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Maternity, Adoption, Paternity & Shared Parental Leave 
 
 
Aim of the Trust 
 
One community.  Many ideas.  Everyone’s future. 
 
We aim to provide an exceptional education for every child in the Trust through an ethos of collaboration and high 
aspirations and through the principles of quality learning using curiosity, exploration and discovery. 
 
This policy is linked with: 

• Equality, Diversity & Inclusion Policy 

• Flexible Working Policy 

• Health and Safety Policy 

• Staff Absence, Sickness & Cover Policy 
 
 
Principles  
 

• The Trust supports birth and adoptive parents and their partners, including same-sex partners, who wish 
to take time off with their family at the time of the birth or adoption of their child.  The relevant family 
leave options available are maternity, adoption, paternity and/or shared parental leave. 

• The Trust is committed to ensuring that all staff are treated with fairness and consistency with regards to 
family leave and pay.  

• The Trust recognises its responsibilities under the Work and Families Act 2006, Employment Rights Act 
1996, Maternity and Parental Leave Regulations 1999, Statutory Maternity Pay (General) Regulations 1986, 
The Paternity & Adoption Leave Regulations 2002, The Shared Parental Leave Regulations 2014 and Equality 
Act 2010. 

 
 
Scope  
This policy applies to all Trust employees.  
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MATERNITY & ADOPTION LEAVE AND PAY 
 
1) LEAVE 
 
1.1  What is Maternity Leave? 

If you are pregnant, you can take up to 52 weeks' Statutory Maternity Leave (SML) around the birth of your child, 
regardless of length of service. The purpose of maternity leave is to help prepare, recover and care for your baby. 
The SML period is made up of the following: 
 

1) Ordinary Maternity Leave (OML) This is the first 26 weeks of maternity leave.  
2) Additional Maternity Leave (AML) AML starts immediately after the 26 weeks OML and continues for a 

further 26 weeks i.e. you are entitled to 52 weeks maternity leave in total.  
 

You don’t have to take the full 52 weeks but by law you must take a minimum of 2 weeks directly after the birth. 
 
The earliest that you can take leave is 11 weeks before the Expected Week of Childbirth (EWC), unless the baby is 
born early.  The Expected Week of Childbirth (EWC) starts on the Sunday of the beginning of the week of the 
estimated due date and will be shown on the Maternity Certificate (MATB1), which can be obtained from a doctor 
or midwife at around 20 weeks of pregnancy.  
 
 
1.2  What is Adoption Leave? 

If you are adopting a child, you can take up to 52 weeks’ Statutory Adoption Leave (SAL). The first 26 weeks is 
known as ‘Ordinary Adoption Leave’, the last 26 weeks as ‘Additional Adoption Leave’. Only one person in a couple 
can take adoption leave (the other partner may be able to take paternity leave). SAL can start: 

• on the date the child starts living with you or up to 14 days before the expected placement date (UK 
adoptions) 

• when you have been matched with a child to be placed with you by a UK adoption agency 

• when the child arrives in the UK or within 28 days of this date (overseas adoptions) 

• the day the child is born or the day after (parents in surrogacy arrangements) 
 

Adoption leave and pay is not available where a child is not newly matched for adoption e.g. where a step-parent 
is adopting a partner’s children. 
 
 
1.3  Changing Maternity or Adoption Leave Dates 
You can bring forward your maternity or adoption leave start date, provided your HR contact is advised in writing 
at least 28 days before the new start date or, if that is not possible, as soon as reasonably practicable. You may also 
postpone your maternity or adoption leave start date, provided the Trust is advised in writing at least 28 days before 
the original proposed start date or, if that is not possible, as soon as reasonably practicable. The academy HR 
contact will formally respond in writing to the notification of this change within 28 days, confirming the expected 
return date if the intention is to take the full 52-week entitlement to maternity leave.  If it is not possible for you to 
provide 28 days' notice of a change in maternity or adoption leave start date, for example if the baby arrives early 
or you are off work for a pregnancy-related illness in the 4 weeks before your baby is due, you should notify the 
Trust as soon as reasonably practicable.  
 
