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Section A: General introduction

4.1

4.2

Introduction

This policy sets out statutory and contractual rightsin relation to maternity, paternity,
adoption, parental leave and shared parental leaveforemployees at Tudor Park Education
Trust. It coversrights and responsibilities, arrangements forleave and pay, and provisions
for return to work. This policy reflects our commitment to providing equality of opportunity
inemploymentandto developing work practices and policies that support work-life balance.
No-one will be discriminated against, be subject to detriment or lose career development
opportunities by taking leave under this policy.

Scope of the policy

This policy appliesto all employees of Tudor Park Education Trust. The policy does notapply
to agency workers, consultants orthe self-employed.

Monitoring and review of the policy

This policyisreviewed and amended every three years by Tudor Park Education Trust. We
will monitorthe application and outcomes of this policy to ensure itis workin g effectively.
This policy applies to all employees of Tudor Park Education Trust. The policy does notapply
to agency workers, consultants or the self-employed.

Retention and data protection

When managing an employee'sleaveand pay under this policy, Tudor Park Education Trust
processes personal datacollected in accordance with its data protection policy. Data
collectedis held securely and accessed by, and disclosed to, individuals only for the purposes
of managingthe leave and pay. We will comply with the requirements of the Data
Protection Legislation (being (i) the General Data Protection Regulation ((EU) 2016/679)
(unlessand until the GDPRis no longer directly applicable in the UK) and any national
implementing laws, regulations and secondary legislation, asamended or updated from time
to time, inthe UK and then (ii) any successor legislation to the GDPR or the Data Protection
Act 1998, includingthe Data Protection Act 2018).

Records will be keptinaccordance with our Workforce Privacy Notice, our Retentionand
Management of Records Policy and inline with the requirements of Data Protection
Legislation.

Definitions

The following definitions apply in this policy:
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Expected Week of Childbirth

the week startingon a Sunday in which your doctor or
midwife expects you (oryour spouse, civil partner or
partner) to give birth

Qualifying Week

the fifteenth week before the Expected Week of
Childbirth, orthe weekin which you are notifiedin
writing by an adoption agency of having been matched
with a child

Intended Start Date

the date on which youwould like to start your maternity,
paternity oradoption leave

Expected Return Date

the date we will expectyoutoreturnto work if you take
your full entitlement to maternity leave oradoption leave

Relevant Period

an eight week period ending with the Qualifying Weekin
birth cases, or the eight week period ending with the
week inwhichyou or yourspouse, civil partneror partner
were notified of being matched with achild in adoption
cases

Ordinary Maternity Leave
(OML)

a period of 26 weeks’ leave available to all employees
who qualify for maternity leave

Additional Maternity Leave

a further period of up to 26 weeks’ leaveimmediately

(AML) following OML

Partner someone (whether of a different sex orthe same sex)
withwhomyou live inan enduring family relationship,
but whois not your parent, grandparent, sister, brother,
aunt or uncle, niece ornephew

Parent one of two people (whether of a differentsex orthe

same sex) who will share the main responsibility for the
child's upbringing (and who may be eitherthe mother,
the father, or the mother's partnerif not the father)

Expected Placement Date

the date on which an adoption agency expects thatit will
place a childinto your care with a view to adoption

Ordinary Adoption Leave
(OAL)

a period of up to 26 weeks'leave availabletoall
employees who qualify foradoption leave

Additional Adoption Leave
(AAL)

a furtherperiod of up to 26 weeks'leave immediately
following OAL
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Section B: Maternity leave and pay

2.1

2.2

2.3

4.1

4.2

4.3

Introduction

This section outlines the statutory rights and responsibilities of employees who are pregnant
or have recently given birth.

Notification

You mustinform us as soon as possible thatyou are pregnant. Thisisimportant as there may
be health and safetyissues.

Before the end of the Qualifying Week, or as soon as reasonably practical afterwards, you
must tell the Principal in writing:

2.2.1 Thatyou are pregnant
2.2.2 The Expected Week of Childbirth
2.2.3 Thedate on whichyouwould like to start your maternity leave (Intended Start Date)

You mustalso provide a certificate fromadoctor or midwife (usually ona MAT B1 form)
confirming your Expected Week of Childbirth (thisis notavailable before the 20th week of
pregnancy andis usually provided around the 26th week of pregnancy).

Time off for ante-natal care

If you are pregnant you may take reasonable paid time off during working hours for ante -
natal care. This may include any relaxation or parenting classes that your doctor, midwife or
health visitorhasadvised youto attend. You should try to give us as much notice as possible
of the appointmentand wherever possible, try to arrange them as near to the start or end of
the working day.

Sickness

Periods of pregnancy-related sickness absence shall be paid in accordance with your
contract of employmentinthe same mannerasany othersickness absence.

Periods of pregnancy-related sickness absence from the start of your pregnancy until the
end of your maternity leave will be recorded separately from othersickness records and will
be disregarded in any future employment-related decisions.

If you are absentdue tosicknessfora pregnancy-related reason duringthe four weeks
before your Expected Week of Childbirth, your maternity leave will start automatically (see
paragraph 7, Starting maternity leave).
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TUDOR

51

5.2

6.1

7.1

7.2

7.3

7.4

7.5

PARK

Health and safety

We have a general duty to take care of the health and safety of all employees. We are also
requiredto carry out a riskassessment toidentify and assess the workplace risks to women
who are pregnant, have given birth within the last six months orare still breastfeeding.

We will provideyou with information as to any risksidentified inthe risk assessment, and
any preventive and protective measuresthat have been orwill be taken. If we considerthat,
as a new or expectant mother, youwould be exposed to health hazardsin carrying out your
normal duties we will take reasonable steps necessary (foraslongas necessary) to avoid
those risks. This may involve:

5.2.1 Changingyourworking conditions orhours of work;

5.2.2  Offeringyousuitablealternativework ontermsand conditions that are the same or
not substantially less favourable; or

5.2.3 Suspendingyoufromduties, which will be on full pay unless you have unreasonably
refused suitablealternative work.
Entitlement to maternityleave

All employees, regardless of hours worked or length of service, are entitled toup to 52
weeks'maternity leave whichis dividedinto:

6.1.1 Ordinary maternity leave of 26 weeks (OML)

6.1.2 Additional maternity leave of afurther 26 weeks immediately following OML (AML)

Starting maternity leave

The earliest date you can start maternity leave is 11weeks’ before the Expected Week of
Childbirth (unless your childis born prematurely before that date). Maternity leave can
commence on any day of the week.

You must notify the principal in writing of your Intended Start Date before the end of the
Qualifying Week (in accordance with paragraph 2.2). We will then write to you within 28
daysto informyou of the date we will expectyoutoreturnto workif you take your full
entitlementto maternity leave (Expected Return Date).

You can postpone your Intended Start Date by informing usin writing at least 28 days before
the original Intended Start Date, orif that is not possible, as soon as reasonably practicable.

You can bring forward the Intended Start Date by informingus at least 28 days before the
new start date, or if that is not possible, as soon as reasonably practicable.

Maternity leave shall start on the earlier of:
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7.5.1 YourIntended Start Date (if notified to usin accordance with this policy); or

7.5.2 Theday afterany day on whichyou are absent for a pregnancy-related reason
during the four weeks before the Expected Week of Childbirth; or

7.5.3 Theday afteryou give birth.

If you give birth before your maternity leave was due to start, you mustletthe Principal
know the date of the birthin writing as soon as possible.

The law prohibits you from working during the two weeks following childbirth.

Shortly before your maternity leave starts, you and your line manager will discuss the
arrangements for covering your work and how you will remain in contact, should you wish to
do so, duringyour leave. Unless you request otherwise, you willremain on circulation lists
forinternal news and weekly bulletins, trainingand work-related social events.

Statutory maternity pay

Statutory maternity pay (SMP) is payable for up to 39 weeks. SMP will stop being payableif
youreturn to work (except where you are simply keepingin touch inaccordance with
paragraph 12). You are entitled to SMP if:

8.1.1 You have beencontinuously employedforatleast26 weeks atthe end of the
Qualifying Week and are still employed by us during that week;

8.1.2 Youraverage weekly earnings during the eight weeks ending with the Qualifying
Week (the Relevant Period) are notless than the lower earnings limitset by the
Government;

8.1.3 You provide uswitha doctor's or midwife's certificate (MAT B1 form) stating your
Expected Week of Childbirth;

8.1.4 You give at least 28 days' notice (or, if that is not possible, as much notice as you
can) of your intention to take maternity leave; and

8.1.5 Youare still pregnant 11 weeks before the start of the Expected Week of Childbirth
or have already given birth.

SMP is calculated as follows:

Weeks1-6 90% of your average weekly earnings, calculated overthe Relevant
Period. Thisis called the Earnings-Related Rate.

