
If you are returning to work at the end of additional adoption leave, you should simply 
present yourself for work at the end of that period. 
 
If you intend to return to work before the end of your additional adoption leave, you must 
give us at least eight weeks’ notice of the date on which you intend to return. If you do not 
give us eight weeks’ notice, we may postpone your return to a date ensuring that there has 
been eight weeks’ notice.   
 
Shortly before your return to work, we will be in touch with you to arrange an informal 
meeting with the Town Clerk. The aim of this meeting is to discuss your return and to ensure 
it is as smooth a transition back to work as possible. 
 
You have the right to return: 
 
• with your seniority, pension rights and similar rights 
• on terms and conditions no less favourable than those which would have applied if 

you had not been absent. 
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You will not be subject to any detriment by the Council because you took or sought to take 
adoption leave. 
 
Keeping In Touch days 
You can work for up to 10 days during your adoption leave period without losing statutory 
payments for that week, or ending your entitlement to leave. 
 
For this purpose any work carried out on any day, even just an hour's work, is deemed to 
constitute "a day's work". Any days' work done under this provision will not have the effect of 
extending the total duration of the adoption leave period. 
 
You will be paid at your normal rate of pay for a KIT day.  
 
Adoption pay 
Dependent upon your length of service, you may be entitled to statutory adoption pay (SAP). 
If you qualify for SAP this will be paid for the first six weeks at 90% of your normal weekly 
earnings in the eight week period up to the date of notification of a match, with the remainder 
paid at the earnings related limit or the statutory rate, whichever is lower. SAP will be paid in 
the same way as your wages would be paid if you were not on leave.  If you do not qualify 
for such a payment, you may, dependent upon your circumstances, be eligible to receive 
allowances from the appropriate government departments.  
  
Shared parental leave and pay 
You may be entitled to opt in to shared parental leave, sharing up to 50 weeks of leave and 
up to 37 weeks of pay (subject to availability). If you think you would like to take shared 
parental leave instead of adoption leave, please ask us for more information. 
 
Surrogacy and adoption rights 
If you are an intended parent in a surrogacy arrangement who intends to apply for, or has 
already applied for, a Parental Order you may be entitled to either adoption leave and pay or 
paternity leave and pay.  One parent cannot claim entitlement to both periods of leave and 
pay, and it is up to you to decide which you wish to claim (subject to eligibility).  
 
You will be entitled to take unpaid time off to ac Council the surrogate mother to up to two 
antenatal appointments of up to six and a half hours per appointment. 
 
You are entitled to adoption leave from the start date of your employment. This will be for a 
total of 52 weeks, split in to two periods of “ordinary” and “additional” adoption leave of 26 
weeks each. 
 
You are required to give us notice, in writing, of your entitlement to take adoption leave by 
the 15th week before the expected week of birth. You must also notify us of the actual date 
of birth as soon as is reasonably practicable after birth.  
 
You should provide documentary evidence - a statutory declaration. This document will state 
that you have obtained, applied for or intend to apply for a Parental Order in respect of the 
surrogate child and, where not received, this is expected to be made.  
 
If you have begun a period of adoption leave in respect of a child before approval of a 
Parental Order, and you are subsequently notified that the application is refused, your 
adoption leave period will end eight weeks after the week of that notification or the end of the 
adoption leave period, if that is earlier. 
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Dependent upon your length of service, you may be entitled to Statutory Adoption Pay 
(SAP). If you qualify for SAP this will be paid for the first six weeks at 90% of your normal 
weekly earnings in the eight-week period leading up to the end of the 15th week before the 
baby is due to be born, with the remainder paid at the earnings related limit or the statutory 
rate, whichever is lower. SAP will be paid in the same way as your wages would be paid if 
you were not on leave.  If you do not qualify for such a payment, you may, dependent upon 
your circumstances, be eligible to receive allowances from the appropriate government 
departments.  
 
Dual approved prospective adopters and adoption leave 
If you are a dual approved prospective adopter, a local authority foster parent who has a 
child placed with you with an expectation to adopt that child in accordance with section 22C 
of the Children Act 1989, you may be entitled to either adoption leave and pay or paternity 
leave and pay.  One parent cannot claim entitlement to both periods of leave and pay, and it 
is up to you to decide which you wish to claim (subject to eligibility). 
 
You are entitled to adoption leave from the start date of your employment. This will be for a 
total of 52 weeks, split in to two periods of “ordinary” and “additional” adoption leave of 26 
weeks each. 
 
Only one period of leave is available irrespective of whether you go on to adopt the same 
child or children placed with you under section 22C. However, if an additional child is placed 
with you under section 22C at a later date as a separate agreement then you could qualify 
again for a separate period of adoption leave. 
 
You can choose to start your adoption leave on the date of the child's placement (whether 
this is earlier or later than was expected), or on a predetermined fixed date up to two weeks 
before the placement of the child and no later than the date of placement. Adoption leave 
can start on any day of the week. 
 
You are required to give us notice, in writing, of your intention to take adoption leave within 
seven days of being notified of the child’s placement by the local authority in accordance 
with section 22C, unless this is not reasonably practicable. The notice must specify: 
 
• the date the child is expected to be placed with you; and 
• the date you want the adoption leave to start. 
 
If you have begun a period of adoption leave in respect of a child placed with you under 
section 22C, and this placement does not proceed to a formal adoption, your adoption leave 
period will end eight weeks after the child is removed or the end of the adoption leave 
period, if that is earlier. 
 
Dependent upon your length of service, you may be entitled to Statutory Adoption Pay 
(SAP). If you qualify for SAP this will be paid for the first six weeks at 90% of your normal 
weekly earnings in the eight week period leading up to the date of notification, with the 
remainder paid at the earnings related limit or the statutory rate, whichever is lower. SAP will 
be paid in the same way as your wages would be paid if you were not on leave.  If you do 
not qualify for such a payment, you may, dependent upon your circumstances, be eligible to 
receive allowances from the appropriate government departments.   
 
 


