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This pack is intended to help you understand the available family leave entitlements and to make you aware of your options.
If your baby is due on or after 5 April 2015 (on, in the case of adoption, a child is due to be placed with you on or after that date) the new shared parental leave rights will apply (these are detailed in this pack).
This pack is split into three parts:

· Part A – family leave provisions for maternity and adoption leave
· Part B – family leave provisions for shared parental leave (only applies where your baby is due on or after 5 April 2015 (or the adoption placement takes place on or after that date)
· Part C – general family leave provisions

This pack covers:

· maternity leave

· paternity leave

· adoption leave

· shared parental leave (Part B only)

· surrogacy (Part B only)

In addition to this pack you will receive a letter and associated forms, from HR Connect, with details about your individual entitlement to the relevant family leave and pay.

If you take family leave, you will receive a letter and associated forms, in addition to this pack from HR Connect, with details about your individual entitlements 

If you have any queries regarding documents sent to you, please talk to HR Connect directly. (Telephone: 03000 411 110 or email: HRConnect@kent.gov.uk)

Please ensure that you read this carefully as failure to comply with certain requirements and procedures could result in you losing certain rights.

Abbreviations
There are a number of abbreviations used throughout this pack and these are listed in detail at the end. However, as abbreviations in relation to pay are included early on, we have outlined these below.
	EWC
	Expected week of Childbirth
	SAL
	Statutory Adoption Leave

	SMP
	Statutory Maternity Pay
	SAP
	Statutory Adoption Pay

	CMP
	Contractual Maternity Pay 
	CAP
	Contractual Adoption Pay

	OML
	Ordinary Maternity Leave 
	MSL
	Maternity Support Leave

	MA
	Maternity Allowance
	AMSL
	Additional Maternity Support Leave

	SPL
	Shared Parental Leave
	ShPP
	Shared Parental Pay

	SPLIT
	Shared Parental in Touch Days
	
	


PART A 


You have statutory maternity rights, these include the right to maternity leave, maternity pay and to return to work after your baby is born. In addition to the statutory provisions we also operate a contractual maternity scheme for eligible employees.

Part-time Employees

Maternity rights apply equally to full and part-time employees regardless of how many hours worked, provided qualifying conditions are satisfied.


You should notify your line manager of your pregnancy as soon as possible so they can fulfil their duties in relation to health and safety and make any necessary arrangements to cover your maternity leave. This notification should be made no later than the end of the 15th week before the baby is due (around the 25th week of pregnancy). The notification you give must be in writing and contain the following details:
•
confirmation of your pregnancy

•
expected date of childbirth (EDC)

•
commencement of your maternity leave

You will receive a written response from HR Connect within 28 days confirming your leave dates and pay entitlement.

If you change your mind about the start date of your maternity leave notice of the revised date must be given either:

•
28 days before the date originally notified, or

•
28 days before the new date whichever is the earlier, or

•
as soon as reasonably practicable.

In order to receive your maternity entitlements you will need to provide medical evidence of your pregnancy (Form MAT B1). The MATB1 is issued by a GP or midwife around the 20th week of your pregnancy. This confirms when your baby is due and authorises maternity leave and pay. If a MATB1 is issued before this date it will be invalid for pay purposes.
If you do not provide the required notification and evidence as set out above, your maternity pay cannot be paid and will be withheld until proper notification is received. Normal pay will cease from the start of your maternity leave to avoid any overpayment.

Health and Safety

Following notification of your pregnancy, your line manager should notify the Health and Safety Team to arrange a workplace risk assessment. This is to ensure that any necessary and reasonable adjustments are made. If you have concerns regarding your Health and Safety you should raise them with your line manager in the first instance.


Maternity Leave Entitlements
You are entitled to take up to 52 weeks maternity leave (regardless of length of service.) Maternity Leave is made up of:

· 26 weeks Ordinary Maternity Leave (OML)
· 26 weeks Additional Maternity Leave (AML)

Additional maternity leave follows ordinary maternity leave with no gap between the two.
Details of the maternity payments (SMP and CMP) which you may be entitled to are set out in the next section of this pack.
Although you have an entitlement to take up to 52 weeks of maternity leave, you can choose to return to work at an earlier date (please refer to the Returning to Work section of this pack for further information). However, following the birth of your baby you will be required to take off a minimum of two weeks – this is called compulsory maternity leave.
Ante-natal Care

You are entitled to a reasonable amount of paid time off for ante-natal care which, in addition to medical examinations, may include relaxation and parent craft classes as long as these are advised by a registered medical practitioner, midwife or health visitor.

With the exception of the first appointment, you may be asked to produce an appointment card, or similar document, showing appointments.
Sick Leave

If you are absent due to illness unrelated to pregnancy, e.g. a colds or flu, normal sick pay applies up to the date your baby is born or the agreed date for finishing work, whichever is sooner.

If, however, your absence is pregnancy related and this is verified by a health professional such as your GP or Mid Wife, sick pay will be paid up to the beginning of the 4th week before your EWC. Maternity leave and pay will automatically start on the day after the first complete day of absence from work.

You are not entitled to sick pay during maternity leave.

Starting Maternity Leave

The earliest date you can start your maternity leave is the 11th week before your EWC. You may choose which day of the week you want to start maternity leave and pay.

You can choose to work beyond the 11th week before your EWC but you must confirm this in writing. If your line manager has concerns about your health, you may be asked to provide written approval from your GP or midwife to clarify whether there is a risk to your health and determine if it is in your best interests to be at work.

Premature Births 

If your baby is born early, i.e. before the date you intended to start your leave, maternity leave and pay will start automatically the day after your baby’s birth.

In order to preserve your rights to maternity leave and pay you must give written notice of your baby’s birth date as soon as is reasonably practical.

Miscarriage and Stillbirth

In the unfortunate event of miscarriage before or during the 24th week of pregnancy you will not be able to claim SMP or CMP. Normal sick pay entitlements will apply for any resulting sickness absence in accordance with normal procedures and Personal Leave may also be granted.

If your baby is born alive before or during the 24th week of pregnancy but subsequently dies, or where still birth occurs from the beginning of the 25th week of pregnancy, maternity provisions will still apply.

Dismissal or Resignation before Starting Maternity Leave

If you resign or are dismissed and your last working day falls before the 15th week before the week your baby is due, then you will not be entitled to SMP.

However, if you resign or are dismissed and your last working day falls during or after the 15th week before the week your baby is due and you qualify, you will still be entitled to SMP. This will be paid either on the date you previously notified or from the later of:

· the 11th week before the expected week of childbirth;

· the 1st complete week starting on a Sunday after your employment ends.


Statutory Maternity Pay (SMP)

SMP is payable to all eligible employees for a maximum period of 39 weeks. To qualify for SMP you must:

· have 26 weeks continuous service by the end of the 15th week before your EWC,

· notify your line manager of your pregnancy, EWC and when you wish maternity leave to start (this notification must be made at least 15 weeks before your baby is due, i.e. around the 25th week of pregnancy),

· still be employed in the 15th week before your EWC,

· have average earnings of not less than the lower earnings limit for National Insurance (NI)
· provide a MATB1 certificate.

SMP is paid for a period of 39 weeks made up of:

· 6 weeks at 90% of average weekly earnings, followed by

· 33 weeks at standard rate SMP 

Standard rate SMP is revised on an annual basis and the rate from 5 April 2015 is £139.58 per week.

The average weekly earnings are calculated on the basis of the 8 week period immediately preceding the 15th week before your EWC.
If you are currently taking advantage of any salary sacrifice scheme(s), including childcare vouchers, average weekly pay is calculated after deductions have been made i.e. the lesser amount. Childcare voucher deductions cannot be taken when you are in receipt of SMP only but you can continue to receive childcare vouchers during the whole period of maternity leave.

The earliest possible date SMP can start is 11 weeks before your EWC, the latest is the day after your baby’s birth.