Weeks7 -39 The Prescribed Rate whichis set by the Governmentforthe relevanttax
year, or the Earnings-Related Rate (90% of your average weekly
earnings) if thisislower.

Maternity, paternity, adoption, parental and shared parental leave policy
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8.3 SMP accrues from the day on which you commence your OML and thereafteratthe end of
each complete week of absence. SMP payments shall be made on the next normal payroll
date and income tax, National Insurance and pension contributions shallbe deducted as
appropriate.

8.4 You shall still be eligible for SMP if you leave employment forany reason afterthe start of
the Qualifying Week (forexample, if you resign orare made redundant). In such cases, if
your maternity leave has not already begun, SMP shall startto accrue in whicheveristhe
later of:

8.4.1 Theweekfollowingthe weekinwhichemploymentends; or
8.4.2 Theeleventhweekbefore the Expected Week of Childbirth.

8.5 If you become eligiblefora pay rise before the end of your maternity leave, you will be
treated for SMP purposes as if the pay rise had applied throughout the Relevant Period. This
means that your SMP will be recalculated and increased retrospectively, orthat you may
qualify for SMP if you did not previously qualify. We shall pay you alump sum to make up
the difference between any SMP already paid and the amount payable by virtue of the pay
rise. Any future SMP payments at the Earnings-Related Rate (if any) willalso be increased as
necessary.

9 Contractual maternity pay

Teachers

9.1 Teaching staff with at least twelve months continuous serviceatthe 11th week before the
EWC, will be entitled to receive contractual maternity pay as follows, in addition to
paymentssetoutin 8 (ifeligible):

Weeks1-4 Full pay (offset against payments made by way of SMP or Maternity
Allowance (MA) foremployees not eligible for SMP)

Weeks5-6 90 % of salary (offset against payments made by way of SMP or
Maternity Allowance (MA) foremployees not eligible for SMP)

Weeks7- 18 50% of salary plus any Prescribed Rate SMP to which you are
entitled, paid without deduction except by the extentto which the
combined pay and SMP exceeds full pay.

9.2 You mustreturn toyour job for at least 13 weeks as a qualifying condition to receive this
contractual maternity pay. If you do not return to work forthe 13 week period, you will be
requiredtorefundthe amount paid toyou for this period.

Maternity, paternity, adoption, parental and shared parental leave policy
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9.3

9.4

9.5

9.6

10

10.1

11

111

11.2

If you request toreduce yourhours on your return and yourrequestis agreed, this 13 week
period will be extended to equate to 13 weeks of service based on the number of hours you
worked priorto yourreductionin hours.

Support staff
Support staff with twelve months continuous service at the 11th week before the EWC, will

be entitled to receive contractual maternity pay as follows, in addition to payments set out
in8:

Weeks1-6 90% of salary (offset against payments made by way of SMP or
Maternity Allowance (MA) foremployees not eligible for SMP)

Weeks7- 18 50% of salary plus any Prescribed Rate SMP to which you are entitled,
paid without deduction except by the extentto which the combined
pay and SMP exceeds full pay.

You mustreturn toyour job for at least 3 months as a qualifying condition to receive this
contractual maternity pay. If you do not returnto work forthe 3 month period, you will be
requiredtorefundthe amount paid to you for this period.

If you request to reduce your hours on your return and your requestis agreed, this 3 month
period will be extended to equate to 3 months of service based on the number of hours you
worked priorto yourreductionin hours.

Terms and conditions during OML and AML

Allthe terms and conditions of youremployment remainin force during OMLand AML,
exceptforthe termsrelatingto pay. In particular:

10.1.1 Benefitsinkindsuchaslife insurance and health insurance shall continue;

10.1.2 Annualleave entitlement underyourcontract shall continue to accrue where
applicable (seeparagraph 11, Annual leave); and

10.1.3 Pensionbenefits shall continue (see paragraph 12, Pensions).

Annual leave

All staff continue to accrue annual leave during maternity leave at the rate provided under
your contract of employment.

Teachers
The salary calculation forteaching staff includes proportionate annualleave entitlement and
thereisno entitlementto annual leave except during school closure periods.
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11.3

11.4

11.5

11.6

12

12.1

12.2

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave year before and after your maternity leave. Usually, there will be
sufficienttime within the school closure periods to accommodate the outstanding annual
leave entitlement that you have accrued during the maternity leave period. However, on the
rare occasions that there are insufficient school closure periods toaccommodate your
outstandingannual leave entitlement, you will be entitled to take any remaining leave
duringterm time at a time mutually agreed with the Principal.

Support staff — term time only/term time plus

The salary calculation for support staff contracted towork termtime only or term time plus
additional working weeks, includes proportionate annual leave entitlement and there isno
entitlementtoannual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of scho ol closure that
occurs inthe leave year before and after your maternity leave. Usually, there will be
sufficient time within the school closure periods to accommodate the outstanding annual
leave entitlement thatyou have accrued during the maternity leave period. However, on the
rare occasions that there are insufficient school closure periods to accommodate your
outstanding annual leave entitlement, you will be entitled to take any remainingleave
during termtime at a time mutually agreed with the Principal.

Supportstaff — full working year

Annual leave entitlement will continue to accrue at the rate provided underyour contract. If
your maternity leave will continueinto the next holiday year, any holiday entitlement that
cannot reasonably be taken before starting your maternity leave can be carried overto the
next holiday yearand must be takenimmediately before returning towork unless your
manageragrees otherwise. You should try tolimit carry overto one week's holiday or less.
Carryover of more than one weekis at your manager's discretion. Please discuss your
holiday plans with your managerin good time before starting maternity leave. All holiday
datesare subjectto approval by your manager. Our holiday yearrunsfrom 1 Aprilto 31
March.

Pensions

During OML and any further period of paid maternity leave we shall continue to make any
employer pension contributions that we usually make, based on the pay you are receiving
whilstabsent. If you wish toincrease your contributions to make up any shortfall from those
based on yournormal salary then please contact the Pensions Administrator directly. For
teaching staff this will be Teachers’ Pensions on 0345 6066166 and for support staff, this will
be West Yorkshire Pension Fund (www.wypf.org.uk) on 01274 434 999.

Duringany period of unpaid maternity leave, we shallnot make any employer pension
contributions and the period shall not count as pensionableservice. If you are a memb er of
support staff, you may if you wish make up any contributions forthe unpaid period. If you
choose notto, you will not build up any membership for this period, and this will affect your
pension benefits. If you are a member of teaching staff, you do not have the option of
paying contributions during any period of unpaid maternity leave, but you can purchase
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13.1

13.2

13.3

13.4

13.5

14

14.1

14.2

additional pension ontop of your normal contributions in multiples of £250 up to a
maximum set by Teachers’ Pensions.

Keepingintouch
We may make reasonable contact with you fromtime to time during your maternity leave.

You may work (including attending training) for up to ten days during ordinary or additional
maternity leave without bringing your maternity leave or SMP to an end. These are known
as Keepingin Touch (KIT) days. The arrangements would be set by agreement with yourline
manager and you will be paid a day’s salary for each KIT day.

Anyworkyou do as a KIT day, even as little as an hour for example, willbe counted asa
whole KITday. They can be taken as single days, consecutive days orin blocks. Once you
have used up your tenKIT days, if you do any further work you will lose aweek’s SMP for the
weekinwhich you have done that work.

KIT days are by agreement. You are not obliged to undertake any such work during
maternity leave. Equally we may refuse arequestfrom you foryouto work a KIT day.

Shortly before you are due to returnto work, we may invite you to have a discussion
(whetherin person orbytelephone) aboutthe arrangements foryourreturn. This could be
one of yourKIT days. This may cover:

13.5.1 Updatingyouon any changesthat have occurred duringyour absence;
13.5.2 Anytrainingneedsyoumighthave;and

13.5.3 Anychangesto workingarrangements (forexampleif you have made arequestto
work part-time)

Expected return date

Once you have notified usin writing of your Intended Start Date, we shall send you a letter
within 28 days toinformyou of your Expected Return Date. If your start date has been
changed (eitherbecause you gave us notice to change it, or because maternity leave started
earlyduetoillness or premature childbirth) we shall writeto you within 28 days of the start
of maternity leave with arevised Expected Return Date.

We will expectyou back at work onyour Expected Return Date unless youtell us otherwise.
It will help usif, during your maternity leave, you are able to confirm that you will be
returningtowork as expected.

Maternity, paternity, adoption, parental and shared parental leave policy



TUDOR
PARK

15

16

16.1

16.2

16.3

16.4

17

17.1

17.2

17.3

18

18.1

18.2

Returning early

If you wish toreturn to work earlierthan the Expected Return Date, you must give us 21
days’ priornotice in writing. If not enough notice is given, we may postpone your return
date until eight weeks after you gave notice, ortothe Expected Return Date if sooner.