You must provide the Trust with at least 8 weeks’ notice if you want to change your return to work date. 
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2) PAY & PENSION 
 
2.1  STATUTORY MATERNITY PAY (SMP) & STATUTORY ADOPTION PAY (SAP) 
 

2.1.1  What is Statutory Maternity Pay (SMP) or Statutory Adoption Pay (SAP)? 

This is the standard pay that most people receive by law in England (subject to eligibility criteria).  It is paid through 
the Trust payroll, with tax and NI deducted.  SMP or SAP starts on the day that maternity leave or adoption leave 
commences and can be paid for up to 39 weeks.  SMP or SAP is 90% of your average weekly earnings1 (before tax) 
for the first 6 weeks and then a set amount determined by the government for the next 33 weeks. The current rate 
can be found on gov.uk (maternity and adoption) and is normally reviewed each April. 
 
Gov.uk provides a useful practical tool for calculating SMP and SAP. 
 
 
2.1.2  Entitlement to Statutory Maternity Pay will depend on:  

• 26 weeks' service as a Trust employee as at the 15th week before the baby is due (the qualifying week); 

• average weekly earnings at or above the lower earnings limit for National Insurance contributions; 

• providing the Trust with the correct notice of maternity leave. 
 

If you are not entitled to receive Statutory Maternity Pay, you may be entitled to receive Maternity Allowance 
(MA). Maternity Allowance payments are made by the Department for Work & Pensions and not via payroll. It is 
your responsibility as the employee to both claim and declare any entitlement from the Department for Work & 
Pensions directly. More information on eligibility, entitlement and details of how to apply is available on the 
government website - https://www.gov.uk/maternity-allowance. 
 
2.1.3  Entitlement to Statutory Adoption Pay will depend on:  

• 26 weeks' service with the Trust on the date you are matched with a child; 

• be on the payroll and have average weekly earnings at or above the lower earnings limit for National 
Insurance contributions in an 8-week period - the ‘relevant period’; 

• providing the Trust with the correct notice of the Adoption Leave; 

• providing the Trust with proof of the adoption or surrogacy. 
 

 
2.2  OCCUPATIONAL MATERNITY PAY (OMP) & OCCUPATIONAL STATUTORY ADOPTION PAY (OAP) 
 

2.2.1  What is Occupational Maternity Pay (OMP) or Occupational Adoption Pay (OAP)? 

As an employee of the Trust, you may be entitled to enhanced pay during your maternity or adoption leave (subject 
to having the required continuous service to qualify). 
 
If you have at least one year’s continuous service at the beginning of the 11th week before the EWC (maternity) or 
matching week (adoption) and have indicated at the beginning of absence that your intention is to return to work, 
then you will receive Occupational Maternity Pay (OMP) or Occupational Adoption Pay (OAP). Continuous service 

 
1 Average Weekly Earnings (AWE) is the average gross pay calculated over the 8 weeks’ period counting back from the last pay day before the 15 weeks’ 

before the expected date of childbirth (maternity pay) or the matching week (adoption).   

 

https://www.gov.uk/maternity-pay-leave/pay
https://www.gov.uk/employers-adoption-pay-leave
https://www.gov.uk/maternity-paternity-calculator
https://www.gov.uk/maternity-allowance
https://www.gov.uk/adoption-leave-pay-employees/notice-period
https://www.gov.uk/employers-adoption-pay-leave/proof-of-adoption
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will include continuous previous service with any public authority to which the Redundancy Payments (Continuity 
of Employment in Local Government etc) (Modification) Order 1999 also applies (please contact your HR contact 
for further advice on this). 
 
Staff who meet the continuous service criteria and are intending to return to work will be entitled to receive full 
pay for the first 4 weeks of leave (inclusive of SMP, SAP or MA as applicable), 2 weeks at 90% of week’s salary 
(inclusive of SMP, SAP or MA), 12 weeks at half pay plus SMP, SAP or MA and 21 weeks at the standard rate SMP, 
SAP or MA.  Altogether this is 39 weeks of maternity pay. 
 
Appendix 1 summaries the maternity or adoption pay that employees are eligible for depending on their length of 
continuous service.   
 