You may choose when you wish SMP to start. This date can be no earlier than the beginning of the 11th week prior to your EWC. Unless the maternity pay period (MPP) is triggered by your baby’s birth or maternity related sickness absence after the beginning of the 4th week before your EWC, in which case SMP will start the following day.

Contractual Maternity Pay (CMP)

CMP provides a 12 week period of half pay in addition to SMP. To qualify for CMP you must:

· have a least 1 year’s continuous local government service at the beginning of the 11th week prior to your EWC,

· continue to be employed immediately before your maternity leave starts,

· notify your line manager of your pregnancy, EWC and when you wish maternity leave to start (this notification must be made at least 15 weeks before your baby is due, i.e. around the 25th week of pregnancy),
· provide a MATB1 certificate.
CMP is paid for a period of 39 weeks made up of:

· 6 weeks at 90% of contractual pay or SMP at the earnings related rate (90% of average weekly earnings,) whichever is the greater

· 12 weeks at half pay (if you intend to return to work) in addition to SMP entitlement - total amount not exceeding full pay,

· 21 weeks SMP entitlement at the standard rate.
If you are currently taking advantage of any salary sacrifice scheme, including childcare vouchers, average weekly pay is calculated after deductions have been made i.e. the lesser amount. When in receipt of CMP a deduction of 50% of the value of the childcare vouchers will be taken from your salary.

Important: To qualify for the 12 weeks at half pay element of CMP you must return to work for at least 3 months (this is applied as 13 weeks)  following your maternity leave. If you have not identified that it is your intention to return to work the 12 weeks payment will be at SMP rate only. If you decide not to return and have already taken receipt of the additional half pay, you must repay it.

Both SMP and CMP are subject to PAYE tax, National Insurance and Pension contributions. If you have a period of unpaid leave you may be eligible for a tax refund at the end of the tax year.

Maternity Allowance (MA)
If you are not entitled to SMP, you may be able to claim up to 26 weeks Maternity Allowance via the Benefits Agency.


Notification

If you are adopting from the UK you must discuss your leave with your line manager within 7 days of the date the adoption agency notifies you that you have been matched with a child (or if this is not possible as soon as reasonably practicable). You should let your manager know when your child is expected to be placed with you and when you want your leave to start. You can use the adoption application form as your formal notification & Matching Certificate as proof of entitlement to statutory adoption pay and leave.

If adopting from overseas you must notify your manager of the date the official notification was received and the date your child is expected to enter the UK – no later than 28 days after you receive the official notification. In addition, you must give 28 days’ notice of when you want your adoption leave to start, and within 28 days of the child’s entry into the UK.
Statutory Adoption Leave (SAL) 

You are entitled to take up to 26 weeks’ ordinary leave followed by 26 weeks’ additional leave – 52 weeks in total.
Starting Adoption Leave

Leave can start on any day of the week. For UK adoptions your leave can start from the date of your child’s placement or from a fixed date which can be up to 14 days before the expected date of placement. For overseas adoptions the date that your child enters the UK or an agreed date no later than 28 days after your child enters the UK.

Adoption Pay

If you want to take time off work because you are adopting a child, you may be entitled to:
Statutory Adoption Pay (SAP) – you may be entitled to receive SAP and this is paid at:

· 90% of your Average Weekly Earnings (AWE) for the first 6 weeks
· standard SAP rate or 90% of your AWE, whichever is less, for the remaining 33 weeks.
With effect from 5 April 2015 standard rate SAP is £139.58 per week.

In order to qualify for SAP you will need to have:

· 26 weeks’ continuous service with KCC by the week you were matched with a child
· earned at least £112 a week in the 8 weeks leading up to the date you were notified of a match with a child
· provided proof of the adoption 
Contractual Adoption Pay (CAP) - If you have at least 1 year’s local government service ending with the week in which you are notified that you:

· (Adopting in the UK) have been matched with a child for the purposes of adoption; and are still employed by KCC at the time the child is placed with you,

· (Adopting from overseas) receive ‘Official Notification’ for the purposes of adoption and are still employed by KCC at the time the child enters UK
For Contractual Adoption Pay (CAP), the following conditions apply:

· 6 weeks at 90% of contractual adoption pay (CAP) or SAP at the earnings related rate (90% of average weekly earnings) whichever is the greater;

· 12 weeks at half pay (if you intend to return to work) in addition to SAP entitlement – total amount not exceeding full pay;

· 21 remaining weeks SAP entitlement at the standard rate.

To qualify for the 12 weeks at half pay element of CAP you must return to work for at least 3 months (this is applied as 13 weeks) following adoption leave. Where there is no intention to return to work at the outset the 12 weeks payment shall be at SAP rate only. If you decide not to return and have already taken receipt of half pay it must be repaid.

Both SAP and CAP are subject to PAYE tax, National Insurance and Pensions contributions. If you have a period of unpaid leave it is possible that you will be eligible for a tax refund at the end of the tax year.

Where a couple are jointly adopting, only one partner can receive SAP and SAL. However, the other partner may be entitled to Maternity Support Leave and Pay. See KNet for details or ask your line manager or the HR Advisory Team for more details.

Adoption leave and pay are not available in circumstances where a child is not newly matched for adoption, e.g. adopting the children of a partner.


Your line manager can make contact with you (and vice versa) whilst you are on maternity, paternity or adoption leave, as long as the amount and type of contact is not unreasonable. You should talk to your manager to agree what kind of contact you will have with your team during leave. This contact is necessary to ensure discussions take place regarding return to work plans and to ensure you are kept up to date on important developments within the workplace including any job opportunities or promotions that arise.
Keeping in Touch Days

You may work up to 10 ‘keeping in touch days’ (KIT days), for which you will be paid, without affecting your statutory pay or leave. If you are in the paid part of your leave, the KIT hours will be offset against any pay you are currently receiving. This means that unless the pay for the hours you work in that week exceeds the pay you are currently receiving, there will be no change in your pay. If you are currently in the unpaid part of your leave you will receive pay for hours worked.

You are entitled to time off to attend adoption appointments in the period between being notified of a match and the child you are adopting being placed with you.

If you are a single adopter you will be entitled to paid time off to attend up to 5 adoption appointments.

In the case of joint adoptions (i.e. both you and your partner have been jointly matched to adopt the child), one of you will be the ‘primary adopter’.  The primary adopter is the person who takes adoption leave.  If you are the primary adopter you will be entitled to paid time off to attend up to 5 adoption appointments.  Your partner, as the other adopter, may be entitled to unpaid time off work to attend up to 2 adoption appointments. 

As a joint adopter, if you take paid time off to attend adoption appointment you will not be able claim Statutory Paternity Leave and Pay. 

The flow chart below summarises your entitlement to maternity leave and pay 



Notification of Birth

You should inform your line manager and Employee Services of the actual date of birth of your baby as soon as possible.

Annual Leave 

Your annual leave entitlement will accrue during your maternity leave. All or part of this may be taken before your leave starts, or before you return to work. In the latter case, contractual holiday pay will only be paid once maternity pay has ceased.

Where maternity leave spans two annual leave year periods, then the whole of the accrued leave should be transferred to the new leave year.

Pensions

You are required to pay pension contributions throughout your period of paid leave (including any Keeping in Touch (KIT) days). These will be deducted from your salary in the normal way. These contributions will be based on the amount of pay that you are actually receiving so may be less than you would normally pay. Regardless of the amount of contributions you have paid your membership of the scheme will be credited as if you were working normally on full pay.

