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Purpose
The Church/PCC name recognises that parents want to be involved in supporting their partner around the time of their child’s birth or around the time of the adoption of their child. 
This policy is designed to explain the entitlements for paternity leave and paternity pay which are dependent on how long you have worked continuously for the Church/PCC.
Scope
As an employee, you are entitled to paternity leave where you are.
· The biological father of the child 
· Mother’s partner (irrespective of sex) 
· Child’s adopter 
· Partner (irrespective of sex) of the child’s adopter.
You must also have been continuously employed by the Church/PCC for at least 26 weeks up to any day in the 'qualifying week'. To work out the qualifying week, use a calendar to count back 15 weeks from the week the baby is expected to be born.
If you have less than 26 weeks service by the 15th week before the child is expected to be born, or by the week in which an approved adoption agency matches you and your partner with a child, then you are not entitled to statutory paternity / co-parent Leave or payment. However, you are entitled to paid leave to attend one ante-natal appointment and will be able to apply for unpaid leave via the Special Leave Policy.
General Principles
Employees are entitled to two separate one-week blocks of paternity leave, which can be take together as a single two-week block. Paternity leave and/or paternity pay is available to all employees who meet the criteria set out below
Eligibility - Birth
To be eligible for paternity leave, an employee must:
· Have been employed for 26 weeks by the 15th week before the expected week of childbirth
· Be responsible for the upbringing of a child
· Be the biological father of the child, married to the child’s mother or the partner of the child’s mother; and
· Not have taken Shared Parental Leave in respect of the same child
Eligibility – Adoption/Surrogacy
To be eligible for paternity leave an employee must:
· Have been employed for 26 weeks by the week in which the child’s adopter is notified of having been matched with an adoptive child. If the employee is the adopter themselves, they can only take paternity or adoption leave, not in respect of the same child.
· Be married to or the partner of the child’s adopter; and
· Have or expect to have, the main responsibility (other than the adopter) for the upbringing of the child
In adoption of surrogacy cases, employees may be entitled to take adoption leave instead (please see our Adoption Policy) however, adoption leave may only be taken by one parent. Paternity leave is available t the other parent (of either sex).
Subject to the above criteria, eligible employees may take paternity leave within 52 weeks of the child’s birth/adoption.
Eligible employees who wish to take paternity leave must notify their line manager of their intention to take paternity leave at least 28 days before expected week of childbirth or adoption.
An employee may change the dates they intend to take paternity leave on by notifying their employer at least 28 days before the previously agreed paternity leave start date. 
Pay
The statutory weekly rate of Paternity pay (SPP) is £187.18 or 90% of your average weekly earnings, whichever is lower). More information can be found via the GOV.UK website. SPP will be paid to you through the normal payroll process and will be identified separately on your normal pay advice slip. 
Other leave
· Day of the Birth
The Church/PCC will grant a father/Co-parent a day’s paid leave for the day of the birth if this falls on a working day. This applies regardless of the length of service with the Organisation.
· Appointments
An employee who will be taking statutory paternity leave can take time off work to attend 2 pregnancy-related or adoption appointments. 

Pregnancy-related appointments can be called 'antenatal' appointments. They can include medical appointments, scans or other pregnancy care. The employee must not take more than 6.5 hours for each appointment, including travel and waiting time. Time off to attend these appointments is unpaid OR the Church/PCC will pay for up to (number) hours’ absence on no more than (number) occasions in relation to each pregnancy. 
Further time off for antenatal appointments is at the line managers discretion or if the employee wishes to take time off to attend further antenatal appointments, the employee should request annual leave. 
Requests for paid time off work for antenatal care should, wherever possible, be made at least one week in advance of the proposed antenatal appointment. Any such requests should be in writing and should be made to the employee’s line manager. It should confirm the date and time of the appointment =, that the employee meets one of the eligible criteria set out above, that the purpose of the time off is to accompany the partner to an antenatal appointment. 
The line manager may require the employee to produce a certificate from the doctor, midwife or health visitor, confirming the pregnancy.
· Miscarriage / Still Births 
A miscarriage means a pregnancy loss in the first 24 weeks. Employees are not entitled to statutory paternity leave after a miscarriage. However, many people would still consider miscarriage a bereavement and the DBF will explore offering time off via the Special Leave policy during what can be an extremely difficult time, both physically and emotionally. 
Paternity rights to Leave and pay will apply if your baby:
· Is stillborn after 24 weeks of pregnancy
· Is born alive at any stage of the pregnancy but only lives for a short time
Informing your line manager
Please contact your line manager who will be able to confirm your entitlements and provide you with a Paternity/co-parent Leave Application Form. Paternity Pay (Paternity Birth – Form SC3, or Paternity Adoption – SC4) are available from:
· Gov.Uk Paternity Pay form SC3
· Gov.uk Adoption form SC4
Please complete the application from and relevant government form and send copies to your line manager at least 28 days before the EWC, or if you are adopting a child no more than 7 days after you and your partner have been notified of the match for adoption. 
The notice will need to specify the length of period of leave you intend to take, either one or two weeks in a single block and the expected week of birth or placement of the child for adoption. 
Returning to work
You will have the right to return to work and in the same role following a period of paternity leave and will have protection from detriment and unfair dismissal in connection with paternity leave. 

Holidays
Holiday entitlement will continue to accrue during paternity leave. If an employee’s paternity leave continues into the next holiday year, any remaining holiday that is not taken OR cannot be reasonably taken before paternity leave may be carried over to the next holiday year and must be taken within three months of returning, unless the line manager agrees otherwise.  Please discuss holiday plans with your line manager in goof time before starting your maternity leave.
Contractual Benefits
An employee on maternity leave will continue to receive their contractual benefits other than renumeration. If such an employee decides to not return to work, all benefits will cease from the date on which their resignation take effect. 

An employee will receive a statement setting out which of their benefits will continue and confirm the terms on which any such benefit is available when they start maternity leave.

During maternity leave, an employee is bound to any obligations arising under their contract except in so far as they are inconsistent with their right to take maternity leave.

If you are a member of the pension scheme (name), during ordinary maternity leave and any further period of paid additional maternity leave the Church/PCC shall continue to make any employer contributions that are usually made into a pension scheme, based on what your earning would have been if you had not been on maternity, provided that you continue to make contributions based on the maternity pay you are receiving. If you wish to increase your contributions to make up any shortfall from those based on your normal salary, please contact your manager directly.

The period of ordinary maternity leave and any further period of paid maternity leave counts towards the Church/PCC final-salary pension scheme as pensionable service, provided you make the necessary minimum contributions based on the maternity pay you are receiving. 

During any unpaid additional maternity leave the Church/PCC shall not make any additional payments into the scheme OR shall make its usual contributions into the scheme. You do not have to make any contributions but may do so if you wish, or you may make up for missed contributions at a later date.
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