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EDC Paper 016 / 005 – ANNEX A(ii) 

Ebbsfleet DC – Maternity, Adoption, Paternity & 
Parental Leave policy (including Childcare Vouchers) 

1. Maternity leave 

1.1 If you become pregnant you are entitled to paid and/or unpaid maternity leave in 
accordance with the procedures and guidance set out. Your employment with the 
Corporation is automatically safeguarded and you will not be dismissed/made 
redundant or suffer detriment of any kind for any reason connected with your 
pregnancy or childbirth or for taking paid or unpaid maternity leave.  

1.2 You are still entitled to Statutory Maternity Leave if your child is stillborn after 24 
weeks of pregnancy or born alive at any point of the pregnancy.  

2. Notification of pregnancy 

2.1 You should notify your line manager of your pregnancy at least 15 weeks before 
your baby is due. If you consider it is not possible to notify your line manager within 
this timescale, please speak to HR Shared Services, in confidence, for further advice. 
You should state: 

 The fact you are pregnant and the expected week of childbirth (by enclosing 
your original MAT B1 certificate – this is obtainable from your GP/midwife 

 The intended date you wish your maternity leave to start. 

2.2 HR Shared Services will write to you within 28 days confirming in writing that you 
want to take maternity leave, giving you the date your leave will end. 

3. Health and safety of new and expectant mothers 

3.1 The Corporation will carry out an assessment of the specific risks posed to the 
health and safety of pregnant women and new mothers in the workplace, and will 
take steps to ensure that those risks are avoided. Risks include those to the unborn 
child or child of a woman who is still breast-feeding, not just the risk to the mother.  

3.2 The Corporation is only required to take action specifically to protect the pregnant 
worker when the Corporation is advised in writing of her condition, i.e. that she is 
pregnant, has given birth in the last six months or is breast feeding. As such, it is 
important that you, as a new or expectant mother inform both your line manager and 
HR Shared Services as soon as possible. 

3.3 Once notification has been received, your line manager must, in consultation with 
you, carry out a New and Expectant Mothers Risk Assessment using the Risk 
Assessment template and guidance which will be provided by HR Shared Services. 

3.4 Should any issue arise which you and your line manager are unable to manage 
through the guidance provided, assistance should be sought through HR Shared 
Services. 

3.5 A review of the risk assessment must be carried out if your material 
circumstances change. 

3.6 A new assessment will be carried out when you return to work, and reviewed 
while you are still considered a New and Expectant Mother, or until any measures 
introduced as part of the assessment are no longer necessary. 
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3.7 If you believe that there is a risk to your health and safety or to that of your baby, 
which the Corporation has not identified, you must bring the risk to the attention of 
your line manager. 

4. Ante-natal care 

4.1 You are entitled to paid time off to attend antenatal appointments. These include 
medical appointments with your GP or midwife, ‘parentcraft’ and relaxation classes. 
Such appointments should be arranged, whenever possible, to minimise your 
absence from work. 

4.2 If you are the father or the partner of an expectant mother or the intended parents 
in surrogacy cases who meet specified conditions relating to Parental Orders under 
the Human Embryology and Fertilisation Act 2008, you can take paid time off to 
attend up to two ante-natal appointments. Where it is necessary for you to attend 
further appointments you may discuss the support available with your line manager. 

4.3 Your line manager can ask for evidence of antenatal appointments from the 
second appointment onwards. If asked you should show your line manager a medical 
certificate showing you’re pregnant and an appointment card or some other written 
evidence of your appointment. 

5. Maternity leave entitlement 

5.1 Regardless of your length of service, or agreed working pattern, you are entitled 
to take up to 52 weeks statutory maternity leave. Statutory maternity leave is made 
up of 26 weeks ordinary maternity leave followed by 26 weeks additional maternity 
leave. Your entitlement to statutory maternity leave is not changed in any way by the 
number of pregnancies you have or by the time gap between pregnancies. 

5.2 You may take all or part of your additional maternity leave at the end of your 
ordinary leave. You may also delay taking all or part of your additional leave until a 
later date for the purposes of childcare. In this case you would return to work either 
on the expiry of your ordinary maternity leave or before your full unpaid additional 
maternity leave entitlement was exhausted and then take the remaining additional 
leave at a later date. The additional maternity leave should be taken (commenced 
and concluded) within one year of the date of birth. However, there may be 
circumstances where it is not possible for this to be taken within the specified period. 
Should such a situation arise, a request must be made to HR Shared Services in 
order for the additional leave to be taken at a later date. The presumption is that all 
such requests will be granted unless there is a compelling objective business reason 
for not doing so. However, this additional maternity leave must commence within one 
year of the birth.  