Returninglate

If you wish toreturn laterthan the Expected Return Date, you may request unpaid parental
leave in accordance with section E, ‘Parental Leave’, giving us as much notice as possible but
not lessthan 21 days.

Alternatively, staff who have annual leave entitlement remaining (where applicable) may
request paid annual leave in accordance with your contract, which will be at our discretion.

If you are unable toreturn to work due to sickness orinjury, this will be treated as sickness
absence and our Sickness Absence Policy will apply.

In any other case, late return will be treated as unauthorised absence.

Deciding not to return

If you do notintendtoreturn towork, or are unsure, itis helpful if you discuss this with us
as early as possible. If you decide not to return you should give notice of resignationin
accordance with your contract. The amount of maternity leave leftto run whenyou give
notice must be at least equal to your contractual notice period; otherwise we may require
youto return to work for the remainder of the notice period.

Once you have given notice that you will not be returning to work, you cannot change your
mind without our agreement.

This does not affect yourrightto receive SMP.

Your rights whenyou return

You are normally entitled to returnto workinthe same position as you held before
commencingleave. Yourterms of employment shall be the same as they would have been
had you not been absent.

However, if you have taken any period of AML or more than four weeks' parental leave, and
itisnot reasonably practicable for usto allow you to returninto the same position; we may
give you anothersuitable and appropriate job onterms and conditions that are not less
favourable.
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19 Requests to change your working pattern

We will deal with any requests by employees to change their working patterns (such as
working part-time) after maternity leave on a case-by-case basis. There is noright toinsist
on working part-time, butyou do have a statutory right to request flexible working. We will
consideryourrequestinaccordance with the provisions of this statutory right, bearingin
mindthe needs of our organisation. Itis helpfulif requests are made as early as possible.
The procedure fordealing with such requestsis setoutin our Flexible Working Policy.

20 Shared parental leave

You may choose to end your maternity leave and take shared parental leave. See section F
for furtherdetails.
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SectionC: Paternity leave and pay

2.1

2.2

2.3

2.4

Introduction

This section sets outemployees'entitlement toaccompany a pregnantwoman to
appointmentstoreceiveante-natal care, paternity leave and pay.

Time off to accompany for antenatal care

Employees are entitled to take unpaid time off during your working hours toaccompany a
pregnantwomanto up to two appointmentstoreceiveantenatal care, lasting no more than
6 and a half hours each, if you:

2.1.1 Arethe biological fatherof the child; or
2.1.2 Arethespouse or civil partner of the child’s mother;

2.1.3 Live withthe child’s motherinan enduring family relationship and are not a relative;
or

2.1.4 Areto be treated asa parent of an expected child by fertilitytreatment (underthe
assisted reproduction provisions of the Human Fertilisation and Embryology Act
(HEFA) 2008); or

2.1.5 Area potential applicant foraparental orderwhere a child has been conceived
usingthe sperm or egg of your spouse, civil partner or partnerand has been carried
by a surrogate mother (underthe HEFA 2008).

Agency workers who have completed their 12 week qualifying period in the same role, with
no breaks during or between assignments and who meetthe criteriaat 2.1 have the same
rightto accompany.

The appointments may include any relaxation or parenting classes but must have been made
on the advice of the pregnant woman’s doctor, midwife or health visitor.

If you are eligible and wish to take time off forthis purpose, you must provide us with a
signed “employee declaration” confirming:

2.4.1 Thatyou have a qualifying relationship with a pregnant woman or her expected child
2.4.2 Thatyou wishtotake time off to accompany the pregnantwomantoan
appointmenttoreceive antenatal care which has been made on the advice of their

doctor, midwife or health visitor

2.4.3 Thedate and time of the appointment

Maternity, paternity, adoption, parental and shared parental leave policy
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You should try to give us as much notice as possible of the appointment and wherever
possible, trytoarrange them as near to the start or end of the working day.

Entitlementto paternityleave

Certainemployees can take paternity leavein relation to the birth or adoption of a child.
Both menand women can request paternity leave. Howeverin adoption cases, paternity
leave is notavailable toan employee who also decides to take adoption leave. Further
details of adoptionleaveare setoutin section D, Adoption Leave and Pay.

Maternity support leave — timing and eligibility

Maternity supportleaveisupto one week with full pay and must be taken as one period at a
time mutually agreed by you, yourline managerandthe Principal.

Maternity supportleave can be taken from the date of the child’s birth oradoption
placement, butmustend:

4.2.1 In birth cases, within 56 days’ of the child's birth, orif they were born before the
first day of the Expected Week of Childbirth, within 56 days’ of the first day of the
Expected Week of Childbirth.

4.2.2 In adoption cases, within 56 days’ of the child's placement.
You may combine maternity supportleave with up to one additional week of ordinary
paternity leave (if eligible) to give atotal of two weeks’ paternity leave, but these mustbe

taken as consecutive weeks.

Maternity supportleave is only available if you are a member of support staff whois
covered by the National Joint Council (NJC) Conditions of Service and you are either:

44,1 Thechild'sfather

4.4.2 The partner or nominated carer of an expectant motherat or around the time of
birth. A nominated careristhe person nominated by the mothertoassistin the care
of the child and to provide supporttothe motherat or around the time of birth.

Maternity supportleave is availableto both menand women. Teachers and support staff are
both eligiblefor maternity support leave.
Ordinary paternity leave — timing and eligibility

OPL mustbe taken as a period of either one week ortwo consecutive weeks. It cannot be
takenininstalments.

OPL can be taken from the date of the child's birth or adoption placement, but mustend:

Maternity, paternity, adoption, parental and shared parental leave policy
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5.2.1 Inbirth cases, within 56 days’ of the child's birth, orif they were born before the
firstday of the Expected Week of Childbirth, within 56 days’ of the firstday of the
Expected Week of Childbirth.

5.2.2 Inadoption cases, within 56 days’ of the child's placement.

5.3 You are entitled to ordinary paternity leave (OPL) if you meet all the following conditions:

5.3.1 You have been continuously employed by us forat least 26 weeks’ ending with:

(a)
(b)

53.2  You:
(a)
(b)
()
(d)

5.3.3 You

(a)

(b)

(c)

In birth cases, the 15th week before the Expected Week of Childbirth.

In adoption cases, the weekin which you oryour partnerare notified by an
adoption agency that you/they have been matched with achild.

Are the biological father of the child;
Have been matched with a child by an adoption agency;
Are the spouse, civil partner or partner of the child's mother; or

Are the spouse, civil partneror partnerof someone who has been matched
with a child by an adoption agency.

Expect to have main responsibility (with the child's mother, co-adopteror
adopter) forthe child's upbringing; or

Are the child's biological fatherand you expecting to have some
responsibility for the child's upbringing.

Are takingleave forthe purpose of caring forthe child, or supportingthe
child's mother, adopterorco-adopterin caring for the child.

6 Notification of OPL or maternity support leave

6.1 If you are eligible and wish to take maternity supportleaveinrelationtoa child's birth or the
adoption of a child, you must give us notice in writing of yourintention todo so by the end
of the Qualifying Week, orif thisis not possible, as soon as you can.

6.2 You must confirm:

6.2.1 The Expected Week of Childbirth, orthe date on which youand your partner were
notified of having been matched with the child, together with the Expected
Placement Date;

Maternity, paternity, adoption, parental and shared parental leave policy
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6.2.2 Whetheryouintendto take one week'sleave ortwo consecutive weeks'leave;

6.2.3 Whetherthiswill be OPL, maternity support leave ora combination of OPLand
maternity supportleave

6.2.4 Whenyouwouldlike tostart yourleave. You can state that your leave will start on:

(a) The day of the child's birth or the day on which the child is placed with you
or the adopter

(b) A day whichis a specified number of days after the child's birth or
placement; or

(c) A specificdate laterthan the first date of the Expected Week of Childbirth or
the Expected Placement Date

We may require a signed declaration from you that you are taking OPL or maternity support
leave to care for the child or to support the child's mother oryour partnerin caring for the
child.

Changing the dates of OPL or maternity support leave

Where you are to take OPL inrespectof a child's birth or adoption, you can give us written
notice to vary the start date of your leave fromthat which you originally specifiedin the
notice given under paragraph 6. This notice should be given:

7.1.1 Whereyou wishto vary yourleave to start on the day of the child's birth/placement,
at least 28 days’ before the first day of the Expected Week of Childbirth/Exp ected
Placement Date.

7.1.2 Whereyouwishto vary yourleave tostart a specified number of days afterthe
child's birth/placement, at least 28 days’ (minus the specified number of days)
before the first day of the Expected Week of Childbirth/Expected Placement Date.

7.1.3 Whereyouwishto vary yourleave tostart on a specificdate (ora different date
from that you originally specified), at least 28 days’ before that date.