During any period of relevant child related leave the pensionable pay figure used to work out your pension is your assumed pensionable pay. Using your assumed pensionable pay, rather than the amount of pensionable pay you actually receive means that you will continue to build up a pension as if you were working normally and receiving pay.
You will continue to pay your basic LGPS contributions on any pay that you receive while you are off. However, any period of unpaid additional maternity, paternity or adoption leave will not count for pension purposes unless you elect to pay Additional Pension Contributions (APCs) to purchase the amount of pension lost during that period of unpaid absence. If you wish to purchase the amount of lost pension and make the election to do so within 30 days of returning to work then the cost of the APC is split between you and KCC. You will pay one-third of the cost and your employer will pay the rest. You can pay these additional contributions in a one-off lump sum or through regular payments from your pay.
If you have Keep in Touch (KIT) day(s) during a period of unpaid additional maternity, paternity or adoption leave you will build up a pension for the day(s) you are paid.

Essential Car User

If you are still receiving the Essential User Allowance, payment of the lump sum will be made in full for 3 months from the start of your maternity leave then at 50% for 3 months. This is subject to you returning to work for a minimum period of 3 months. If you do not return to work, the allowance will be paid for the first 18 weeks only and any amount paid beyond that is recoverable.

Lease Car User

If you have a vehicle via the extended lease car scheme, you keep your vehicle whilst on SPL and remain liable for the full contributions. Payments will be deducted from your salary in the normal way. During unpaid maternity leave you will be invoiced. If you decide not to return to work, you will need to return your car prior to your last day of service.

Homeworking Allowance

If you are designated as a ‘Homeworker’ and qualify for an allowance, this will be paid in full for the remainder of the month in which your maternity leave begins and for a further 3 months thereafter. The following 3 months will be paid at 50% of the lump sum payment. If you decide not to return to work, your allowance will only be paid for a period of 18 weeks and any amount paid beyond that is recoverable.

Income Tax

You may be entitled to a tax refund for the financial year in which you start your maternity leave. If applicable, this will be made when your salary would normally be paid.

You must notify your line manager and HR Connect of the date you intend to return to work.
Unless KCC are otherwise notified, your return to work date will be the first working day after the end of 52 weeks leave.
After ordinary leave, you have the right to return to the same job. After additional leave you have the right to return to the same job or, if not reasonably practical, an appropriate alternative job. Exceptions may occur where there is, a redundancy or the end of a fixed term or temporary contract. In these circumstances you will be offered suitable alternative work, where available.

If you do not return by your latest date of return, you risk losing the right to return.

You should let your manager know if you are breastfeeding before you return to work as we will need to review any arrangements you might require to ensure your health and safety.

Returning to Work Early

If you decide to return to work earlier than the full leave period a minimum of 8 weeks’ notice must be given in writing.
If you return to work without giving the minimum notice your manager may postpone the return until the full 8 weeks’ notice has been given without salary (where maternity/adoption pay is exhausted), although this must not take the date beyond the end of the full leave period.
Delays in Returning to Work
Delays may occur where there has been an interruption of work (whether due to industrial action or some other reason). You should return when work resumes, or as soon as is practical.

Sickness

If you are unable to return to work due to illness, additional maternity leave is not extended but normal sickness procedures apply.

Requests to Work Flexibly
You have a statutory right to request to change your work pattern/hours (flexible working) on your return from maternity leave. You should discuss this with your line manager in the first instance and make a formal request in writing. Guidance on your right to request flexible working can be obtained from Employee Services and KCC’s Work Smart Policy can be found on KNet.
Your line manager will need to consider your request carefully and should provide you with specific business reasons if this cannot be accommodated.

Leaving KCC

If you decide not to return to work you must formally resign giving contractual notice. Your contract will terminate at the end of your contractual notice, or, at the end of your Statutory Maternity Pay Period, whichever is later. If you return to work and then decide to resign, you must give contractual notice.

Maternity Support Leave (formerly Paternity Leave) and Additional Maternity Support Leave (formerly Additional Paternity Leave).
Your partner may, subject to criteria set out in the ‘Eligibility’ section below, have entitlement to Maternity Support Leave (MSL), Additional Maternity Support Leave (AMSL) and the appropriate payments. The MSL and AMSL provisions are available if you have given birth or are adopting a baby and your partner takes leave to care for the baby or to support you.

Eligibility

Your partner must be continuously employed by KCC for at least 26 weeks prior to the 15th week before the baby is due and up until the baby is born. In the case of adoption it is at least 26 weeks ending with the week in which you are notified of being matched with a child and they must remain continuously employed until the child is placed with you and your partner. In addition, for AMSL only, your partner must also stay with KCC until the week before they wish to take AMSL.

To qualify for Statutory Paternity Pay (SPP) and Additional Statutory Paternity Pay (ASPP) as well as MSL and AMSL, your partner will need to declare that they are:

(Birth of a Baby)

•
the baby’s biological father or

•
married or civil partner to the mother or

•
living with the mother in an enduring family relationship, but are not an immediate relative and that they are responsible for the child’s upbringing

and

· taking time off work to support you or care for the child

(Adoption)
•
married or civil partner to the person adopting the child, or

•
living with the adoptive parent in an enduring family relationship, but are not an immediate relative and that they are responsible for the child’s upbringing

and

· taking time off work to support you or to care for the child.

Statutory Leave Provisions

Provided an employee meets the length of service requirement (as set out in the Eligibility section), the statutory leave provisions are as follows:

1 or 2 whole weeks Maternity Support Leave (MSL)

minimum 2 to a maximum 26 whole weeks Additional Maternity Support Leave (AMSL)*
* 
Following the introduction of Shared Parental Leave (see Part B) AMSL is no longer available if your baby is due on or after 5 April 2015

AMSL is a right which enables eligible employees whose partners are returning to work early from maternity or adoption leave to take a certain period of leave effectively in their place.

Length of MSL and AMSL
MSL can be taken for one week or two consecutive weeks within 8 weeks (56 days) after the date of birth (or placement in the case of adoption). Leave must be taken in whole weeks but can start on any day, e.g., Tuesday to Monday.

If the baby is born early your partner can take leave any time between the actual date of birth and the end of an 8 week period running from the Sunday of the week the baby was actually due.

With AMSL your partner will only be able to start their AMSL:

20 or more weeks after the child’s birth or placement; and

after you have returned to work from statutory maternity or adoption leave.

The minimum amount of AMSL that can be taken is 2 weeks and the maximum period is 26 weeks. AMSL must be taken in multiples of complete weeks and must be taken as one continuous period. The latest that AMSL can end is the date at which your additional maternity or adoption leave would have ended, i.e. the end of the 52nd week after your statutory maternity or adoption leave began.

Only one period of MSL and AMSL will be available to your partner irrespective of whether more than one child is adopted or born as the result of the same pregnancy.

Applying for MSL or AMSL

Your partner must complete the relevant Application for MSL/AMSL & Pay form, which is available from Employee Services or KNet.

Notice Requirements

Your partner must notify their line manager by the 15th week before the baby is due, or within 7 days of the date of the Adoption Agency have advised you that you been matched with a child. The MSL/AMSL Application Form can be used to provide the required notice. Your partner must also state whether 1 or 2 weeks of leave is to be taken and the chosen start date. Your partner must also subsequently confirm the actual date of birth, or date of placement in the case of adoption as soon as reasonably practicable.

Your partner can subsequently change the start date for MSL. If they want to vary the date to:

•
the date of birth or placement, your partner must give at least 28 days’ notice before the first day of week in which the baby is due or the expected date of placement.

•
a date that is a set number of days after the date of birth or placement, your partner must give at least 28 days’ notice before that set number of days taken after the first day of the week in which the baby is due or the expected date of placement

•
another set date, your partner must give at least 28 days’ notice before that date.

Each change must be notified in writing.

If it is not reasonably practicable to know what time off is required by the dates above or the birth/adoption is sooner or later than expected, this should be discussed with the line manager as soon as possible.

AMSL: Your partner must notify their line manager not less than 8 weeks before their chosen start date of AMSL of their intention to take AMSL. In addition to written notice (which should include the proposed start and end date), a written signed declaration by your partner and a written declaration by you is required. KCC may request within 28 days of receiving the leave notice certain additional documents, such as the child’s birth certificate. Where this is requested, your partner must provide this within 28 days of receiving the request.