5.3 There is also a compulsory period of leave where you cannot work within two 
weeks of childbirth. During compulsory maternity leave, you will not be asked by the 
Corporation to carry out any work-related tasks, nor will the Corporation ask you 
about any work-related matters. It is unlawful to permit you to work or be contacted 
about work during your compulsory maternity leave period. 

5.4 After the two week compulsory maternity leave period, a mother will be able bring 
her maternity leave to an end early and convert the balance of leave into Shared 
Parental Leave (SPL). If eligible, both parents then have the choice to share the 
untaken balance of maternity leave as SPL and Shared Parental Pay (ShPP). Please 
see details on Shared Parental Leave policy and procedures for eligibility and 
guidance. 

 

https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-policy-2.pdf
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-procedure.pdf
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-procedure.pdf
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6. Starting maternity leave 

6.1 You are entitled to begin your maternity leave period at any time from the 
beginning of the 11th week before the expected week of childbirth. 
 
6.2 Your ordinary maternity leave will start automatically if you suffer any pregnancy 
related illness after the start of the 4th week before childbirth. The sick absence 
provisions will apply to any sickness absence whilst at work which is not connected 
to your pregnancy. 

6.3 It is important throughout your pregnancy that any self or medical certificate you 
produce to cover sick absence clearly shows the reason for the absence – whether 
pregnancy related or not. The certificate must also indicate whether or not your 
absence was pregnancy related. Pregnancy related sickness will not count towards 
any sickness absence trigger points. 

7. Maternity pay 

Staff with at least one year’s service 

7.1 For staff with at least one year’s continuous service at the Corporation you are 
entitled to 3 months ordinary maternity leave on full pay. The remaining 3 months on 
ordinary maternity leave will be on half pay. If you decide to take additional maternity 
leave you will also be entitled to receive Statutory Maternity Pay (SMP) for the first 13 
weeks of additional maternity leave. SMP will be paid at the lower statutory level or 
90 per cent of the average weekly earnings, if this is less than the lower statutory 
level. The remaining 13 weeks of additional maternity leave will be unpaid. This will 
apply provided that you: 

7.2 Inform the Corporation of your intention to return to work immediately after your 
ordinary and additional maternity leave (or after the combined period of your ordinary 
and additional maternity leave and any immediately subsequent period of extended 
unpaid special leave or career break; and 

 Agree to repay and non-statutory payments made by the Corporation during 
the period of ordinary maternity leave if you have told the Corporation that 
you are not returning to the Corporation. 

Staff with less than one year’s service 

7.3 If you have been continuously employed by the Corporation for at least 26 weeks 
at the 15th week before the week your baby is due, you will be entitled to 39 weeks 
maternity leave with SMP. The rate of SMP will be 90 per cent of your average 
weekly earnings for the first six weeks. For the remaining 33 weeks (20 weeks 
ordinary maternity leave and first 13 weeks of your additional maternity leave) you 
will be paid at the lower statutory level or 90 per cent of the average weekly earnings, 
if this is less than the lower statutory level. 

7.4 If you have less than 26 weeks service at the 15th week before the week the 
baby is due, any period of maternity leave will be unpaid. 

7.5 If you do not qualify for maternity leave on full pay or with SMP, you may be able 
to claim Maternity Allowance. You would need to complete a SMP1 which can be can 
be obtained from Jobcentre Plus or downloaded from the GOV.UK website. 

8. Notice to end maternity leave to access Shared Parental Leave 

8.1 You can end your maternity leave either by returning to work or by giving notice 
that you will end your leave and/or pay on a date following the two week compulsory 
period after the birth of your child. Notice must be given using the SPL and ShPP 

https://www.gov.uk/employers-maternity-pay-leave/refuse-pay-form-smp1
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-form.doc
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form, available from HR Shared Services. Where notice to end maternity leave is 
accompanied with notification by your or your partner to take SPL, the notice to end 
maternity leave is binding. 

8.2 The maternity leave will end on that date, whether or not you return to work, 
unless you revoke any notice given prior to childbirth, within six weeks following the 
birth. 