If you are unable to give us 28 days' written notice of the wish tovary the start of yourle ave
as setout above, you should give us written notice of the change as soon as you can.
Statutory paternity pay

If you take OPLin accordance with this policy, you will be entitled to ordinary statutory
paternity pay (OSPP) if, during the Relevant Period, youraverage weekly earnings are not
lessthanthe lower earnings limitset by the government.
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10.1

10.2

10.3

10.4

10.5

OSPPis paid at a prescribed rate which is set by the government for the relevant tax year, or
at 90% of your average weekly earnings calculated overthe Relevant Period if thisis lower.
For details of the current prescribed rate, please visit www.gov.uk/paternity-pay-leave or
contact Human Resources.

Terms and conditions during OPL and maternity support leave

Allthe terms and conditions of youremployment remainin force, exceptforthe terms
relating to pay during OPL. In particular:

9.1.1 Benefitsinkindsuchaslife insurance and health insurance shall continue;

9.1.2 Annualleave entittement underyour contract shall continue to accrue where
applicable (seeparagraph 10, Annual leave); and

9.1.3 Pension benefits shall continue (see paragraph 11, Pensions).

Annual leave

All staff continue to accrue annual leave during paternity leave at the rate provided under
their contract of employment.

Teachers
The salary calculation forteaching staff includes proportionate annualleave entitlement and
thereisno entitlementto annual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave year before and after your paternity leave. Usually, there will be
sufficient time within the school closure periods to accommodate the outstanding annual
leave entitlement thatyou have accrued during the paternity leave period. However, onthe
rare occasionsthat there are insufficient school closure periods to accommodate your
outstanding annual leave entitlement; you will be entitled to take any remainingleave
duringtermtime at a time mutually agreed with the Principal.

Support staff — term time only/term time plus

The salary calculation for support staff contracted towork termtime only or term time plus
additional working weeks, includes proportionate annual leave entitlementand there isno
entitlementtoannual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave yearbefore and after your paternity leave. Usually, there will be
sufficient time within the school closure periods to accommodate the outstanding annual
leave entitlementthat you have accrued during the paternity leave period. However, on the
rare occasionsthat there are insufficient school closure periods to accommodate your
outstandingannual leave entitlement; you will be entitled to take any remaining leave
duringterm time at a time mutually agreed with the Principal.

Maternity, paternity, adoption, parental and shared parental leave policy
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Support staff — full working year

Annual leave entitlement will continue to accrue at the rate provided underyourcontract. If
you are taking a period of OPL which will continue into the next holiday year, any holiday
entitlementthat cannot reasonably be taken beforestarting yourleave can be carried over
to the next holiday yearand must be takenimmediately beforereturningto work unless
your manageragrees otherwise. You should try to limit carry overto one week's holiday or
less. Carryover of more than one weekis at your manager's discretion. Please discuss your
holiday plans with your managerin good time before starting your paternity leave. All
holiday dates are subject to approval by your manager. Our holiday yearrunsfrom 1 April to
31 March.

Pensions

Duringany period of paid paternity leave we shall continue to make any employer pension
contributionsthat we usually make, based on the pay you are receiving whilst absent. If you
wish to increase your contributions to make up any shortfall from those based on your
normal salary then please contact the Pensions Administrator directly. For teaching staff this
will be Teachers’ Pensions on 0845 6066166 and for support staff, this will be West Yorkshire
Pension Fund (www.wypf.org.uk) on 01274 434 999.

Duringany period of unpaid paternity leave, we shallnot make any employer pension
contributions and the period shall not count as pensionableservice. If you are a member of
supportstaff, you may if you wish make up any contributions forthe unpaid period. If you
choose notto, you will notbuild up any membership forthis period, and this will affect your
pension benefits. If you are a member of teaching staff, you do not have the option of
paying contributions during any period of unpaid paternity leave, but you can purchase
additional pension on top of your normal contributions in multiples of £250 up to a
maximum set by Teachers’ Pensions.

Returning to work

You are normally entitled to return to work following maternity supportleaveor OPLto the
same position you held before commencingleave. Your terms of employment will be the
same as they would have been had you not been absent.

However, if you have combined your OPLwith a period of:
12.2.1 Additional maternity leave;

12.2.2 Additional adoption leave;or

12.2.3 Parental leave of more than fourweeks,

and itis notreasonably practicable foryouto return to the same job, we will offeryoua
suitable and appropriate alternative position.

Maternity, paternity, adoption, parental and shared parental leave policy
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13 Requests to change your working pattern

We will deal with any requests by employees to change their working patterns (such as
working part-time) after paternity leave on a case-by-case basis. We will tryto
accommodate yourwishes unless thereis ajustifiable reason forrefusal, bearingin mind the
needs of the business. Itis helpfulif requests are made as early as possible. The procedure
for dealingwith suchrequestsissetoutinourFlexible Working Policy.

14 Deciding not to return

If you do notintendtoreturn towork or are unsure, itis helpful if you discuss this with us as
early as possible. If you decide notto return you should submityour resignationin
accordance with your contract. Once you have done so you will be unable to change your
mind without our agreement. This does not affect yourrightto receive OSPP.
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SectionD: Adoptionleave and pay

2.1

2.2

2.3

24

Introduction

This section outlines the statutory rights and responsibilities of employees who adopt
(including surrogacy cases?).

Entitlement to adoption leave

Allemployees, regardless of hours worked orlength of service, are entitled toup to 52
weeks'adoption leavewhichis divided into:

2.1.1 Ordinaryadoptionleave of 26 weeks (OAL)
2.1.2 Additional adoption leave of afurther 26 weeksimmediately following OAL (AAL)

Adoptionleave isonly available if you are adopting through a UK or overseas adoption
agency (foroverseas adoptions see paragraph 4). Itis notavailable if there isnoagency
involved, forexample, if you are formally adopting a stepchild or otherrelative.

You are entitled to adoption leave if you meetall the following conditions:

2.3.1 Anadoptionagency has given you written notice that it has matched you witha
childforadoptionandtells you the Expected Placement Date.

2.3.2  You have notified the agency that you agree to the child being placed with you on
the Expected Placement Date.

2.3.3  Your spouse or partner will not be taking adoption leave with theiremployer
(although they may be entitled to take paternity leave).

There isno right to statutory adoption leave or pay for private adoptions orforstep-parents
adoptingtheirstep-children.

If you have a child placed with you under a local authority "fostering foradoption" or
"concurrent planning" arrangement, oryou are enteringintoasurrogacy arrangement
underwhichyouwill be applying fora parental order, you may also be entitled to adoption
leave and pay.

1 Please note: Every pregnantemployee has the rightto 52 weeks’ maternityleave and to return to their job after

this. Section A — Maternity Leave and Pay will applyto surrogate mothers even if they are not geneticallyrelated
to the baby and irrespective of what the birth mother does after the child is born.
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In relationto surrogacy, you are entitled to adoption leave if all of the following conditions
are met:

2.5.1 A surrogate mothergivesbirthtoa child whois biologically your child, the child of
your spouse or partner, or the child of both of you.

2.5.2 You expecttobe given parental responsibility for the child undera parental order
fromthe court. The child mustlive with you and you must apply forthe parental
orderwithin six months of the child's birth.

Thereis no right to statutory leave or pay for parents who have a child with the help of a
surrogate but who are noteligibleforaparental order (forexample where neither of them
has supplied the genetic material for the child).

Time off for adoption appointments

You are entitled to take time off during your working hours to attend adoption
appointments that take place afteran adoption agency has notified you thata childis, oris
expectedto be placed with you, foradoption. These appointments must be made by an
adoptionagency:

3.1.1 Sothat youcan have contact with that child; or
3.1.2 Forany otherpurpose connected with thatadoption.

Agency workers who have completed their 12 week qualifying period in the same role, with
no breaks during or between assignments and who meetthe criteriaat 3.1 have the same
rightto attend.

You are entitled to paid time off to attend up to five appointments, lasting no more than 6
and a half hours each duringworking hoursif you are:

3.3.1 Adoptingonyourown;or
3.3.2 Adoptingas part of a couple and have been elected as the main adopter

You will be entitled to unpaid time off to attend up to two appointments, lasting no more
than 6 and a half hours each during working hoursif you are adoptinga child as part ofa
couple and have not been elected as the main adopter.

If you are eligible and wish to take time off for this purpose, you must provide us with a
signed leave of absence form confirming:

3.5.1 Thatyou wishtotake time off to attend an adoption appointment that has been
made by or at the request of the adoption agency; and

3.5.2 Thedate and time of the appointment; and
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3.5.3 Ifyou are part of a couple adopting and have been elected as the main adopter,
confirmation thatyou are electing to take paid time off

You should try to give usas much notice as possible of the appointment and wherever
possible, try to arrange them as near to the start or end of the working day.

Notification of intention to take leave

You must give us notice in writing of:

4.1.1 TheExpectedPlacement Date; and

4.1.2 Yourintendedstartdate foradoptionleave (Intended Start Date) (see paragraph5).

This notice should be given not more than seven days afterthe agency notifiedyouin
writing that it has matched you with a child.