Your partner can subsequently change dates, cancel, or withdraw AMSL, subject to certain requirements. Before AMSL starts, your partner can change their start or end date or cancel their AMSL by giving written notice 6 weeks before the new date or the date being cancelled or varied, or if this is not possible, as soon as is reasonably practicable. Similarly, if your partner wishes to return earlier than the agreed date once on AMSL, they can do so if they give at least 6 weeks’ notice.

If after giving AMSL notice, your partner no longer becomes entitled to AMSL, they must give written notice as soon as is reasonably practicable.

If your partner fails to give enough written notice, or to give any notice at all, and it is not practicable for the KCC to accommodate the change in arrangement, KCC can require them to take up to 6 weeks AMSL starting on the date they originally requested (or any previous arranged date) and ending no later than 6 weeks after any written notice to change, cancel or withdraw or until the original agreed end date, whichever is earlier. Similarly, where your partner has given written notice of withdrawal after the period of AMSL has begun and where it is not reasonably practicable for KCC to accommodate the change in arrangements, failure to give proper notice entitles KCC to postpone their return until the notice requirement has been satisfied or until the original agreed end date, whichever is earlier.

Each change must be notified in writing.

Other AMSL Rights

When your partner is on AMSL they have the same rights and duties as an employee on maternity leave, including terms and conditions during leave, contact with the employer during leave and if under notice of redundancy, the offer of any suitable and appropriate vacancies.

If your partner is returning after 26 weeks or less AMSL, their right to return is the same as for employees on ordinary maternity leave unless it is taken immediately after additional maternity / adoption leave or parental leave of more than 4 weeks. Otherwise, your partner’s right to return will be the same as for employees on additional maternity / adoption leave.

Where unfortunately a child dies or a placement ends during AMSL or after your partner has notified KCC of their intention to take AMSL, special rules apply. In such cases, unless the AMSL is due to end earlier, it will end 8 weeks following the week of the child’s death or the end of the child’s placement.

Maternity Support Pay

1. Statutory Paternity Pay and Additional Statutory Paternity Pay

During maternity support leave most employees are entitled to receive Statutory Paternity Pay (SPP). In addition, your partner may also be entitled to Additional Statutory Paternity Pay (ASPP) during the time that you would have been receiving statutory and maternity or adoption pay (SMP or SAP respectively).

The rate of SPP and ASPP is the same as the standard rate for statutory maternity pay (SMP) and from 5 April 2015 this is £139.58.

As well as satisfying the eligibility criteria above, to qualify for SPP or ASPP, your partner must meet the same earnings criteria as an employee seeking to qualify for SMP. Employees whose average weekly earnings are below the lower earnings limit for NI purposes will not qualify for SPP or ASPP. Employee Services will advise on this. In addition, for ASPP, you must have at least 2 weeks of your SMP or Statutory Adoption Pay (SAP) or maternity allowance period unexpired.

If your partner does not qualify for SPP, they may be able to get Income Support and should contact their local Job Centre Plus Office or Social Security Office.

2. Contractual Maternity Support

If your partner is eligible for the statutory provisions they will be entitled to contractual MSL on full contractual pay of up to two weeks only.

Any paid MSL granted runs concurrently with statutory provisions (e.g. 2 weeks is the maximum leave granted). Your partner’s pay will be reduced by the amount of SPP received so that full pay is not exceeded.

3. Maternity Support Leave for NJC staff (only applies on the birth of a baby)

If your partner is employed on the NJC for Local Government Service (Green Book) conditions they are entitled to MSL of 5 days with full pay if they are the child’s father, partner or nominated carer. A nominated carer is the person nominated by you to assist in the care of the child and to provide support at or around the time of birth. Your partner does not have to work for KCC for a certain amount of time to qualify for this.

If your partner qualifies for both SPP and MSL they will be entitled to one week’s leave with full pay (which will be reduced by the amount of SPP received so that full pay is not exceeded) and one week’s leave paid at the SPP rate. Line managers will have discretion to pay all or some of the days during the second week at full pay under the Personal Leave (formerly compassionate leave) arrangements.

PART B

The following information on shared parental leave (SPL) is primarily written for employees who will be the mother/adopter of a child. If you are the partner of the mother/adopter there are text boxes in this section of the document which set out the information which specifically applies to you.
Shared parental leave and shared parental pay (ShPP) offers you and your partner increased flexibility on taking time off to be with your baby/adopted child. If you are eligible (see the Eligibility section for further information) you will have more options on how you wish to share the available time off and payments.
The SPL rights apply if your baby is due on or after 5 April 2015 (or the child you are adopting is placed with you on or after 5 April 2015).

As an expectant new mother or adopter, unless you specifically request to end your maternity/adoption leave, you will continue to receive the normal maternity/adoption provisions (as set out in Part A of this pack). In order for SPL arrangements to apply you will need to:

a) have already returned to work from your maternity/adoption leave (and have not taken all 52 weeks of your leave)
or

b) give notice of your intention to reduce your maternity/adoption leave period and confirm when it will come to an end.

Part-time Employees

SPL and ShPP rights apply equally to full and part-time employees regardless of how many hours are worked, provided the qualifying conditions are satisfied (please refer to the Eligibility section).


There are some key terms that are used in relation to Shared Parental Leave and these include:

· Continuous leave

This is a period of leave that is taken in an unbroken block, i.e. taking 6 months off following the birth of your baby/placement of your child. If you make a request for a period of continuous SPL it must be granted by your line manager (providing you have given the appropriate notice and the required information – please see the Notification and Evidence section for further details).
· Discontinuous leave

This is where the SPL you request is not being taken as an unbroken block. Instead you are requesting SPL over a period of time with breaks between the periods of leave. By requesting discontinuous leave it means that you will return to work between periods of SPL. For example, you may wish to have six months off in total but you don’t want this as a continuous block of leave. Instead, you may wish to take off 2 months of SPL and then return to work for 3 months before taking off another 4 months of SPL.
If you make a request for discontinuous leave, your line manager will take into account the needs of the business when considering your request. If your line manager believes that your request does not fit with the needs of the business, they do not have to give agreement to it (see the Notification and Evidence section for further information).
· Notice of entitlement

In order to take SPL you will need to submit a notice of entitlement to your line manager. In the notice you will need to provide information about when your maternity leave commences and when you want it to end. When you give notice to end your maternity leave this is binding. However, there are a few circumstances where it is possible to withdraw your notice to end your maternity/adoption leave (these are set out on page 31).

As part of the notice of entitlement, you will also need to confirm that you and your partner are entitled to SPL and give an indication of the SPL you wish to take. The notice of entitlement must be submitted at least 8 weeks before you wish to commence SPL (the Notification and Evidence section sets out the information that you must include in the notice).

· Notifications

Notifications are the requests that you make to book SPL. On the notification you can request either a continuous block of SPL or discontinuous leave. You can submit up to 3 notifications for separate blocks of SPL (either continuous or discontinuous). For example you may initially just want to take off 3 months and this is what you set out in your original SPL notification, but having returned to work you then decide that you would like to take a further period of SPL. You will then be able to submit a second notification requesting a further period of SPL. If you still have some SPL remaining you will have the option of submitting a further notification to request a period of leave.


If you are the mother of the baby (or you are the adopter) you will qualify for SPL if you:
· have a partner

· are entitled to either maternity/adoption leave or to SMP/SAP or Maternity Allowance

· have ended, or given notice to reduce, your maternity/adoption leave, or your SMP/SAP/Maternity Allowance

If you are intending to take SPL you must:

· share the primary responsibility for the child with the other parent at the time of the birth or placement for adoption

· have properly notified your line manager of your entitlement to SPL and have provided the necessary declarations and evidence.