2.2.2  Occupational Maternity / Adoption Pay and Return to Work  

It is important to note that it is a condition of entitlement to OMP and OAP that in order to receive this enhanced 
occupational pay, you must return to work after the period of maternity or adoption leave for at least 13 weeks.  
School holidays and half terms can be included. 

 
If you were working full-time prior to maternity leave, then the requirement is to complete the equivalent of 13 
weeks’ full-time service upon your return to work.  
 
If you were working part-time prior to maternity leave, then the requirement is to complete the equivalent of 13 
weeks’ service on that part-time basis. If you are moving to part-time work or part-time work on a different basis, 
following your return to work, the requirement is to complete the equivalent of these periods on the new part-time 
basis.  
 
Failure to return for the necessary period will mean that the Trust has the discretion to clawback Occupational 
Maternity or Adoption Pay insofar as it exceeds the amount payable as SMP or SAP. You will not be required to 
refund any payments of SMP or SAP.  
 
2.2.3 Pension  

You must pay pension contributions on any Occupational and Statutory Maternity or Adoption Pay you are entitled 
to receive during paid maternity or adoption absence. Whilst on unpaid maternity or adoption leave, you no longer 
have the option of paying pension contributions. You will remain a member of the pension scheme whilst on unpaid 
maternity or adoption leave.   
 
If you are a member of the Teachers’ Pension Scheme there is no provision for paying back missing contributions 
upon return to work. However, there are provisions for buying additional pension - for further details please contact 
the Teachers’ Pensions Scheme directly.  
 
If you are a member of the Local Government Pension Scheme there is a provision for paying back missing 
contributions upon return to work.  
 
 
 
3) HOW TO REQUEST LEAVE & PAY  

 
3.1 How to Request Maternity Leave & Pay 

In order to qualify for maternity leave and pay,  you must: 
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• tell your line manager and academy HR contact (in writing) when your baby is due and when you want to 
start your maternity leave at least 15 weeks before your due date; 

• give  a maternity certificate (MATB1) from either a doctor or midwife to your academy HR contact (this is 
generally available at around 20 weeks of pregnancy);  

• tell your line manager and academy HR contact (in writing) your intended return to return to work date. 
Please, note, if this earlier than the end of OML, the Trust must be provided with 28 days' notice; 

• the date of childbirth if the baby has been born early. 
 
Usually, the earliest you can start your leave is 11 weeks before the expected week of childbirth (EWC). 
Leave will also start: 

• the day after the birth if the baby is born early; 

• automatically if you’re off work for a pregnancy-related illness in the 4 weeks before the week (Sunday to 
Saturday) that your baby is due. 

 
If your baby is stillborn or dies after 24 weeks' pregnancy, the maternity leave and pay scheme will still apply. Where 
a miscarriage occurs before 24 weeks’ of pregnancy, sympathetic consideration will be given to granting special 
leave or sick leave where appropriate.  
 
3.2  How to Request Statutory Adoption Leave & Pay 

In order to request adoption leave, within 7 days of being matched with a child, you must inform your line manager 
and academy HR contact of: 

• how much leave you want to take; 

• the intended start date of the leave; 

• the ‘date of placement’ - the expected or actual date the child is placed with you; 

• for overseas adoption, within 28 days of the ‘official notification’, you should tell your HR contact the date 
of the notification and when you expect the child to arrive in the UK.  You should also notify your HR contact 
of the actual date that the child arrives in the UK (within 28 days of this date). 

 
You must give the Trust 28 days’ notice before you want to be paid Statutory Adoption Pay, unless the time between 
the child being matched and placed is less than that. 
 
3.3  Employees in Surrogacy Arrangements 

At least 15 weeks before the due date, you must notify your line manager and academy HR contact of when the 
baby is due and of the intended start date of leave.  You should provide evidence such as a copy of the surrogate’s 
MATB1 certificate or a letter from the surrogate’s GP stating the due date. 
 
3.4  Responding to Your Request for Maternity / Adoption Leave and Pay 

Once you have put your request for leave and pay in writing, your HR contact should write to you within 28 days to 
confirm your start and end dates for the leave period. 
 