At least 28 days’ before your Intended Start Date (or, if thisis not possible, as soon as you
can), you mustalso provide us with:

4.3.1 A Matching Certificate from the adoption agency confirming:
4.3.2 Theagency's name and address;

4.3.3 Thedate youwere notified of the match;

4.3.4 TheExpectedPlacement Date; and

4.3.5 Written confirmation thatyouintend to take statutory adoption leave and not
statutory paternity leave.

In relation to surrogacy, you must tell usinwriting of yourintention to take adoption leave
and give the expected week of childbirth (EWC). You must give thisinformation by the end
of the 15th week before the EWC, orif that is notreasonably practicable, assoonasis
reasonably practicable. We willwrite to you within 28 days’ of receiving your notification, to
confirmyour Expected Return Date assuming you take your full entitlement to adoption
leave. When the child is born you musttell us the date of birth.

Overseas adoptions

If you are adoptingachild from overseas, the following will apply:

5.1.1 You musthave received notification that the adoption has been approved by the
relevant UK authority (Official Notification).

You must give us notice in writing of:
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5.2.1 Yourintentiontotake adoptionleave;
5.2.2 Thedate youreceived Official Notification; and
5.2.3 Thedate the childisexpectedtoarrive in Great Britain.

This notice should be given as early as possible butin any case within 28 days’ of receiving
Official Notification (or, if you have less than 26 weeks' employment with us at the date of
Official Notification, within 30 weeks’ of starting employment).

You must also give us at least 28 days' notice in writing of your Intended Start Date. This can
be the date the child arrivesin Great Britain or a predetermined date no more than 28 days
afterthe child'sarrival in Great Britain.

You must also notify us of the date the child arrivesin Great Britain within 28 days of that
date.

We may also ask for a copy of the Official Notification and evidence of the date the child
arrivedin Great Britain.

Starting adoption leave

OAL may start on a predetermined date no more than 14 days before the Expected
Placement Date, oron the date of placementitself, but nolater.

You must notify us of yourIntended Start Date in accordance with paragraph 3. We will then
write to you within 28 days to inform you of the date we will expect you to return to work if
you take yourfull entitlementto adoption leave (Expected Return Date).

You can postpone your Intended Start Date by informingusin writing at least 28 days before
the original date or, if that is not possible, as soon as you can.

You can bring forward your Intended Start Date by informing us in writing at least 28 days
before the new startdate or, if that is not possible, as soon as you can.

Shortly before youradoption leave starts we will discuss with you the arrangements for
coveringyourwork and the opportunities foryou to remainin contact, should you wish to
do so, duringyour leave. Unless you request otherwise, you willremain on circulation lists
forinternal news bulletins, job vacancies, training and work-related social events.

In relation to surrogacy, OALwill start on the day the childisborn, unless you are at work, in
which case it will start on the following day. You cannot change the start date.
Statutory Adoption Pay

Statutory adoption pay (SAP) is payable forup to 39 weeks. It stops being payable if you
return to work sooneror if the placementisdisrupted. You are entitled to SAP if:
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7.1.1 You have been continuously employed foratleast 26 weeks at the end of your
Qualifying Week and are still employed by us during that week;

7.1.2 Your average weekly earnings duringthe eight weeks ending with the Qualifying
Week (the Relevant Period) are notlessthan the lowerearnings limit set by the
Government; and

7.1.3  You have givenusthe relevant notifications under paragraph 3.

SAP s paid at a Prescribed Rate whichis set by the Governmentforthe relevant tax year, or
at 90% of your average weekly earnings calculated overthe Relevant Period if thisis lower.

SAP accrues with each complete week of absence but payments shall be made on the next
normal payroll date. Income Tax, National Insurance and pension contributions shall be
deducted asappropriate.

If you leave employment forany reason (forexample, if you resign orare made redundant)
you shall still be eligible for SAP if you have already been notified by an agency that you have
been matched with achild. Insuch cases, SAP shall start:

7.4.1 14 days before the Expected Placement Date; or
7.4.2 Theday afteryour employmentends,
7.4.3 whicheveristhe later.

If you become eligibleforapay rise before the end of youradoption leave, you will be
treated for SAP purposes as if the pay rise had applied throughout the Relevant Period. This
means that your SAP will be recalculated and increased retrospectively, or that you may
qualify for SAP if you did not previously qualify. We shall pay youalump sum to make up the
difference between any SAP already paid and the amount payable by virtue of the pay rise.
Any future SAP payments at the Earnings-Related Rate (if any) will also be increased as
necessary.

Terms and conditions during OAL and AAL

Allthe terms and conditions of youremployment remainin force during OALand AAL,
exceptforthe termsrelatingto pay. In particular:

8.1.1 Benefitsinkindsuchaslifeinsurance and health insurance shall continue;

8.1.2 Annualleave entittement underyour contract shall continue to accrue where
applicable (seeparagraph 8, Annual leave); and

8.1.3 Pension benefits shall continue (see paragraph 9, Pensions).
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Annual leave

All staff continue to accrue annual leave during OALand AAL at the rate provided underyour
contract of employment.

Teachers
The salary calculation forteaching staffincludes proportionate annual leave entitlement and
thereis no entitlementtoannual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave yearbefore and afteryour adoption leave. Usually, there will be
sufficient time within the school closure periods to accommodate the outstanding annual
leave entitlement that you have accrued during the adoption leave period. However, on the
rare occasions that there are insufficient school closure periods to accommodate your
outstanding annual leave entitlement; you will be entitled to take any remainingleave
duringterm time at a time mutually agreed with the Principal.

Support staff — termtime only/termtime plus

The salary calculation for support staff contracted towork term time only or termtime plus
additional working weeks, includes proportionate annual leave entitlement and there isno
entitlementto annual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave year before and after your adoption leave. Usually, there will be
sufficient time within the school closure periods to accommodate the outstanding annual
leave entitlement that you have accrued during the adoption leave period. However, on the
rare occasions that there are insufficient school closure periods to accommodate your
outstanding annual leave entitlement; you will be entitled to take any remainingleave
duringtermtime at a time mutually agreed with the Principal.

Supportstaff — full working year

Annual leave entitlement will continue to accrue at the rate provided underyour contract. If
your adoption leave will continue into the next holiday year, any holiday entitlement that
cannot reasonably be taken before starting your adoption leave can be carried overto the
next holiday year and must be takenimmediately before returning towork unless your
manager agrees otherwise. Youshould try to limit carry overto one week's holiday or less.
Carryover of more than one weekis at your manager's discretion. Please discuss your
holiday plans with your managerin good time before starting youradoption leave. All
holiday dates are subject to approval by your manager. Our holiday yearruns from 1 April to
31 March.

Pensions

During OAL and any further period of paid adoption leave we shall continue to make any
employerpension contributions that we usually make, based on the pay you are receiving
whilstabsent. If you wish toincrease your contributions to make up any shortfall from those
based on yournormal salary then please contact the Pensions Administrator directly. For
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teaching staff this will be Teachers’ Pensions on 0845 6066166 and for support staff, this will
be West Yorkshire Pension Fund (www.wypf.org.uk) on 01274 434 999.

During unpaid AAL, we shall not make any employer pension contributions and the period
shall not count as pensionable service. If you are a member of support staff, you may if you
wish make up any contributions forthe unpaid period. If you choose not to, you will not
build up any membership for this period, and this will affect your pension benefits. If you are
a member of teaching staff, you do not have the option of paying contributions duringany
period of unpaid AAL, butyou can purchase additional pension on top of your normal
contributionsin multiples of £250 up toa maximum set by Teachers’ Pensions.

Disrupted adoption

Adoptionleaveisdisruptedifithasstarted but:

11.1.1 You are notified thatthe placementwill nottake place;

11.1.2 Thechildis returnedtothe adoption agency after placement; or

11.1.3 Thechilddies after placement.

In case of disruption yourentitlementto adoption leave and pay (if applicable) will continue
for a furthereight weeks from the end of the week in which disruption occurred, unless your
entitlementtoleave and/or pay would have ended earlierin the normal course of events.
Keepingintouch

We may make reasonable contact with you from time to time during youradoption leave.

You may work (including attending training) on up to ten days during adoption leave without
bringing your adoptionleave to an end. Thisis not compulsoryand arrangements, including
any additional pay, would be discussed and agreed with your line manager and Principal.

Shortly before you are due to return to work, we may invite you to have a discussion
(whetherinpersonorbytelephone) aboutthe arrangements foryourreturn. This may
cover:

12.3.1 Updatingyouon any changesthat have occurred during your absence;

12.3.2 Anytraining needsyou mighthave;and

12.3.3 Anychangesto workingarrangements (forexample, if you have made arequestto
work part time). See paragraph 17, ‘Requests to change your working pattern’
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Expected Return Date

Once you have notified usin writing of your Intended Start Date, we shall send you a letter
within 28 days toinform you of your Expected Return Date. If your start date changes we
shall write to you within 28 days of the start of adoption leave with arevised Expected
Return Date.

