WS heatley WV &n™
Homes
East

Paternity
Leave
Policy

We will provide this policy on request at no cost,
in large print, in Braille, on tape or in another
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WHEATLEY HOMES EAST — PATERNITY LEAVE POLICY

We can produce information on request in large print, Braille, tape and on disk.
It is also available in other languages. If you need information in any of these
formats please contact us on Freephone 0800 479 7979.
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0800 479 7979.

Si vous nous le demandez, nous pouvons vous remettre ces informations

en d'autres langues, en braille ou sur cassette. Si vous souhaitez que ces
informations vous soient fournies sous I'un de ces formats, contactez-nous en
composant le 0800 479 7979.
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Na Pana/Pani zyczenie mozemy zapewnic te informacje w innych jezykach,
alfabetem Braille’'a lub na kasecie. Jesli cheiat(a)by Pan(i) uzyskac te informacije
w ktdrejs z tych form, prosimy skontaktowac sie z nami pod numerem telefonu
0800 479 7979.

Haddii aad na weydiisato waxaanu warbixintan kugu siin karaa iyadoo ku goran
luugad kale, farta ay dadka indhaha la’ akhriyaan ama cajalad ku duuban. Haddii aad
jeclaan lahayd in warbxintan lagugu siiyo mid ka mid ah gaababkaas, fadlan nagala
so0 xidhiidh telefoonka 0800 479 7979.

Mo saweil npockbe AaHHan MHOPMALMA MOXKET ObITe NPELOCTABNEHA HA APYIWX
A3blKkax, WpudgTom Bpaina unu B ayauosanucn. Ecnu eam Tpebyetca wHhopmMaums
B OAIHOM U3 3TMX (DOPMATOR, NO3BOHMTE HamM no Homepy 0800 479 7979.
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WHEATLEY HOMES EAST — PATERNITY LEAVE POLICY

PATERNITY LEAVE
GENERAL PRINCIPLES

The aim of this policy is to inform all eligible employees of their entittlement to
contractual and/or statutory paternity rights and to ensure that those rights are
understood by employees who qualify.

Paternity leave and pay in relation to adoption differs. The qualifying and other
criteria are different for people adopting a child from overseas and adopting a child
from the UK. Please contact your Line Manager for further information.

PATERNITY LEAVE - QUALIFYING CONDITIONS

In order to qualify for Paternity Leave, employees must satisfy the following
conditions:
o They must have or expect to have responsibility for the child’s upbringing.

o They must be the child’s biological parent or birth parent’s partner.

e They must have worked continuously for the organisation for 26 weeks
leading into the 15th week before the baby is due.

¢ Notified the organisation of their intention to take paternity leave.

A “partner” is defined in the context of eligibility for paternity leave, as someone who
lives with the birth parent of the child in an “enduring family relationship”, but who is
not an immediate relative. A “partner” may include a same sex couple.

If the baby is born earlier than the 14th week before it is due and, but for the birth
occurring early, the employee would have been employed continuously for the 26
weeks, then they will be deemed to have the necessary length of service. A
qualifying employee will also be entitled to paid leave if the baby is stillborn after 24
weeks of pregnhancy. If the baby is born alive at any point in the pregnancy but later
dies, then the employee will be entitled to paid paternity leave in the usual way.

NOTIFICATION AND EVIDENCE TO TAKE PATERNITY LEAVE

In order to qualify for Paternity Leave and Pay, employees must inform their Line
Manager of their intention to take Paternity Leave by the 15th week before the baby
is expected, unless this is not reasonably practical. This must be in writing to the
employee’s manager and a copy of the Certificate of Expected Date of birth (or
MATBL1 form) should be enclosed as documentary evidence. The Line Manager will
respond in writing and the leave will be recorded on the flexi time system or holiday
card.

A completed Maternity Support Leave Form (available on the intranet) must be
completed as evidence of the employee’s entitlement to SPP, which includes a
declaration that they meet the eligibility criteria (include copy of MATB1 form if
available)

The Line Manager must forward the original request from the employee, the
completed self- certificate, their approval, and the copy of documentary evidence (if
available) to the Payroll team.

They must advise their employer:

e The expected week the baby is due

o Whether they wish to take one or two weeks leave
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WHEATLEY HOMES EAST — PATERNITY LEAVE POLICY

e When they want their leave to start

Employees can change their mind about the date in which they want their leave to
start, providing they advise their employer of this at least 28 days in advance (unless
this is not reasonably practical).

LENGTH OF PATERNITY LEAVE

Eligible employees are entitled to take either one or two consecutive week’s paternity
leave (not odd days).

Leave cannot start until the birth of the baby.
Eligible employees can choose to start their leave:
e On the actual date of the child’s birth (whether this is earlier or later than
expected)
¢ From a chosen number of days or weeks after the date of the child’s birth
(whether this is earlier or later than expected)
e From a chosen date later than the first day of the week in which the baby is
expected to be born.

Leave can start on any day of the week on or following the child’s birth but must be
completed:
e Within 56 weeks of the birth of the child

e |f the child is born early, within a period from the actual date of birth up to 56
days after the first day of the expected birth.

Only one period of leave is available to employees irrespective of whether more than
one child is born as a result of the same pregnancy.

The Line Manager will ensure that payroll are advised of any periods of paternity
leave being taken.

SHARED PARENTAL LEAVE

Employees may also be entitled to Shared Parental Leave. This policy is available
on the intranet.

STATUTORY PATERNITY PAY (SPP)

Entitlement to Statutory Paternity Pay (SPP) is dependent upon the qualifying
conditions and that an employee has average weekly earnings that are at or above
the lower earnings level for National Insurance contributions.

Employees who have average weekly earnings below the Lower Earnings Limit for
National Insurance purposes do not qualify for SPP. However, the employee may be
able to get Income Support whilst on paternity leave.

OCCUPATIONAL PATERNITY PAY

Employees who have at least 26 weeks service leading into the 15th week before
the baby is due and who comply with the notification procedure will be entitled to the
organisation’s Paternity Pay of two weeks full pay (inclusive of SPP). This is
regardless of the number of children born at one time.
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CONTRACTUAL BENEFITS

Employees are entitled to normal benefits during paternity leave, except for terms
relating to wages or salary

Employees are entitled to return to the same job following their paternity leave.
Employees who qualify for parental leave may take this immediately after paternity
leave.

Taking four weeks or less parental leave has no impact on an employee’s right to
return to work.

An employee who takes more than four weeks parental leave immediately after
paternity leave is entitled to return to the same job on the same terms and conditions
unless this is not reasonably practicable. If this is the case, the employee is entitled
to be offered a suitable alternative position.

If an employee wishes to amend their hours of work on their return to work, the
employee put their request in writing to their Line Manager, stating the reasons for
the request and the hours/days, which they wish to work in the future. Please refer to
the Flexible Working Procedure for further information.

The organisation will give a thorough and fair consideration to any request in line
with the flexible working procedures.

APPOINTMENTS

Employees may also be granted unpaid time off to accompany their spouse or
partner to appropriate ante-natal classes prior to the birth, where these are held
during the working day and not in the evening, or to child-care clinics after the birth,
subject to a maximum of two attendances. Requests for time off should be
accompanied by proof of the clinic date and time.

FURTHER INFORMATION

If an employee has any queries, they should speak with their Line Manager in the
first instance.

People Services Policy — Wheatley Homes East — Paternity Leave Policy 5
Date live: 17 October 2022 — Gender Neutral
Date to be reviewed: October 2025