 
4) YOUR EMPLOYMENT RIGHTS  
 
4.1  RIGHTS BEFORE YOU TAKE MATERNITY OR ADOPTION LEAVE 
 
4.1.1  Adoption Appointments  

You are entitled to receive paid time off work to attend up to 5 adoption appointments after being matched with a 
child. You must request this leave using the same process as any other leave request.  
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4.1.2  Antenatal Appointments  

You are entitled to reasonable paid time off for antenatal appointments and care. This should be booked as 
‘pregnancy-related’ leave and must be requested in the same way as any other leave request. If you are not ready 
to inform the Trust that it is a pregnancy-related appointment, it should be booked as a medical appointment and 
that time off will then be treated as any other medical appointment. 
 
4.1.3  Health and Safety During Pregnancy 

The Trust has a duty to take care of the health and safety of all employees. The Trust is required to carry out a risk 
assessment to assess the workplace risks during and after pregnancy.  
 
If applicable, the Trust will provide you with information related to any risks identified in the risk assessment. If the 
risk assessment reveals that you would be exposed to health hazards in carrying out normal job duties, the Trust 
will take such steps as are reasonably necessary to avoid those risks, such as altering working conditions. In some 
cases, this may mean offering suitable alternative work (if available) on the same terms and conditions, including 
pay.  If it's not possible to remove the health and safety risk to you or your unborn baby, you may be suspended on 
full pay until the risk is removed or until your maternity leave starts. 
 
4.1.4  Sick Leave and Other Absences  

You are entitled to paid sick leave if you are ill before the start of maternity leave. However, if you are ill wholly or 
partly because of pregnancy after the beginning of the 4th week prior to the expected week of childbirth, maternity 
leave will commence automatically.  
 
 
4.2  RIGHTS DURING MATERNITY OR ADOPTION LEAVE 
 
4.2.1  Contractual Rights 
You are entitled to your usual contractual terms and conditions during maternity or adoption leave, apart from your 
pay. 
 
If your maternity or adoption leave is 26 weeks or less, you have the right to return to your previous job on the 
same terms and conditions of employment as if you had not been absent.  If your period of leave is more than 26 
weeks, you have the right to return to the same job on the same terms and conditions, or an equivalent role if it is 
genuinely not reasonably practicable to return to your former job. 
 
You’re protected by law against unfair treatment and dismissal if it's for reasons related to your pregnancy and 
maternity.   
 
4.2.2  Working During Maternity and Adoption Leave (Keeping In Touch Days) 

You can work for up to 10 days during maternity or adoption leave on a ‘keeping in touch’ (KIT) day without affecting 
your right to maternity or adoption leave and pay. Work is defined as any work done under the contract of 
employment and may include training or any activity undertaken for the purposes of keeping in touch with the 
workplace. KIT days do not need to be worked as consecutive days and may be worked at any time during the 
maternity or adoption leave, except during the two weeks immediately after the birth of the child. In counting the 
number of KIT days worked, part of a day will count as a whole day.  
 
KIT days are worked by mutual agreement between the Headteacher and you. Headteachers cannot insist that you 
work during maternity or adoption leave and you cannot insist on being given any work to do. KIT days will be paid 
at a normal rate of pay for the hours worked minus any entitlement to statutory or occupational maternity or 
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adoption pay, which you may already be receiving. The total duration of the maternity or adoption leave period 
remains at 52 weeks regardless of whether or not KIT days are worked.  
 
 
4.3  RETURNING TO WORK 
 
4.3.1 Timing of Your Return 
 
You may return to work at any time during maternity or adoption leave provided the appropriate notification has 
been given. Alternatively, you may take the full period of maternity or adoption leave entitlement of 52 weeks and 
return to work at the end of this period. If you wish to return before the full period of maternity or adoption leave 
has elapsed, at least eight weeks' notice must be provided in writing to the Trust. Failure to return to work by the 
end of maternity or adoption leave will be treated as an unauthorised absence unless a current medical certificate 
is provided prior to the end of maternity or adoption leave. The normal sickness provisions will apply from the date 
you were due to return, if applicable. 
 
4.3.2  Return to Work on a Part Time or Job Share Basis  

You have the right to request to return to work on a part time or job share basis. If you wish to discuss this possibility 
with the Headteacher, this should be done as early as possible. 
 