We will expectyou back at work onyour Expected Return Date unless you tell us otherwise
(see paragraphs, 13, 14 and 15). It will help usif, during youradoption leave, you are able to
confirmthat you will be returningto work as expected.

Returningearly

If you wish toreturn to work earlierthanthe Expected Return Date, you must give us at least
eight weeks'notice. Itis helpful if you give this notice in writing.

If you do notgive enough notice, we may postpone yourreturn date until four weeks (or
eightweeks as appropriate) afteryou gave notice, orto the Expected Return Date if sooner.

Returning late

If you wish toreturn laterthan the Expected Return Date, you should request unpaid
parental leave in accordance with section E, ‘Parental Leave’ giving us as much notice as
possible but notlessthan 21 days. Alternatively, staff who have annual leave entitlement
remaining (where applicable) may request paid annual leave in accordance with your
contract, which will be at our discretion.

If you are unable toreturnto work due to sickness orinjury, this will be treated as sickness
absence and our usual sickness policy will apply.

In any other case, late return will be treated as unauthorised absence.

Deciding not to return

If you do notintendtoreturn towork, or are unsure, itis helpful if you discuss this with us
as early as possible. If you decide not to return you should give notice of resignationin
accordance with your contract. The amount of adoption leave lefttorunwhenyou give
notice must be at least equal to your contractual notice period, otherwise we may require
youto return to work for the remainder of the notice period.

Once you have given notice that you will not be returning to work, you cannot change your
mind without ouragreement.

Thisdoes not affect yourrightto receive SAP.
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Your rights whenyou return

You are normally entitled to returnto workin the same position as you held before
commencingleave. Yourterms of employment shall be the same as they would have been
had you not been absent.

However, if you have taken any period of AALor more than four weeks'parental leave, and
itisnot reasonably practicable for usto allow you to returninto the same position, we may
give you anothersuitable and appropriate job onterms and conditions that are not less
favourable.

Requests to change your working pattern

We will deal with any requests by employees to change their working patterns (such as
working parttime) afteradoption leave on acase-by-case basis. There is no absolute right to
insist on working parttime, butyou do have a statutory right to request flexible working and
we will try to accommodate your wishes unlessthereis ajustifiable reason forrefusal,
bearingin mind the needs of our business. Itis helpful if requests are made as early as
possible. The procedurefordealingwith suchrequestsissetoutinour Flexible Working
Policy.

Shared parental leave

You may choose to end your adoption leave and take shared parental leave. See section F
for furtherdetails.
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SectionE: Parental leave

1 Introduction

1.1 The law recognises and we respect that there will be occasions when working parents wish
to take time off work to care for or spend time with their child or children.

1.2 This section of the policy reflects the statutory right of employees with at least one year's
continuous service to take up to 18 weeks' unpaid parental leave in respect of each child.

2 Entitlementto parental leave

2.1 Employeeswho fulfilthe criteriaset outin this paragraph 2.3 (below) are entitled to take up
to 18 weeks' parental leave inrelation to each child forwhom they are responsible. The
rulesonhow and when parental leave can be taken are setout in paragraph 3 to paragraph
6.

2.2 Any parental leave thatemployees take in relation to a child while working foranother
employer counts towards their 18-week entitlement. If you have taken parental leave in
relationtoa child during previous or concurrent employment, you should provide details to
your line managerand Principal.

2.3 To take a period of parental leave inrelation to a child, you must:

2.3.1 Have at leastone year's continuous employment;
2.3.2 Have or expectto have responsibility for the child; and
2.3.3 Be takingtheleave tospendtime with orotherwise care forthe child.

2.4 You have responsibility forachildif you:

2.4.1 Arethechild'sbiological motherorfather(whetherornotyou are living with the
child);

2.4.2 Arethe child'sadoptive parent; or

2.4.3 Otherwise have legal parental responsibility forthe child. Forexample, if you are the
child's guardian.

3 Timing of parental leave

3.1 You can take parental leave foreach child and adopted child up to their 18th birthday.
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3.2 You are only entitled to take fourweeks' parental leave each yearinrelationto each child. A
yearfor this purpose begins on the date when you became entitled to take parental leavein
relationtothe childin question.

33 Unlessthe leaveistobe takenin respect of a child entitled to adisability living allowance,
you can only take parental leave in blocks of aweek's leave ora multiple of aweek's leave.

4 Notification requirements

11 You must give the Principal notice of yourintention to take parental leave. It would be
helpful if you can give this notice in writing. The notice requirements are as follows:

4.1.1 Ifyou wishtotake parental leave commencingimmediately on the birth of a child,
you must give notice of thisintention atleast 21 days before the start of the
expected week of childbirth (EWC). The notice must specify the EWCand the
duration of the period of leave required.

4.1.2 Ifyou wishtotake parental leave commencingimmediately onthe adoptionofa
child, you should give notice of thisintention atleast 21 days be fore the start of the
expected week of placement (EWP). If thisis not possible, you must give as much
notice as you can. The notice must specify the EWP and the duration of the period of
leave required.

4.1.3 Inall othercircumstances, you must give notice of yourintention to take parental
leave atleast 21 days before youintend the leave to start. The notice must specify
the dates on which the period of leave isto beginand end.

4.2 If you wish to take a period of parental leave immediately aftera period of ordinary
paternity leave, itwould be helpful if you could give the Principal notice of thatintention at
least 21 days before the start of the EWC (or EWP, if applicable). If thisis not possible, you
should give as much notice as you can. If you do not give notice atleast seven days before
your period of ordinary paternity leave starts, we might notallow you to take the period of
parental leave requested. However, we shall consider each case on its merits.

5 Evidential requirements
5.1 Before you take a period of parental leave under this policy, you must provide us with
evidence of:

5.1.1 Yourresponsibility orexpected responsibility for the child;
5.1.2 Thechild's date of birth or date of adoption placement; and

5.2 For details of what evidenceis required in your particular circumstances, orif you have
difficulties obtaining the evidence, please contact Human Resources.
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Our right to postpone parental leave

Where you give notice in accordance with paragraph 4 of your intention to take parental
leave on the birth or adoption of a child, we shall not postpone that leave.

We shall not postpone parental leaveif the postponement would resultinthe leave being
taken afterthe child’s 18th birthday.

We might postpone a proposed period of parental leavefor up to six months where the
leave as planned would unduly disrupt our business. We might do so, forexample, where:

6.3.1 You wishto take parental leave duringa peak period;
6.3.2 A numberof employeeswishtotake parental leave atthe same time;
6.3.3 Your workis ofimportance toa time-critical project; or

6.3.4 Coverforyourworkcannot be found before the date on which your parental leave
isdue to start.

If we decide to postpone your parental leave, we shall:
6.4.1 Consultyouaboutthe date to which the leave might be postponed;and

6.4.2 No morethansevendays afteryou gave notice of yourintention totake the leave,
give you written notice statingthe reason for the postponementand the new
beginningand end dates of the leave which we willallow you to take.

Terms and conditions during parental leave

Parental leave underthis policy is unpaid. Your contractual provisions relating to pay and
benefits are suspended during parental leave.

However, during parental leave you are entitled to benefit from any contractual terms you
have inrelationtobeing given notice, redundancy compensation and disciplinary and
grievance procedures.

During parental leave you will remain bound by your obligation of good faith towards us, as
well as any contractual termsrelating to the giving of notice, the disclosure of confidential
information, the acceptance of gifts and benefits, and your freedomto participate in
anotherbusiness (forexample, by working forathird party).

Pensions —teaching staff

Duringany period of unpaid paternity leave, we shallnot make any employer pension
contributions and the period shall not countas pensionableservice. You do not have the
option of paying contributions during any period of unpaid paternity leave, butyou can
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purchase additional pension ontop of your normal contributionsin multiples of £250 up to a
maximum set by Teachers’ Pensions.

Pensions—support staff

LGPS membership continues to build up duringthe first 30 days of any period of unpaid
leave, including parentalleave, as long as you may the pension contributions thatyouwould
have paid had you been at work. After the first 30 days, the period will notcountas
pensionable service. You may if you wish, elect to pay contributions forthe period of your
absence. If you choose not to, you will not build up any membership for this period, and this
will affect your pension benefits.

Returning to work

You are normally entitled to return to work following parental leave to the same position
you held before commencingleave. Yourterms of employment will be the same as they
would have been had you not been absent.

However, it might not be possible forusto allow youto returnto the same job where your
period of parental leave has beenlongerthan fourweeks, orhas been combined with a
period of additional maternity, paternity oradoption leave. In such circumstances, we will
offeryou a suitable and appropriate alternative position.