Continuity of Employment Test

Unlike maternity leave which is a ‘day one right’, i.e. you can take maternity leave no matter how long you have worked for KCC, in order to be able to take SPL you will need to meet the continuity of employment test. This means that you must:
· be continuously employed by KCC for 26 weeks up to and including the 15th week before the week in which your baby is due to be born
· still be employed by KCC in the week before any shared parental leave is due to start.
If you meet the continuity of employment test you will be able to use SPL in order to take your leave in separate blocks even if you partner is not eligible to share the leave with you.
If you are adopting you will meet the continuity of employment test if:

· you have been continuously employed by KCC for 26 weeks in the week in which you are notified of having been matched with a child for adoption and are still employed by KCC before any SPL is due to start
· you are still employed by KCC in the week before any SPL is due to start.



To qualify for ShPP you must meet the qualifying requirements for SPL and have a partner who meets the ‘employment and earnings test’. You will also need to have average earnings of not less than the lower earnings limit for National Insurance (NI)*.
* The lower earnings limit from 5 April 2015 is £112 per week.

If you have an entitlement to SMP/SAP (i.e. you meet the ‘continuity of employment test’ and have average earnings of not less than the lower earnings limit for NI) you will qualify for ShPP. In order to receive ShPP you need to give notice to your line manager that you will be reducing your SMP/SAP entitlement. If you give this notice before you have received SMP/SAP for 39 weeks, any remaining weeks can then be used as ShPP. For example if you reduce your SMP/SAP entitlement after 26 weeks this would mean that you would have 13 weeks of ShPP available. You and your partner (providing they meet the ‘employment and earnings test’) will be able to look at how you wish to use the available ShPP.

It is your responsibility to check that you are eligible for SPL and/or ShPP and you will need to provide KCC with a written declaration confirming you are eligible. You will also need to provide a declaration from your partner that they meet the ‘employment and earnings test’ (see below) and they consent to you taking shared parental leave and/or pay.

All of the requirements regarding notifying your line manager of pregnancy (as set out in Part A of this document – pages 8-9) still apply. However, if you wish to use SPL there are specific notifications that you will need to give.

Notice of Entitlement
If you wish to take SPL (and you meet the required eligibility criteria) you will need to provide your line manager with a written notice of your entitlement to SPL. You will need to submit the notice of entitlement at least 8 weeks before you intend to take a period of SPL. In the notice you must give the following information:
· your name
· your partner’s name

· the start and end date of any statutory maternity or adoption leave the total amount of SPL that you and your partner are eligible to take
· the child’s expected week of birth (or the actual date of birth if the baby has already been born) or date of placement

· how much SPL you and your partner intend to take

· an indication of when you intend to take SPL 
· a signed declaration that:

· you will be sharing responsibility for the care of the child
· you have given notice to end your maternity entitlement 
· you meet the ‘continuity of employment’ test

· the information you have provided is accurate

· if you cease to be eligible for SPL you will immediately inform your line manager
You will also need to provide a signed declaration regarding your partner which states:
· their name, address and National Insurance number

· that they are the father of the child or they are your partner
· they meet the criteria for the ‘employment and earnings’ test
· that at the time of the birth or placement they share the responsibility for the care of the child with you
· they consent to you taking SPL and to you sharing with your line manager (so the information can be processed) the details contained in the notice of entitlement declarations

Evidence of entitlement

Evidence of Entitlement

Following receipt of your notice of entitlement, your line manager can, within 14 calendar days, request for you to provide a copy of your child’s birth certificate (if one is available).
Your line manager may also request the contact details of your partner’s employer. If your line manager requests these details you must provide them within 14 calendar days.
Notification for booking SPL

If you are looking to take SPL you should discuss this with your line manager at the earliest opportunity. This will provide an opportunity to talk through the time off that you will be looking to take and will allow your manager the opportunity to have a longer period of time to consider options on how your work can be covered whilst you are on SPL – this may be particularly helpful if you likely to be requesting discontinuous leave.
When you want to book SPL you must submit a written notification to your line manager. The notification must be submitted at least 8 weeks before the date you wish the SPL to begin. The notification needs to set out clearly the leave that you wish to take. The SPL you request on the notification can be for either a continuous block or discontinuous block of leave. As identified earlier in Part B of this document, a request for a continuous block of SPL will always be granted. However when considering requests for discontinuous leave your line manager will need to take into account the needs of the business.

Discontinuous leave requests
If your line manager is, for reasons relating to the needs of the business, unable to agree to your request for discontinuous leave they will arrange to meet with you to discuss this further. As part of the discussion, your line manager may, if the needs of the business allow, be able to look at alternative arrangements. Alternatively, your line manager may discuss with you about amending your SPL to become a continuous block.
If you are unable to agree an alternative SPL arrangement with your line manager you will have the following options:

· you can choose to withdraw your request for SPL (this withdrawal will not count as one of your three booking notifications) – in this event you will be able to take maternity leave as normal (see Part A of this document)
· you can submit a new revised request for SPL
If within 15 calendar days of your original notification you have not withdrawn your SPL request, the request will default to being considered to be a continuous block of SPL. The continuous block of SPL will commence on the date identified in your original notification.
Providing you make the request within 19 calendar days of your original notification you can choose to commence your continuous block of SPL from a different date (but it cannot start sooner than 8 weeks from the date of the original notification was given).
Varying or cancelling a request for SPL

If you have booked SPL via a notification to your line manager, it is possible for this to be either cancelled or for you to request a different SPL arrangement. In either case you will need to submit a variation notification to your manager (your partner will also need to do this with their manager). You will need to give at least 8 weeks’ notice of the variation and the notification will need to set out:
· details of the arrangement that you and your partner had originally intended to take

· that you wish to change the leave arrangement

· details of the new SPL arrangement that you and your partner wish to take.

Both you and your partner must sign the variation notification to confirm you agree to what is being requested.

Withdrawing notice to end a period of maternity/adoption leave

If you decide that you do not want to end your period of maternity/adoption leave you will be able to do this only if you have not returned to work; the identified maternity leave end date has not passed and one of the circumstances below apply:
· where, within the 8 weeks following your notice, you or your partner discover that neither of you has any entitlement to SPP or ShPP.
· in the unfortunate event of the death of your partner

· if the notice was given before the birth, and you with withdraw your notice to end your maternity leave in the 6 weeks following the birth.


You are entitled to take up to 52 weeks maternity leave. In order to take SPL you need to either return to work or give notice of your intention to end your maternity early. The amount of remaining maternity leave can then be used as SPL by you and your partner. In view of the compulsory maternity leave requirements (i.e. the first 2 weeks following the birth of the baby) the maximum amount of SPL available is 50 weeks.
SPL can:

· start on any day of the week
· only be taken in complete weeks

· end at a date chosen by you to allow you to return to work; you can then at a later date take further periods of SPL (you can submit up to 3 notifications to book periods of SPL)

· be taken by you and your partner between your baby’s birth and their first birthday (or within a year for adoption)
· be taken by your partner whilst you are still on maternity/adoption leave providing that you have given notice that you will be ending your maternity/adoption leave early.
Premature births

If your baby is born before their expected due date and you had booked to take SPL within the first 8 weeks of the due date, you may take the same period of time off after actual birth without having to provide 8 weeks’ notice. You will need to submit a notification to vary your leave as soon as you can.  Unlike most other variation notifications, this will not count as one your of 3 notifications of booking SPL.

If you have booked SPL after the first 8 weeks of the due date, you will need to give 8 weeks’ notice in order to vary the date of your SPL.

If your baby is born more than 8 weeks before their due date and you have not submitted a notice of entitlement and/or a notification to book SPL, there is will be no requirement for you to give 8 weeks’ notice before your period of SPL can start. The notification to book SPL should be made as soon as you can after the actual birth.

Miscarriage, stillbirth or death of the child during their first year

In the unfortunate event of the death of the child before you have been able to submit a notice of entitlement, you will not be able to opt into SPL. You will remain entitled to maternity leave and your partner may still qualify for statutory paternity leave.