Please see the Trust’s Flexible Working Policy for details of how to make a request for flexible working, including 
the timescales involved.  
 
4.3.3  Annual Leave  

You will continue to build up ('accrue') your contractual holiday entitlement as usual during maternity leave. This 
includes bank holidays.  You cannot take holiday or get holiday pay at the same time as maternity leave.   
 
This accrued leave should be taken during school closure periods, either before or after the maternity leave period. 
On return from maternity leave, you must take any outstanding leave during term time during that leave year only 
if there are insufficient school closures to accommodate your leave in that leave year. Where the return from 
maternity leave is so close to the end of the leave year that there is not enough time to take the annual leave 
entitlement, you may carry over any balance of leave to the following year. This leave must be taken during the 
remaining periods of school closure after the annual leave for that leave year has been accommodated.  
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PATERNITY LEAVE AND PAY 
 
5)  LEAVE 

 
5.1  What is Paternity Leave? 

A period of up to 2 weeks leave that you can take when your partner is having a baby, you are adopting a child or 
you are having a baby through surrogacy. In the UK, this leave is referred to as ‘paternity’ leave, even if you are a 
same-sex partner. 
 
 
5.2  Eligibility  

You are entitled to paternity leave for the purpose of looking after a child if: 

• you are either the biological father, the spouse, civil partner, or partner of the person giving birth or the partner 
of the primary adopter, who will share responsibility for the child’s upbringing (this includes same-sex 
partners);  

• you have been continuously employed by the Trust for at least 26 weeks or more either by the end of the 15th 
week before the baby is due or the adoption match date; 

• you have given the correct notice (see below). 
 
You can still get paternity leave or pay if your baby is stillborn after 24 weeks of pregnancy or born alive prematurely 
at any point during the pregnancy. 
 
If you are adopting jointly with a partner, you will need to decide which of you takes paternity leave and which 
takes adoption leave. 
 
 
5.3  Length and Timing of Paternity Leave  

Paternity leave must be taken in a single block and you can choose whether to take either one or two weeks' leave. 
If you are taking two weeks’ leave, you are not able to split those two weeks.  A week of paternity leave is the same 
number of days that you would normally work in a week – eg a week is 2 days if you normally work on Mondays 
and Tuesdays. The amount of leave you are entitled to remains the same in the event of a multiple birth eg twins 
or in the event that more than one child is being placed for adoption. 
 
Paternity leave can start from the:  
• date of the baby’s birth or any day of the week following the birth (it can’t be before the birth);   
• date of placement or an agreed number of days after the placement;   
• date the child arrives in the UK or an agreed number of days after this (in the case of overseas adoption). 
Paternity leave can start on any day of the week and must end within 56 days of the baby’s birth date or placement 
date. 
 
You must give the Trust 28 days’ notice if you want to change the start date of your paternity leave, except if the 
baby is born early (in which case you should contact your academy HR contact as soon as possible to discuss 
arrangements for leave). 
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6) PAY 

 
6.1  Statutory Paternity Pay (SPP)  

During paternity leave, most employees will also be entitled to Statutory Paternity Pay (SPP). SPP is paid for either 
one or two consecutive weeks depending on the period of paternity leave you request. SPP is a national flat-rate 
set by Government each year. The current rate can be found at gov.uk. If your average weekly earnings are lower 
than the set rate, SPP is paid at 90% of your average weekly earnings.  
 
If your average weekly earnings are below the current lower earnings limit for National Insurance contributions, 
you will not quality for SPP. You should be given a copy of HMRC form SPP1 by the Trust if you aren’t entitled to 
receive SPP. This should be given to you within 28 days of your notification of your intention to take paternity leave. 
 
 
7) HOW TO REQUEST LEAVE & PAY  
 
7.1  How to Request Paternity Leave and Pay (birth parent & surrogacy arrangements) 

If you intend to take paternity leave, you must inform your academy HR contact in writing of your intention to take 
leave by the end of the 15th week before the baby is due. You must specify:  

• the due date;  

• whether you wish to take one or two weeks' leave;  

• when you want the period of leave to start (this can be a time relating to the birth rather than a precise date eg 
‘on the day of the birth’ or ‘one week after the birth’.  
You should submit HMRC form SC3 (birth parent) or HMRC form SC4 (parental order parent) to apply for SPP (if 
eligible). 
 