We will deal with any requests by employees to change their working patterns (such as
working part-time) after parental leave on a case-by-case basis, in accordance with our
Flexible Working Policy. We willtry to accommodate your wishes unless there is ajustifiable
reason for refusal, bearingin mind the needs of our business. Itis helpful if flexible working
requests are made as early as possible.

Abuse of this policy
Where an employeetakes a period of parental leave underthis policy for purposes other

than spendingtime with or otherwise caring fortheir child, this will be dealt withas a
disciplinaryissue under our Disciplinary Procedure.
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SectionF: Shared parental leave and pay

1 Introduction

1.1 Thissection outlines the arrangements for shared parental leave and pay inrelationto the
birth or adoption of a child.

1.2 This section appliestoemployees. [t does notapply to agency workers or self-employed
contractors.

2 What is shared parental leave?

2.1 Shared parental leave (SPL) is aform of leave available to working parents following the
birth or adoption of a child.

2.2 SPL allows parents, and partnersin certain circumstances (see 3.1below), to take up to 52
weeks leave intotal onthe birth or adoption of a child. You may be able to take thisleave at
the same time or at different times. Up to 50 weeks of this leave may be designated as SPL.
Assumingyouare both eligible, you and your partnercan choose how you splitthatleave
betweenyou. You may be able to take thisleave atthe same time or at differenttimes. You
may also be able to take it in more than one block.

2.3 SPL must be takeninthe first 52 weeks of the child’s birth oradoption.

2.4 If you choose to take SPL then any period of maternity oradoption leave beingtakenin
respect of the child will end.

3 Entitlementto SPL whena childis born

3.1 You are entitledtoSPLinrelation to the birth of a child if:

3.1.1 youare the child's mother, and share the main responsibility for the care of the child
with the child'sfather (oryour partner, if the fatheris not your partner);

3.1.2 youare the child'sfatherand share the main responsibility for the care of the child
with the child's mother; or

3.1.3 youare the mother's partnerand share the mainresponsibility forthe care of the
child withthe mother(where the child's father does not share the main
responsibility with the mother).

3.2 The following conditions must also be fulfilled:

3.2.1 youmust have at least 26 weeks continuous employment with us by the end of the
Qualifying Week, and still be employed by usinthe week before the leaveisto be
taken;
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3.2.2 theotherparent must have worked (inan employed or self-employed capacity) in at
least 26 of the 66 weeks before the EWCand had average weeklyearnings of at least
£30 during 13 of those weeks; and

3.2.3 youand the other parent must give the necessary statutory notices and declarations
as summarised below, including notice to end any maternity leave, statutory
maternity pay (SMP) or maternity allowance (MA) periods.

The total amount of SPL available is 52 weeks, less the weeks spent by the child's motheron
maternity leave (orthe weeks in which the motherhasbeeninreceiptof SMP or MA if she is
not entitled to maternity leave).

If you are the motheryou cannot start SPL until after the compulsory maternity leave period,
which lasts until two weeks after birth.

If you are the child's father or the mother's partner, you should consider using yourtwo
weeks' paternity leave before taking SPL (see section C Paternity leave and pay). Once you
start SPLyou will lose any untaken paternity leave entitlement. SPLentitlementis additional
to your paternity leave entitlement.

Entitlementto SPL whena childis adopted

You may be entitled to SPLif an adoption agency has placed a child with you and/oryour
partnerfor adoptionandyouintend to share the main responsibility forthe care of the child
with your partner.

The following conditions must be fulfilled:

4.2.1 youmust have at least 26 weeks continuous employment with us by the end of the
Qualifying Week, and still be employed by usin the week before the leaveisto be
taken;

4.2.2 your partnermust have worked (inan employed orself-employed capacity)in at
least 26 of the 66 weeks before the Qualifying Week and had average weekly
earnings of at least £30 during 13 of those weeks; and

4.2.3 youand your partnermust give the necessary statutory notices and declarations as
summarised below, including notice to end adoption leave or statutory adoption pay
(SAP).

Eitheryou or your partner must qualify for statutory adoption leave and/or SAP and must
take at least two weeks of adoption leave and/or pay.

If your partneris taking adoption leave and/or claiming SAP, you may be entitled to two
weeks' paternity leave and pay (see section C Paternity leave and pay). You should consider
usingthis before taking SPL. Paternity leave is additional to any SPLentitlement you may
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have, butyou will lose any untaken paternity leave entitlement once you start a period of

SPL.

45 The total amount of SPL available is 52 weeks, less the weeks of adoption leave taken by
eitheryou or partner(orthe weeksin which yourpartnerhasbeeninreceipt of SAP if they
were notentitledtoadoptionleave).

5 Opting into shared parental leave and pay

5.1 Notlessthan eight weeks before the date youintend your SPLto start, you must give usa
written opt-in notice giving the informationin 5.2 or 5.3 as appropriate.

5.2 When a childis born:

52.1

5.2.2

523

524

5.2.5

5.2.6

5.2.7

5.2.8

5.2.9

your name and the name of the other parent;
if you are the child's mother, the startand end dates of your maternity leave;

if you are the child's fatherorthe mother's partner, the startand end dates of the
mother's maternity leave, orif she is not entitled to maternity leave, the start and
end dates of any SMP or MA period;

the total SPLavailable, whichis 52 weeks minus the number of weeks' maternity
leave, SMP or MA period taken or to be taken;

how much of that will be allocated to you and how much to the other parent. (You
can change the allocation by giving us afurther written notice, and you do not have
to use your full allocation);

if you are claiming statutory shared parental pay (ShPP), the total ShPP available,
whichis 39 weeks minus the number of weeks of the SMP or MA periodtaken or to
be taken);

how much of that will be allocated to you and how much to the otherparent. (You
can change the allocation by giving us afurther written notice, and you do not have
to use your full allocation);

an indication of the pattern of leave you are thinking of taking, including suggested
start and end datesforeach period of leave. This indication will not be binding at
this stage, but please give as much information as you can aboutyour future
intentions; and

declarations by you and the other parentthat you meetthe statutory conditions for
entitlementto SPLand ShPP.

5.3 When a childis adopted:

53.1

your name and your partner's name;
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5.3.2 ifyou are takingadoption leave, youradoption leave startand end dates;

5.3.3 ifyou are not taking adoption leave, your partner's adoption leave startand end
dates, or if your partneris not entitled to adoption leave, the start and end dates of
their SAP;

5.3.4 thetotal SPLavailable, whichis 52 weeks minus the number of weeks'adoption
leave or SAP taken or to be taken by you or your partner;

5.3.5 how many weeks of the available SPLwill be allocated to you and how many to your
partner(you can change the allocation by giving us a further written notice, and you
do not have to use your full allocation);

5.3.6 ifyou are claiming statutory shared parental pay (ShPP), the total ShPP available,
whichis 39 weeks minusthe number of weeks of SAP taken orto be taken);

5.3.7 how many weeks of the available ShPP willbe allocated to youand how many to
your partner (you can change the allocation by giving us a further written notice,
and you do not have to use your full allocation);

5.3.8 anindication of the pattern of leave you are thinking of taking, including suggested
start and end dates for each period of leave (see paragraph Oand paragraph 0 for
information on takingleave). Thisindication will not be binding at this stage, but
please give as much information as you can about your future intentions; and

5.3.9 declarations by youandyour partnerthat you both meetthe statutory conditionsto
enable you totake SPL and ShPP.

Ending your maternity or adoption leave

If you choose to take SPL then the maternity oradoption leave thatyou, your partneror the
other parentare taking will come toan end. Thisis called curtailment.

If you are still on maternity leave oradoptionleave,you must give us at least eight weeks'
written notice to end your maternity or adoption leave (acurtailment notice) before you can
take SPL. The notice must state the date your maternity or adoption leave will end. Youcan
give the notice before orafteryougive birth or your childis placed, butyou cannot end your
maternity oradoption leave until at least two weeks afterthe birth or placement.

You must also give us, at the same time as the curtailment notice, anotice tooptinto the
SPL scheme (see clause 5above) ora written declaration that the child's other parent or
your partnerhas given hisorher employeran opt-in notice and that you have giventhe
necessary declarations in that notice.

The curtailment notice is usually binding and cannot be revoked. You can only revoke a
curtailment notice if maternity oradoption leave has notyetended and one of the following
applies:
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6.4.1 ifyourealisethatneitheryounorthe otherparentare in fact eligible for SPLor
ShPP, you can revoke the curtailment notice in writing up to eight weeks afterit was
given;

6.4.2 (birthonly)ifyougave the curtailment notice before giving birth, you can revoke it
inwriting up to eight weeks afterit was given, orup to six weeks after birth,
whicheveris later; or

6.4.3 ifthe other parenthasdied.

Once you revoke a curtailment notice you cannot submit asecond curtailment notice, unless
the revocation was giveninthe in circumstancesin paragraph 6.4.2.