8.3 Ending or committing to end maternity leave and pay on a specific date 
determines the number of weeks entitlement to SPL and ShPP. Eligible parents can 
share the remaining balance of leave as SPL (up to 50 weeks) and ShPP (up to 37 
weeks). If you return to work in advance of the date given on the notice, the 
entitlement to SPL and ShPP will still be based on the original end date. Further 
details about Shared Parental Leave can be obtained from HR Shared Services. 

9. Adoption 

9.1 If you are matched with a child for adoption by an approved adoption agency, you 
will be entitled to paid and/or unpaid adoption leave. Similar to maternity provisions 
your employment with the Corporation is automatically safeguarded. 

10. Notification of adoption 

10.1 You should tell your line manager within seven days of being told that you have 
been matched with a child by providing the matching certificate from your adoption 
agency. If it is not reasonably practicable for you to tell your line manager within this 
timeframe, you should notify your line manager as soon as possible. You must also 
let your line manager know: 

 the date on which the child is expected to be placed with you for adoption; 
and 

 the date on which you wish your adoption leave to start. 

10.2 If you do not give the correct notice, the start of your statutory adoption leave 
may be delayed. However, the Corporation will not postpone the start of your leave 
beyond the date of placement. Statutory adoption leave can start either: 

 from the date the child starts living with you 

 up to 14 days before the date the child is expected to start living with you 

11. Pre-adoption appointments 

11.1 If you are a primary adopter, similar to ante-natal care, you are entitled to paid 
time off to attend pre-adoption appointments. Your line manager can ask for 
evidence of pre-adoption appointments from the second appointment onwards. If 
asked, you should show your line manager written evidence of your appointment. 

11.2 If you are a secondary adopter or partner you can take paid time off to attend up 
to two pre-adoption appointments. Where it is necessary for you to attend further 
appointments you may discuss the support available with your line manager. 

12. Adoption leave entitlement and pay 

12.1 If you have one year’s continuous service ending with the week in which you are 
notified of being matched with a child for adoption, you are entitled to 52 weeks 
statutory adoption leave. This is made up of 26 weeks of ordinary adoption leave 
followed by 26 weeks of additional adoption leave. The first 13 weeks of ordinary 
adoption leave will be on full pay. The remaining 13 weeks of ordinary adoption leave 
will be on half pay. The first 13 weeks of additional adoption leave will be paid 
Statutory Adoption Pay (SAP). SAP is paid at the lower statutory level or 90 per cent 

https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-form.doc
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of the average weekly earnings, if this is less than the lower statutory level. The 
remaining 13 weeks of additional adoption leave will be unpaid. 

12.2 If you have 26 weeks continuous service ending with the week in which you are 
notified of being matched with a child for adoption, you are entitled to 52 weeks 
statutory adoption leave. The first six weeks will be on full pay. The following 33 
weeks (20 week ordinary adoption leave and 13 week additional adoption leave) you 
will receive Statutory Adoption Pay as above. 

12.3 If you have less than 26 weeks continuous service you will be entitled to 12 
weeks adoption leave on full pay if the child being adopted is under five years old, or 
eight weeks paid adoption leave if the child is older than five years of age. You may 
apply for a period of extended special leave without pay to follow on from your 
adoption leave. 

12.4 Where a couple adopt jointly the couple must choose which partner takes 
adoption leave, but also see guidance on Shared Parental Leave. 

13. Notice to end adoption leave to access Shared Parental Leave 

13.1 To end your adoption leave and/or pay, you, as primary adopter, on adoption 
leave must give at least eight weeks’ notice and have taken the first two weeks as 
statutory adoption leave. This notice must also be at least one week before the last 
day of the statutory adoption leave period. Notice must be given using the SPL and 
ShPP Form, available from HR Shared Services. 

13.2 Adoption leave will end on the date notified, whether or not you return to work. 

13.3 Ending or committing to end adoption leave on a specific date determines the 
number of weeks entitlement to SPL and Shared Parental Pay (ShPP). Eligible 
parents can share the remaining untaken balance of leave as SPL (up to 50 weeks) 
and ShPP (up to 37 weeks). If you, as the primary adopter return to work in advance 
of the date given on the notice, the entitlement to SPL and ShPP will still be based on 
the original end date. 