If you had already opted into SPL and have booked leave, you will still be entitled to take the leave. However, it won’t be possible for you to submit any further notifications to book SPL and only one variation notification can be given to reduce a period of leave or rearrange a discontinuous arrangement into a single continuous block of leave.
If you are taking a period of SPL you can cancel this and return to work by giving 8 weeks’ notice to your line manager of your return to work.

Partner no longer caring for the child
If your partner will no longer be responsible for providing care to your child and, consequently, loses their right to SPL, you will still be eligible to take your SPL entitlement. If your partner had any SPL entitlement outstanding this can only be transferred to you if they give a signed agreement confirming a variation of leave entitlement.


Death of a partner during the child’s first year
In the unfortunate event that either you or your partner die whilst the other is on SPL or entitled to take this leave, you will continue to be eligible for SPL. Any SPL that was due to be taken by your partner may be transferred to you.

If it is necessary for you to take a further period of SPL or to vary a pre-agreed period of leave you should give as much notice as possible if you are not able to give the normal notice (8 weeks). Even if you have already submitted to notifications to book SPL, you will be able to submit a further notification.

Statutory ShPP is paid at the same flat rate as SMP (£139.58 per week as of 5 April 2015). The qualifying criteria for ShPP is set out on page 28. In addition to statutory ShPP you may also qualify for contractual ShPP.
Contractual ShPP
To qualify for contractual ShPP you must:

· have a least 1 year’s continuous local government service at the beginning of the 11th week prior to the EWC,

· continue to be employed immediately before your SPL leave starts,

· have already followed the process for notifying your line manager of your pregnancy (please see pages 8-9 for further information)


Contractual ShPP is made up of:

· 6 weeks at 90% of Average Weekly Earnings (this will be paid during weeks 1 to 6 of the leave period)
· 12 weeks at half pay (if you intend to return to work) in addition to ShPP - total amount not exceeding full pay (this will be paid during weeks 7 to 18 of the leave period)
Contractual ShPP, as with CMP, is linked to specified periods of SPL (i.e. weeks 7 to 18 for contractual half pay) if you are off during these periods, and meet the necessary criteria, you will receive the appropriate payments. However, if you return to work early and you have a partner who is a KCC employee, and who meets the required criteria, they will be entitled to the contractual ShPP if they are off during the specified periods.
If both you and your partner are KCC employees and you choose to take SPL at the same time, the entitlement to 12 weeks of contractual half pay will be shared equally between the two of you, i.e. you both receive the appropriate payment for 6 weeks.
If you are currently taking advantage of any salary sacrifice scheme, including childcare vouchers, average weekly pay is calculated after deductions have been made i.e. the lesser amount. When in receipt of contractual ShPP a deduction of 50% of the value of the childcare vouchers will be taken from your salary.

Important: To qualify for the 12 weeks at half pay element of contractual ShPP you must return to work for at least 3 months (this is applied as 13 weeks)  following your maternity leave/SPL. If you have not identified that it is your intention to return to work the 12 weeks payment will be at SMP/ShPP rate only. If you decide not to return and have already taken receipt of the additional half pay, you must repay it.

The average weekly earnings are calculated on the basis of the 8 week period immediately preceding the 15th week before your EWC.

Both ShPP and contractual ShPP are subject to PAYE tax, National Insurance and Pension contributions. If you have a period of unpaid leave you may be eligible for a tax refund at the end of the tax year.


Maternity Allowance (MA)
If you are not entitled to ShPP, you may be able to claim up to 26 weeks Maternity Allowance via the Benefits Agency.


The SPL and ShPP arrangements (including eligibility to SPL and ShPP) set out in this pack apply to you and your partner if you are adopting a child.
Unless you complete the required notifications to end your adoption leave in order to take SPL (see the Notifications and Evidence section), you will remain on adoption leave and will receive the appropriate SAP payments. Details of your entitlement to SAL, SAP and contractual SAP are set out in Part A of this pack.
Notification

If you are adopting from the UK you must discuss your leave with your line manager within 7 days of the date the adoption agency notifies you that you have been matched with a child (or if this is not possible as soon as reasonably practicable). You should let your manager know when your child is expected to be placed with you and when you want your leave to start. You can use the adoption application form as your formal notification & Matching Certificate as proof of entitlement to statutory adoption pay and leave.

If adopting from overseas you must notify your manager of the date the official notification was received and the date your child is expected to enter the UK – no later than 28 days after you receive the official notification. In addition, you must give 28 days’ notice of when you want your adoption leave to start, and within 28 days of the child’s entry into the UK.

The SPL arrangement set out in this pack will be available to you and your partner if you are intended surrogate parents and where, via a Parental Order under the Human Fertilisation and Embryology Act 2008, you obtain legal parenthood and parental responsibility for the child.

Your line manager can make contact with you (and vice versa) whilst you are on SPL, as long as the amount and type of contact is not unreasonable. You should talk to your manager to agree what kind of contact you will have with your team during leave. This contact is necessary to ensure discussions take place regarding return to work plans and to ensure you are kept up to date on important developments within the workplace including any job opportunities or promotions that arise.


You may work up to 20 SPLIT days, for which you will be paid, without affecting your statutory pay or leave. SPLIT days can be used in situations where you and your line manager feel it would be beneficial for you to attend a work-related activity, e.g. a training session or a team meeting etc.
If you are in the paid part of your leave, the SPLIT days will be offset against any pay you are currently receiving. This means that unless the pay for the hours you work in that week exceeds the pay you are currently receiving, there will be no change in your pay. If you are currently in the unpaid part of your leave you will receive your contractual pay for hours worked.

Annual Leave 

Your annual leave entitlement will accrue during SPL. All or part of this may be taken before your leave starts, or before you return to work. In the latter case, contractual holiday pay will only be paid once ShPP has ceased.

Where SPL spans two annual leave year periods, then the whole of the accrued leave should be transferred to the new leave year.

Pensions

You are required to pay pension contributions throughout your period of paid leave (including any SPLIT days). These will be deducted from your salary in the normal way. These contributions will be based on the amount of pay that you are actually receiving so may be less than you would normally pay. Regardless of the amount of contributions you have paid your membership of the scheme will be credited as if you were working normally on full pay.

During any period of relevant child related leave the pensionable pay figure used to work out your pension is your assumed pensionable pay. Using your assumed pensionable pay, rather than the amount of pensionable pay you actually receive means that you will continue to build up a pension as if you were working normally and receiving pay.
You will continue to pay your basic LGPS contributions on any pay that you receive while you are off. However, any period of unpaid SPL will not count for pension purposes unless you elect to pay Additional Pension Contributions (APC) to purchase the amount of pension lost during that period of unpaid absence. If you wish to purchase the amount of lost pension and make the election to do so within 30 days of returning to work then the cost of the APC is split between you and KCC. You will pay one-third of the cost and your employer will pay the rest. You can pay these additional contributions in a one-off lump sum or through regular payments from your pay.
If you have SPLIT days during a period of unpaid SPL you will build up a pension for the day(s) you are paid.
Essential Car User
If you are still receiving the Essential User Allowance, payment of the lump sum will be made in full for 3 months from the start of your maternity leave/SPL then at 50% for 3 months. This is subject to you returning to work for a minimum period of 3 months. If you do not return to work, the allowance will be paid for the first 18 weeks only and any amount paid beyond that is recoverable.

Lease Car User

If you have a vehicle via the extended lease car scheme, you will keep your vehicle whilst on SPL and remain liable for the full contributions. Payments will be deducted from your salary in the normal way. During unpaid maternity leave you will be invoiced. If you decide not to return to work, you will need to return your car prior to your last day of service.

Income Tax

You may be entitled to a tax refund for the financial year in which you start your maternity leave/SPL. If applicable, this will be made when your salary would normally be paid.