Ending the mother’s maternity leave or your partner’s adoption leave

When a childis born, if you are the child's father or the mother's partner, you will only be
able to take SPL once the mother has either:

7.1.1 returnedtowork;
7.1.2 givenheremployeracurtailment notice to end her maternity leave;

7.1.3 givenheremployeracurtailmentnotice toend her SMP (if she is entitled to SMP
but not maternity leave); or

7.1.4 givena curtailment notice to the benefits office toend her MA (if she is not entitled
to maternity leave or SMP).

When a childis adopted if your partneris taking adoption leave or claiming SAP from their
employer, youwillonly be able to take SPLonce your partner has either:

7.2.1 returnedtowork;

7.2.2 giventheiremployeracurtailment notice toend adoption leave; or

7.2.3 giventheiremployeracurtailment notice toend SAP (if they are entitled to SAP but
not adoptionleave).

Evidence of entitlement

You mustalso provide on request:

8.1.1 A copyof the birth certificate (orif you have not yet obtained a birth certificate, a
signed declaration of the child's date and place of birth); OR

8.1.2 Oneor more documents fromthe adoption agency showingthe agency's name and
addressandthe expected placement date; AND
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8.1.3 Thename and address of the other parent'semployer (oradeclaration that they
have no employer).

Notifying us of your SPL dates

Having optedintothe SPL system you will need to give a period of leave notice tellingusthe
start and end dates of your leave. This can be given at the same time as your opt-in notice,
oritcan begivenlater,aslongas itis givenatleasteight weeks before the start of your
leave. You mustalso state in your period of leave notice the dates on which youintend to
claim shared parental pay, if applicable.

If your period of leave notice gives dates forasingle continuous block of SPLyou will be
entitled totake the leave setoutinthe notice.

You can give up to three period of leave notices. This may enable you to take up to three
separate blocks of shared parental leave. In exceptional circumstances we may agree to
accept more than three period of leave notices.

Procedure for requesting discontinuous (split) periods of SPL

In general, aperiod of leave notice should set out a single continuous block of leave. We
may, in some cases, be willingto consideraperiod of leave notice where the SPLis splitinto
shorter periods (of at least a week) with periods of workin between. Itis bestto discuss this
with the Principal in advance of submitting any formal period of leave notices. This willgive
us more time to considerthe requestand hopefully agree a pattern of leave with you from
the start.

You must submita period of leave notice setting out the requested pattern of leave atleast
eightweeks beforethe requested start date. If we are unable to agree to your request
straight away, there will be atwo-week discussion period. Atthe end of that period, we will
confirmany agreed arrangementsin writing. If we have not reached an agreement, you will
be entitled to take the full amount of requested SPLas one continuous block, startingon the
start date giveninyour notice (forexample, if you requested three separate periods of four
weeks each, you will be entitled to one 12-week period of leave). Alternatively, you may:

10.2.1 choose a new start date (which must be at least eight weeks afteryour original
period of leave notice was given), and tell us within five days of the end of the two -
week discussion period; or

10.2.2 withdraw your period of leave notice within two days of the end of the two-week
discussion period (in which case it will not be counted and you may submita new
oneifyou choose).
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Changing the dates or cancelling your SPL

You can cancel a period of leave by notifyingusin writing at least eight weeks before the
start date in the period of leave notice.

You can change the datesfora period of leave by giving us at least eight weeks' notice
before the original start date and the new start date.

You can change the end date for a period of leave by notifying usin writing atleast eight
weeks before the original end date and the new end date.

You can change split periods of leave into asingle continuous period of leave by notifying us
inwriting at least eight weeks before the start date.

You can request thata continuous period of leave be splitinto two or more discontin uous
periods with periods of workin between. We will considerany such requestas setoutin
paragraph 10.

You do not needto give eight weeks' notice if you are changing the dates of your SPL
because your child has been born earlierthanthe EWC, where you wanted to start your SPL
a certain length of time (but not more than eight weeks) after birth. In such cases please
notify usinwriting of the change as soon as you can.

A notice to cancel or change a period of leave will countas one of your three period of leave
notices, unless:

11.7.1 thevariationisa resultofyour child beingborn or placed earlierorlaterthanthe
EWC or expected placement date;

11.7.2 thevariationisat our request; or

11.7.3 we agree otherwise.

Shared parental pay

ShPP of up to 39 weeks (less any weeks of SMP or SAP claimed by you or the other
parent/eligible partner) may be available provided you have at least 26 weeks' continuous
employment with us atthe end of the Qualifying Week and youraverage earnings are not
lessthanthe lowerearnings limitset by the government each tax year. ShPPis paid at a rate
set by the government eachyear.

Other terms during shared parental leave

Your terms and conditions of employment remainin force during SPL, except forthe terms
relatingto pay.
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If you are a member of the pension scheme, we will make employer pension contributions
duringany period of paid SPL, based on your normal salary, in accordance withthe pension
scheme rules. Any employee contributions you make will be based on the amount of any
shared parental pay you are receiving, unless youinform [the schoolbusiness
manager/another] that you wish to make up any shortfall.

Annual leave

All staff continue to accrue annual leave during SPLat the rate provided underyour contract
of employment.

Teachers
The salary calculation forteaching staff includes proportionate annualleave entitlement and
thereis no entitlementto annual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave year before and after your SPL. Usually, there will be sufficient time
within the school closure periods to accommodate the outstanding annual leave entitlement
that you have accrued duringthe SPL period. However, onthe rare occasions that there are
insufficient school closure periods to accommodate your outstanding annual leave
entitlement, you will be entitled to take any remaining leave duringtermtime ata time
mutually agreed with your line managerand Principal.

Support staff — term time only/term time plus

The salary calculation forsupport staff contracted towork termtime only or term time plus
additional working weeks, includes proportionate annual leave entitlementand there isno
entitlementtoannual leave except during school closure periods.

Your accrued annual leave entitlement will be offset by any period of school closure that
occurs inthe leave yearbefore and afteryour SPL. Usually, there will be sufficient time
within the school closure periods to accommodate the outstanding annual leave entitlement
that you have accrued duringthe SPL period. However, on the rare occasions that there are
insufficient school closure periods to accommodate your outstanding annual leave
entitlement, you will be entitled to take any remaining leave duringterm time ata time
mutually agreed with your line managerand Principal.

Support staff — full working year

Annual leave entitlement will continue to accrue at the rate provided underyour contract. If
your SPLwill continue into the next holiday year, any holiday entitlement that cannot
reasonably be taken before starting yourleave can be carried overand must be taken
immediately before returning to work unless your manager agrees otherwise. You should try
to limit carry over to one week's holiday or less. Carry-over of more than one weekis atyour
manager's discretion. Please discuss your holiday plans with your managerin good time
before starting SPL. All holiday dates are subject to approval by your manager. Our holiday
yearruns from 1 April to 31 March.
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Keepingintouch

We may make reasonable contact with you fromtime to time during your SPL although we
will keep thistoa minimum. This may include contacting you to discuss arrangements for
your returnto work.

You may ask or be asked to work (including attending training) on up to 20 "keeping-in-
touch" days (KIT days) during your SPL. Thisis in addition to any KIT days that you may have
taken during maternity leave. KIT days are not compulsory and must be discussed and
agreed with the Principal.

You will be paid at your normal basicrate of pay for time spentworking on a KIT day and this
will be inclusive of any shared parental pay entitlement. [Alternatively, you may agree with
your Principal toreceive the equivalent paid time offinlieu.]

Returning to work

If you wantto end a period of SPLearly, you must give us eight weeks' prior notice of the
return date. You should give this notice in writing. If you have already given us three period
of leave notices you will notbe able toend your SPL early without our agreement.

If you have unused SPLentitlement remainingand want to extend your SPL, you must
submita new period of leave notice at least eight weeks before the date you were due to
returnto work. If you have already given us three period of leave notices you will not be able
to extend your SPLwithout ouragreement. If you are unable to request more SPLyou may
be able to requestannual leave orordinary parental leave (seesection E), which will be
subjectto business need.

You are normally entitled to returnto workinthe positionyou held before starting SPL, and
on the same terms of employment. However, if itis not reasonably practicableforusto
allowyouto returnintothe same position, we may give you anothersuitable and
appropriate job onterms and conditions thatare not less favourable, butonlyin the
following circumstances:

16.3.1 ifyour SPLand any maternity, adoption or paternity leave you have takenadds up to
more than 26 weeksin total (whether or not taken consecutively); or

16.3.2 if you took SPL consecutively with more than four weeks of ordinary parental leave
(underourParental Leave Policy).

If you wantto change yourhours or otherworkingarrangements on return from SPLyou
should make a requestunder our Flexible Working Policy. Itis helpfulif suchrequestsare
made as early as possible.

If you decide you do not wantto returnto work you should give notice of resignationin
accordance with your contract.
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