14. Keeping In Touch days 

14.1 In addition, individuals on maternity/adoption leave can work for up to 10 days 
by mutual agreement without losing any pay or leave entitlement. During the Keeping 
In Touch day you will be paid at your normal rate as you are carrying out work for 
your employer under your contract. 

14.2 For Keeping in Touch days under Shared Parental Leave, please see Shared 
Parental Leave guidance. 

15. Return to work following maternity/adoption leave 

15.1 If you intend to return to work at the end of your ordinary or additional 
maternity/adoption leave period, you need not give notice of return. If you intend to 
return to work before the end of your ordinary or additional maternity/adoption leave 
is completed, you must give the Corporation at least eight weeks’ notice of your 
intention to return. 

15.2 If you return to work by the end of your ordinary maternity/adoption leave, you 
are entitled to return to the same post you were in prior to being absent for a reason 
connected to your leave and on the same terms and conditions of employment as if 
you had not been absent. In exceptional circumstances, and only after your line 
manager has consulted both HR and you, you may not be able to return to the same 
post. In such circumstances, the Corporation will find you another suitable post on 

https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-policy-2.pdf
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-form.doc
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-form.doc
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-policy-2.pdf
https://intranet.communities.gov.uk/documents/2015/02/shared-parental-leave-policy-2.pdf
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the same terms and conditions before your return to work and will do so in 
consultation with you.  

15.3 If you decide to take additional maternity/adoption leave, you will be entitled to 
return to the post you were in prior to being absent for a reason connected to your 
leave. If it is not reasonably practicable to return to your previous post, the 
Corporation will find you another suitable post on the same terms and conditions 
before your return to work.  

15.4 If you are unable to attend work at the end of your ordinary or additional 
maternity/adoption leave period due to sickness, your normal contractual 
arrangements for sickness absence will apply. 

16. Redundancy during maternity/adoption leave 

16.1 If a redundancy situation arises during your ordinary or additional 
maternity/adoption leave which makes it impracticable for you to return to the post 
you were in prior to starting your maternity leave (e.g. if your team is reorganised or 
disbanded or the end of a time limited project) you will be given as much notice as 
possible of the potential redundancy and you will be kept fully informed and 
consulted throughout the process. You will be offered another suitable post on the 
same terms and conditions without any requirement to go through a competitive 
process. You will only be made redundant while you are on maternity/adoption leave 
if the post you previously occupied is made redundant, and no suitable post can be 
found, and not because you have been on a period of maternity/adoption leave. 

17. Sickness absence during maternity/adoption leave 

17.1 You are not entitled to sick pay during any period of ordinary or additional 
maternity/adoption leave. 

18. Annual leave during maternity/adoption leave 

18.1 You will continue to accrue your annual leave entitlement during 
maternity/adoption leave. You are also entitled to accrue Public holidays whilst on 
maternity/adoption leave. 

19. Carrying forward accrued annual leave 

19.1 In some cases you may not have the opportunity to use all the leave accrued 
during before your leave year ends and are therefore unable to remain within the 
normal rules and limits for carrying over annual leave. In these circumstances, you 
may carry forward the untaken balance into your next leave year. That applies even 
where you are carrying forward your full statutory minimum leave entitlement from 
the previous year. 

19.2 In such circumstances you should agree a clear plan with your line manager for 
how your leave will be taken over the course of the new leave year with the aim of 
returning to the normal rules and limits for the carry-over of annual leave in that 
period. 

20. The contract of employment during additional maternity/adoption leave 

20.1 During additional maternity/adoption leave, your contract of employment will 
continue and the following terms and conditions will continue to apply to you: 

 the Corporation’s implied duty of trust and confidence 

 your implied obligation of good faith to the Corporation 

 you are entitled to receive, and must give the Corporation, the notice periods 
referred to in leaving the Corporation 
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 the terms and conditions relating to personal conduct, confidentiality and 
security and grievance procedures will continue to apply to you. 

21. Paternity leave 

21.1 Fathers or the mother’s husband/civil partner/partner (including unmarried 
couples and same sex partners) who have continuous employment for 26 weeks 
ending with the 15th week before the baby is due are entitled to 10 days paid 
paternity leave for each child born. 

21.2 The 10 day leave must be taken together and must be taken within 56 days of 
the date of birth of the baby. You should give as much notice as possible when 
requesting this leave. 
 