You must notify your line manager and HR Connect of the date you intend to return to work.

If you are returning to work after a period of leave of 26 weeks or less you have the right to return to the same job. If you return to work after 26 weeks of leave you have the right to return to the same job or, if not reasonably practical, an appropriate alternative job.

If you do not return by your latest date of return, you risk losing the right to return.

You should let your manager know if you are breastfeeding before you return to work as we will need to review any arrangements you might require to ensure your health and safety.

Sickness

If you are unable to return to work due to illness, the SPL period is not extended but normal sickness procedures apply.

Requests to Work Flexibly

You have a statutory right to request to change your work pattern/hours (flexible working) on your return from SPL. You should discuss this with your line manager in the first instance and make a formal request in writing. Guidance on your right to request flexible working can be obtained from Employee Services and KCC’s Work Smart Policy can be found on KNet.
Your line manager will need to consider your request carefully and should provide you with specific business reasons if this cannot be accommodated.

Leaving KCC

If you decide not to return to work you must formally resign giving contractual notice. Your contract will terminate at the end of your contractual notice, or, at the end of your ShPP period, whichever is later. If you return to work and then decide to resign, you must give contractual notice.
PART C
Parental Leave

Parental leave is available to employees who have completed one year’s service with KCC and have or expect to have parental responsibility for a child. The leave gives parents the right to time off to look after a child or make arrangements for the child’s welfare. The leave is unpaid.
From 5 April 2015, each parent can take a total of 18 weeks unpaid leave per child including multiple births for both parents up until the child reaches age 18. The entitlement is pro rata for part time employees.

You need to apply for parental leave with at least 21 days’ notice. You may take a maximum of 4 weeks in any year and a minimum of one week must be taken per request. The application form for MSL/AMSL & Pay is available on KNet.
Emergency Dependant Care Leave

You have a statutory right to take a reasonable period of time off work to deal with a family emergency involving a dependant who relies on you for assistance. You also have the right not to be unreasonably refused time off, dismissed or victimised for doing so.

There is no qualifying period and the leave is unpaid. You should be allowed a ‘reasonable’ period of unpaid leave to cope with unexpected domestic crises; there is no limit to the amount of leave, as a guide it should be sufficient to help you to deal with the unexpected or sudden problem, and make any necessary longer term arrangements.

Circumstances for which leave may be granted are:

· if a dependant suddenly falls ill, is injured or assaulted, or gives birth,

· the death of a dependant or someone close to you,

· if a child is involved in a serious incident at school or during school hours,

· a sudden breakdown in care arrangements for a dependant,

· dealing with a crisis relating to a family member requiring immediate attendance, e.g. to make longer term care arrangements for a dependant who is ill or injured.
Personal Leave / Carers’ Leave
Personal Leave is a discretionary benefit that, with agreement from your line manager, may be used to deal with urgent domestic issues. If you are a carer, you may be able to request up to 5 days personal leave for caring responsibilities. More details about Personal Leave and Carers’ Leave can be found on KNet.
Time Out

If you decide to take a break following maternity, paternity or adoption leave, and meet the criteria, there are a number of different options available to you. Further information on the options is set out in the Work Smart Policy. A break under the Time Out scheme will begin on the day after your entitlement to maternity, paternity or adoption leave has ended. If you have received the additional 12 weeks at half pay, you will need to complete three months service after your agreed return date. If you do not return to work on this date, you will have to repay this amount. Employee Services will manage this process.

If you are granted unpaid leave under the Time Out scheme the period will not count for pension purposes unless you elect to pay Additional Pension Contributions (APCs) to purchase the amount of pension lost during that period of absence.
If you wish to purchase the amount of lost pension and you make the election to do so within 30 days of returning to work then the cost of the APC is split between you and KCC (you pay one third of the cost and KCC will pay the rest). You can pay these additional contributions in a one-off lump sum or through regular payments from your salary. The maximum period of absence you can elect to buy back is 3 years.
You may wish to discuss the implications of the unpaid leave with the Pension Section before starting your break.
Childcare vouchers
The scheme is run in partnership with Fideliti. Full details of the scheme and how to apply can be found via kentrewards@kent.gov.uk under the benefits tab and on KNet. Applications should be submitted before the 25th of the month to request receiving childcare vouchers in the following month. Childcare vouchers are issued around the 25th of each calendar month. Staff must be in receipt of a full month’s salary to join the scheme.

Childcare vouchers can be used to pay for registered childcare for children between 0 and 16 years old. The vouchers are tax free and exempt from National Insurance Contributions. An employee will have an earnings assessment when registering and will be restricted to the amount they are eligible to receive in vouchers, dependant on the tax bracket they are in. The maximum amounts are:
· Basic rate tax payer - £243 per month

· Higher rate tax payer - £124 per month

· Additional rate tax payer - £110 per month

For further information contact:

KCC Reward Team 03000 413 919 or childcarevouchers@kent.gov.uk
Fideliti Freephone 0800 288 8727, enquiries@fideliti.co.uk or www.fideliti.co.uk

Once you become pregnant you become entitled to a number of NHS services free of charge. You may also be entitled to receive additional state benefits whilst you are pregnant and after the birth.

Contact your local Department for Work and Pensions office and they will explain the benefits and how you can claim them.

The Department for Business Innovation and Skills (BIS) 
Provides details covering employment protection and related equal opportunities legislation and your rights and notification requirements relating to maternity and paternity leave and pay: https://www.gov.uk/government/organisations/department-for-business-innovation-skills
Go to www.gov.uk
You can also contact: 
· any Inland Revenue Office

· any Arbitration And Conciliation Advisory Service (ACAS) office (see www.acas.org.uk  for details)
· https://www.gov.uk/browse/working 
Information on all aspects of employment legislation is also usually available from the Citizens Advice Bureau, low pay units, trade unions and other bodies.

Any Arbitration and Conciliation Advisory Service (ACAS) office (see www.acas.org.uk for details)

Maternity Action advice line – 020 7253 2288

www.maternityaction.org.uk – provides information and advice on all aspects of maternity and parental rights.

Ofsted early years

www.ofsted.gov.uk or telephone 08456 404045

Tax Credits

HM Revenue and Customs

www.hmrc.gov.uk  or Tel:0845 302 1444

Benefits

Department of Work & Pensions

www.dwp.gov.uk  or Tel: 0845 302 1444

Fideliti
For details of the childcare voucher scheme contact Freephone 0800 2888727, email enquiries@fideliti.co.uk or www.fideliti.co.uk 
Single Parent Family Organisations

Gingerbread

520 Highgate Studios
53-79 Highgate Road
London

NW5 1TL
www.gingerbread.org.uk  or Tel:0808 802 0925
Gingerbread, formed from the merger of the National Council for One Parent Families and Gingerbread, is a self help organisation that offers information, assistance and friendship as well as practical assistance for single parents. You can obtain details of local branches via the head office.
KCC 

Kent Children and Families Information Service.
Are open Monday to Friday [9am to 5pm] with an out of hours answering service. Call one of our advisors on freephone 08000 32 32 30 (calls made from a mobile may incur network charges).
Email us at kentcfis@kent.gov.uk or view our website www.kent.gov.uk/cfis 
CFIS also have a team of specialist advisors who attend groups and events around the County, including those held at children's centres and school transition information sessions who can give one-to-one advice and support on a range of issues. This can be anything from deciding what type of childcare is right for you to information about how to get help paying for it.

KCC Policies

For more supporting information on the following, please visit KNet
· Adoption Leave

· Paternity Leave

· Flexible Working

· Maternity Support Guidance
Alternative Formats 
This document is available in other formats. Call 03000 416 409 or email Employment Policy Team for further details. 

Connect2Kent interpreting and translations services can help us explain services to people if their first language is not English. Call on 0845 365 1645 an English-speaking operator will take details of your requirements and arrange a translation or interpreting service. You may need an English-speaking friend or a family member to help you with this. 