7.2  How to Request Paternity Leave and Pay (adoption) 

In the case of adoption, if you intend to take paternity leave you must inform your academy HR contact in writing 
of your intentions within seven days of being notified by the adoption agency that you have been matched with a 
child and usually giving at least a minimum of 28 days’ notice before the start of any leave (or as soon as reasonably 
practicable where this is not possible). You must specify: 

• the week the child is to be placed 

•  whether you wish to take one or two weeks' leave;  

• when you want the period of leave to start.  
You should submit HMRC form SC4 (UK adoption) or HMRC form SC5 (adoptions from abroad) to apply for SPP (if 
eligible). 
You should also provide proof of adoption to quality for statutory paternity pay.  This can be a letter from your 
adoption agency or the matching certificate and should be provided within 28 days. 
 

 
8) YOUR EMPLOYMENT RIGHTS  
 
8.1  Your Rights During and Following Paternity Leave 

You are entitled to the benefit of your normal terms and conditions of employment (other than salary) throughout 
your paternity leave. All employees will be protected from suffering unfair treatment for taking, or seeking to take, 
paternity leave.  You are entitled to return to the same job following paternity leave on the same terms and 
conditions of employment as if you had not been absent.  
 
 

https://www.gov.uk/paternity-pay-leave/pay
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/473512/SPP1_10_15.pdf
https://www.gov.uk/government/publications/ordinary-statutory-paternity-pay-and-leave-becoming-a-birth-parent-sc3
https://www.gov.uk/government/publications/ordinary-statutory-paternity-pay-and-leave-becoming-an-adoptive-parent-sc4
https://www.gov.uk/government/publications/ordinary-statutory-paternity-pay-and-leave-becoming-an-adoptive-parent-sc4
https://public-online.hmrc.gov.uk/lc/content/xfaforms/profiles/forms.html?contentRoot=repository:///Applications/PersonalTax_iForms/1.0/SC5_20156&template=SC5.xdp
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8.2  Time Off for Appointments 

You are entitled to accompany your partner (or a surrogate) to 2 antenatal appointments. If you are adopting a 
child, you are entitled to attend 2 adoption appointments after being matched with a child. Consideration may be 
given to additional unpaid time off in certain circumstances.  All requests should be submitted using the same 
process as any other leave request.  
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SHARED PARENTAL LEAVE AND PAY 
 
 

9)  LEAVE 

 

9.1  What is Shared Parental Leave (SPL)? 

A period of leave that you may share with a partner if having a baby, adopting a child or if you are having a baby 
through surrogacy. Up to 50 weeks of leave and up to 37 weeks of pay can be shared by the birth parent / primary 
adopter giving up some of the relevant maternity or adoption leave and pay.  It therefore gives more choices in 
how two parents can care for their child between them. Your partner does not need to be employed by the Trust 
in order for you to take Shared Parental Leave (SPL). 
 
SPL may be taken in blocks (up to 3 blocks) separated by periods of work, or all in one go. The pay and leave must 
be shared in the first year after the child is born or placed with the family. You and your partner can choose to be 
off work together, alternate the time off or to take time off separately. 
 

 
9.2  Eligibility  

To be eligible for SPL and Shared Parental Pay (ShPP), there must be two parents sharing responsibility for a child 
from the day of the child’s birth or adoption placement.   
 
For either parent to get SPL, the birth parent or primary adopter must do one of the following: 

• end their maternity or adoption leave and return to work 
• give their employer ‘binding notice’ of when they plan to end their maternity or adoption leave early 

The birth parent must still take at least 2 weeks’ maternity leave by law. 

In order to be eligible for SPL and ShPP, both parents must also meet a ‘continuity of employment test’ and also 
‘employment and earnings’ tests.  The criteria that need to be met are different depending on which parent wants 
to use the shared parental leave and pay. The Trust follows the eligibility criteria set out in UK law (The Shared 
Parental Leave Regulations 2014).  Full details of the eligibility criteria for SPL and ShPP can be found on gov.uk 
where separate guidance is given for birth parents and for adoptive parents/ parental order parents. Gov.uk also 
provide an online SPL and SPL planning tool that you can use to check your own eligibility for SPL based on your 
own and your partner’s particular employment situations.    
 