21.3 This also applies where an individual is matched with a child for adoption, the 
adopter’s husband/civil partner/partner (including unmarried couples and same sex 
partners). An employee’s entitlement to paternity leave is not affected by the 
placement for adoption of more than one child as a result of the same adoption 
arrangement. 

21.4 You should inform your manager of the intention to take paternity leave by the 
end of the 15th week before the baby is expected or within seven days of being told 
by the adoption agency that you have been matched with a child. You must provide 
the following details: 

 the start date of the leave to be taken 

 the week the baby is expected 

 the duration of leave to be taken. 

22. Childcare voucher salary sacrifice scheme 

22.1 This scheme means that you sacrifice a specific amount of your salary and 
instead receive that amount in childcare vouchers. Childcare vouchers are exempt 
from National Insurance Contributions (NIC) and income tax, so you only pay NIC 
and tax on the reduced level of your salary. Under the salary sacrifice scheme the 
child must be under 16 years of age (or 17 if they are disabled). 

22.2 The maximum value of the vouchers you may receive tax and NI free is 
determined by HM Revenue and Customs and is currently £243 per month for basic 
rate tax payers and £124 for higher rate payers. Any childcare vouchers can only be 
used with registered or approved childcare providers. 

22.3 More information on salary sacrifice can be obtained from HR Shared Services. 

23. Parental leave 

23.1 If you become a parent, you are entitled to parental leave for each child born or 
adopted. The entitlement to parental leave applies to mothers and fathers and to 
persons who have obtained formal parental responsibility for a child. The leave must 
be for the purposes of caring for a child and is distinct from, and additional to, your 
entitlements to maternity/ adoption leave. 

Entitlement 

23.2 The leave will be unpaid, and it is therefore non-reckonable for superannuation 
purposes but will count as qualifying service for superannuation purposes. Each 
parent is entitled to 18 weeks parental leave to care for their child(ren). This will be 
pro-rata if you work part-time. You are entitled to take parental leave provided: 

 you have one years’ continuous service 
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 you can take it up to the child’s 18th birthday 

 you can show your line manager a birth certificate of other documentation to 
establish your entitlement 

23.3 Each parent can take a maximum of four weeks leave in any one year. Leave 
must be taken in whole weeks, unless the child is disabled. A disabled child is 
defined here as a child for whom disability living allowance is awarded. 

Return to work 

23.4 You will remain employed by the Corporation while on parental leave. If you 
take parental leave, you are entitled to return to the same job. For leave over four 
weeks, if it is not reasonably practicable to return to the same job another suitable 
and appropriate job will be found. In all cases you will return on terms and conditions 
that are no less favourable. 

23.5 You have the right to appeal to an employment tribunal if you are prevented 
from taking parental leave. If you take parental leave, you will be protected from 
victimisation, including dismissal. 

Approval of parental leave 

23.6 For each period of leave, you must give a minimum of seven days notice, in 
writing, if you wish to take two weeks or less parental leave or 21 days for three 
weeks or more to your line manager (though in the case of a new adoption only, you 
can give less notice if 21 days is not reasonably practicable). However, where 
possible staff are encouraged to give as much notice as possible. Whenever giving 
notice to your line manager for parental leave, you must state the name, date of birth 
(or adoption date) of the child concerned. Line managers are responsible for 
operating parental leave. 

23.7 Line managers must respond to a request for parental leave within seven days 
of receipt. If the line manager is known to be absent during that period, the request 
must be made to the next appropriate manager in the reporting line. In the absence 
of a response within seven days, the request for parental leave will be deemed to 
have been accepted. 

23.8 A line manager can postpone any period of parental leave for up to three 
months where the Corporation’s operations would be unduly disrupted. However, 
leave cannot be postponed when you give notice that you will be taking it 
immediately after the time your child is born or is placed with you for adoption, 
provided that appropriate notice has been given. 

23.9 A line manager must not refuse a legitimate request unless the operations of the 
Corporation would be unduly disrupted if parental leave were granted. However, if it 
is refused, your line manager must do so in writing, stating the reasons, within seven 
days of the original request. Having consulted with you, your line manager must offer 
an equivalent period beginning within six months of your originally requested start 
date. 

23.10 Your line manager will notify HR Shared Services of each period of parental 
leave you take, making sure that the name and birth/adoption date of the child 
concerned are given. These records will be kept on your file, or an electronic 
database, and the amount of parental leave taken can be released to new 
employers, and to your current line managers.  