	Before the Birth



	Confirmation of Pregnancy
	Notify your line manager and Employee Services

	

	Salary Scarifice Schemes
	Notify your line manager and Employee Services if you participate in a salary sacrifice scheme


	

	26 weeks into pregnancy
	Obtain your MATB1 (Certificate of Confinement) from your GP or mid-wife and forward to Employee Services

	

	29 weeks into pregnancy (11 weeks before EWC)
	If continuing to work past this date you will need to provide written confirmation. Depending on the perceived risk to your health you may also be required to provide written approval from your GP or Mid-Wife.

	

	4 weeks before EWC
	If you are sick as a result of pregnancy, your maternity leave will automatically start.


	

	4 weeks before EWC
	You must have provided proper notification of the date you intend to start maternity leave, the EDC and your intention to return to work (or not).

	

	Complete and return all forms to Employee Services


	After the Birth



	As soon as possible
	Notify your line manager and Employee Services of your baby’s birth date.


	

	2 weeks after the birth
	Your earliest possible return date


	

	By the end of the 26th week of maternity leave
	Those on ordinary maternity leave should now return to work.


	

	If different from the return date previously notified by you/HR 28 days prior to return.


	You should have provided written confirmation of a return to work date.
	

	By the end of the 52nd week of maternity leave


	Those on additional maternity leave should now return to work
	



	Childbirth
	Childbirth means the live birth of a child, or still birth after pregnancy lasting 24 weeks


	Expected Week of Childbirth (EWC)
	The week beginning at midnight between Saturday and Sunday in which it is expected that your baby will be born


	Week of Childbirth
	The week beginning at midnight between Saturday and Sunday in which your baby is actually born


	Maternity Pay Period (MPP)


	39 week period during which SMP/CMP are payable

	Maternity Allowance (MA)
	Women who do not qualify for SMP but have recently been employed or self employed may get this



	MAT B1
	Certificate issued by your doctor or midwife around 20 weeks before EWC as proof of pregnancy



	Qualifying Week
	The week that is the 15th week before your EWC



	SC7

	This is the form that you give to your employer, to apply for ASPP if are the parent of a child


	SC8

	This is the form that you give to your employer  to apply for ASPP when adopting a child from the UK



	SC9

	This is the form that you give to your employer  to apply for ASPP when adopting a child from abroad
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Adoption Pay





Contact during Maternity/Adoption Leave





Time Off To Attend Adoption Appointments





26 weeks’ continuous service with KCC by the end of 15th week before EWC and one year’s continuous Local Government service by the end of 11th week before EWC?





52 weeks leave


No entitlement to CMP� or SMP but may be entitled to Maternity Allowance








52 weeks leave


First 6 weeks at 90% pay (or MA if eligible�) 


Next 12 weeks half pay (CMP) plus MA if eligible (total not exceeding full pay)


Next 21 weeks MA if eligible





YES





NO





One year’s continuous local government service by the end of 11th week before EWC?





52 weeks leave


First 6 weeks at SMP equal to 90% of average weekly earnings


Next 33 weeks at standard rate of SMP








NO





YES





26 weeks’ continuous service with KCC by the end of 15th week before EWC?


 





52 weeks leave


First 6 weeks at 90% pay (or SMP at the earnings related rate whichever is the greatest)


Next 12 weeks half pay (CMP) plus standard rate SMP (total not exceeding full pay)


Next 21 weeks standard rate SMP








NO





YES





During Maternity/Adoption Leave





Returning to Work





Other Leave Entitlements for Parents





Shared Parental Leave





If you are the partner of the mother/adopter, the statutory Paternity Leave provisions, i.e. up to two weeks of Paternity Leave with Statutory Paternity Pay, will also continue to be available for you to use. However, the introduction of SPL and ShPP means that Additional Maternity Support Leave and Additional Statutory Paternity Pay will no longer be available if your baby is due on or after 5 April 2015.








Shared Parental Leave – Terminology





If you are the partner of the mother/adopter you will also need to complete a notice of entitlement and give this to your line manager. The notice will need to include details of your partner’s maternity leave, i.e. the start and end date.





If you are the partner of the mother/adopter you will also need to complete a notification and give this to your line manager when you wish to take SPL. As set out above, you will also have the ability to submit up to 3 notifications to request SPL.





Eligibility for Shared Parental Leave





If you are the partner of the mother or adopter, in order for you and your partner to qualify for SPL you will need to meet the ‘employment and earnings test’. This means that you must:





have been an employed or self-employed earner in Great Britain for a total 26 weeks (not necessarily continuously) in the period of 66 weeks leading up to the week in which the child is due (or matched for adoption)


have earned an average of £30 a week in 13 of those weeks (not necessarily continuously).





If both you and your partner meet the qualifying criteria set out above you will have a joint entitlement to SPL. If you wish to take SPL, you and your partner will be able to decide how you wish to divide the available leave.





There may be circumstances where your partner will not qualify for SPL (for example she is self-employed). However, if you meet the employment and earnings test you may still qualify for SPL and ShPP.








Eligibility for Shared Parental Pay





Notification and Evidence 





If you are the partner of the mother/adopter, in the written notice of entitlement you must include the following:





your name


your partner’s name (the mother/adopter)


the start and end date of your partner’s statutory maternity or adoption leave


the total amount of SPL that is available to take


the child’s expected week of birth (or the actual date of birth if the baby has already been born) or the date of placement


how much SPL you and your partner intend to take


an indication of when you intend to take SPL





You must also provide a signed declaration that:





you have been working for KCC for 26 weeks by the end of the 15th week before the baby’s due date


you will have the main caring responsibility for the baby (along with your partner (the mother/adopter)) and will inform your line manager immediately if this changes


you are the father of the child or the spouse, civil partner or partner of the mother


you will inform your line manager if your partner chooses to withdraw her notice to end her maternity/adoption leave


the information provided is accurate


you will immediately inform your line manager if you ceases to be eligible for SPL





In addition to this, you must also provide a declaration signed by your partner (the mother) which states:





her name, address and National Insurance number


she has worked for 26 weeks out of 66 weeks up to the expected due date and has earned during 13 of those weeks an average of a specified amount (determined by annually by Government)


she is entitled to statutory maternity/adoption leave, SMP/SAP or maternity allowance


she will have the main caring responsibility for the baby (along with you)


she has ended her statutory maternity/adoption leave and SMP/SAP by returning to work or by giving notice of ending her leave


she will inform you immediately if she chooses to withdraw her notice to end her maternity/adoption leave and pay


she consents to your manager receiving the declaration in order to process the information it contains








If you are the partner of the mother/adopter, you should, at your earliest opportunity, discuss with your line manager your intention to take SPL. The notification you provide for booking a period of SPL needs to be given at least 8 weeks before you wish the period of SPL to begin.








Shared Parental Leave Entitlements





If you are the partner of the mother/adopter and have already booked SPL, but then, due to a change in circumstances, you will no longer be responsible for caring for the child, your entitlement to SPL will immediately end and you must tell your line manager.





If you have SPL arranged within 8 weeks of your entitlement ending, your line manager may still require you to take it as SPL (this will mainly arise if temporary cover has already been arranged for your work). Any SPL that was due to take place after 8 weeks of your entitlement to SPL ending will be cancelled.





 

















Shared Parental Pay





If you are the partner of the mother, you will qualify for contractual ShPP if you have a least 1 year’s local government service at the beginning of the 11th week prior to your partner’s EWC (or the date of placement in the case of adoption).





If you are the partner of the mother, you will need to meet the same return to work requirements in order to receive the contractual half pay.





Shared Parental Leave - Adoption





Surrogacy





Contact during SPL





Shared Parental Leave in Touch (SPLIT) Days





During SPL





Returning to Work





Benefits Whilst On Maternity Leave








Useful Contacts and References








Maternity Checklist








Glossary of Terms
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