 
10) PAY 

 
10.1  Shared Parental Pay (ShPP)  

The actual amount of ShPP you receive depends on how much maternity or adoption leave and pay (or Maternity 
Allowance) you or your partner take. If you or your partner are eligible then you can take less than the 39 weeks of 
maternity or adoption pay (or Maternity Allowance) and use the rest as Statutory Shared Parental Pay (ShPP). 
 
ShPP is a national flat-rate set by Government each year. The current rate can be found at gov.uk. If your average 
weekly earnings are lower than the set rate, SPP is paid at 90% of your average weekly earnings.  
 
 

  

https://www.gov.uk/shared-parental-leave-and-pay/eligibility-for-birth-parents
https://www.gov.uk/shared-parental-leave-and-pay/eligibility-for-adopters
https://www.gov.uk/plan-shared-parental-leave-pay
https://www.gov.uk/shared-parental-leave-and-pay/what-youll-get
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11) HOW TO REQUEST LEAVE & PAY  
 
11.1  How to Request SPL and ShPP 

To get Shared Parental Leave (SPL) or Shared Parental Pay (ShPP) you must: 
• follow the government rules for starting SPL and ShPP 
• give the Trust at least 8 weeks’ written notice of your leave dates using the applicable Shared Parental 

Leave forms (links to ACAS template forms) 

You can change your mind later about how much SPL or ShPP you plan to take and when you want to take it. You 
must give notice of any changes at least 8 weeks before the start of any leave. 

 

12) YOUR EMPLOYMENT RIGHTS  
 

12.1  Your Rights During and Following Shared Parental Leave 

You are entitled to the benefit of your normal terms and conditions of employment (other than salary) throughout 
your Shared Parental Leave. All employees will be protected from suffering unfair treatment for taking, or seeking 
to take, Shared Parental Leave.   
 

12.2  Shared Parental Leave in touch (SPLIT) days 

You and your partner can each work up to 20 days while you’re taking SPL. These are called ‘Shared Parental Leave 

in touch’ (or SPLIT) days.  These days are in addition to the 10 ‘keeping in touch’ (or KIT) days available to those on 

maternity or adoption leave. 

  

https://www.gov.uk/shared-parental-leave-and-pay/when-you-can-start
https://www.acas.org.uk/shared-parental-leave-forms
https://www.acas.org.uk/shared-parental-leave-forms
https://www.gov.uk/employee-rights-when-on-leave
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APPENDIX 1 
Summary of Maternity and Adoption Pay Provisions 
 

Continuous service 
with TAET by end of 
15th week before 
EWC (or match with 
Child for AL) 

Continuous service 
with Local 
Authorities at start 
of 11th week before 
EWC (or match with 
Child for AL) 

Entitlement to Maternity or Adoption Pay 

At Least 26 weeks At least 1 year  39 weeks statutory and occupational pay (if 
intending to return to work) as follows:  
4 weeks @ full pay inclusive of SMP or SAP 
2 weeks @ 90% of week’s salary inclusive of SMP or 
SAP  
12 weeks @ half pay (if intending to return to work) 
plus SMP or SAP 
21 weeks @ standard rate SMP or SAP 
 

Less than 26 weeks At least 1 year 39 weeks statutory and occupational pay (if 
intending to return to work) as follows:  
4 weeks @ full pay inclusive of MA if eligible  
2 weeks @ 90% of week’s salary inclusive of MA if 
eligible  
12 weeks @ half pay (if intending to return to work), 
plus MA if eligible  
21 weeks @ MA if eligible  
No entitlement to SMP or SAP 
 

At Least 26 weeks Less than 1 year 39 weeks statutory pay as follows:  
6 weeks @ SMP or SAP equal to 90% of weekly 
salary  
33 weeks @ standard rate SMP or SAP 
No entitlement to occupational pay 
 

Less than 26 weeks Less than 1 year Not entitled to SMP / SAP or occupational  pay 
May be able to claim Maternity Allowance if eligible  
 

 


