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1 INTRODUCTION AND OVERVIEW 

1.1 Employees are entitled by law to paternity leave. This policy incorporates the statutory 
requirements for paternity leave from work and also sets out situations where enhanced 
provisions apply. 

1.2  This document sets out the University Hospitals of Leicester NHS Trust (hereafter referred to 
as UHL) Policy and Procedure for Applying for Paternity Leave. 

1.3 The purpose of this policy is to assist managers and employees to understand individual 
paternity leave entitlements.  

1.4 It is the duty of all employees wishing to take paternity leave to ensure they complete the 
appropriate form and follow this procedure in a timely manner. 

1.5 NHS Paternity Leave and payment provisions for Non-Medical staff are set-out in Section 35 
of the Agenda For Change (‘AfC’) Handbook.  The notes below are for guidance only and in 
the case of any uncertainty or dispute reference should be made to the AfC Handbook. 

 
2 POLICY SCOPE –WHO THE POLICY APPLIES TO AND ANY SPECIFIC EXCLUSIONS 

2.1 This policy applies to all UHL employees (including those staff on fixed term contracts / 
secondments). Bank workers may be eligible for Statutory Paternity Leave and pay if they 
have made the appropriate National Insurance Contributions. It does not apply to agency 
workers. 

2.2  For medical staff there are separate terms and conditions for medical staff which should also 
be consulted (see NHS employers for t&c’s), although the paternity provisions therein are the 
same as those in the AFC Handbook and as outlined below. 

2.3 Employees can also access Shared Parental Leave (ref Trust policy B4 2015) see policy and 
procedure for further information. 

2.4 The aim of this policy is to provide managers and staff with procedural guidance and advice 
on the paternity leave process. 

2.5 It will assist managers to ensure they take the relevant action when an individual informs 
them they intend to take paternity leave.  

2.6 The policy will also advise individuals of entitlement of paternity leave / pay for both statutory 
and contractual paternity leave / pay.   

 

 

 

 

 

 

 

 

 

 

 

 

Paternity Leave Policy & Procedure  3 
 
V5 approved by: Policy and Guideline Committee 21 September 2018   Trust ref: B18/2012           Next review: Sept 2021 
NB: Paper copies of this document may not be most recent version. The definitive version is held on INsite Documents. 
 

  

http://www.nhsemployers.org/SiteCollectionDocuments/afc_tc_of_service_handbook_fb.pdf


 
 

3. POLICY IMPLEMENTATION AND ASSOCIATED DOCUMENTS –WHAT TO DO AND HOW TO DO IT 

 
3.1 Quick Reference Flow Chart 
 
3.1.1 To claim Paternity Leave 
 
If the employee meets the eligibility criteria for Paternity Leave they can advise the Trust of their 
intention to take paternity leave. 
 
 
 
Employees must advise the Trust of their intention to take leave by the 15th week before the 
expected week of childbirth, or within seven days of their spouse or partner being told by the 
adoption agency that they have been matched with a child. 
 
 
 
 
Employees must complete and return form PL1 / MATB1 (copy)  (Appendix 1) to the HR 
Transactional Team giving at least 8 weeks’ notice of the actual date from which they propose to 
commence Paternity Leave 
 
 
 
 
 
Once the HR Transactional Team have received form PL1 / MATB1 (copy), they will send an email 
confirming application has been processed  
 
 
 
 
If there are any queries on the paperwork, Payroll will contact the employee. Otherwise it is assumed 
paternity leave will be taken as planned. 
 
4 DEFINITIONS AND ABBREVIATIONS 

 
Continuous service   Continuous service with UHL or with UHL combined with 

previous service with another NHS employer.  Breaks in 
employment of 3 months or more will normally constitute 
a break in continuous service for paternity leave and pay 
calculation purposes, subject to certain exceptions.  
Refer to ‘Employee Handbook’ – ‘‘Continuous Service’ – 
Further Definition’ for more details. 

HR Transactional team  The HR Transactional team process all paternity 
applications once these have been completed and 
signed by the manager. 

Limited Occupational Pay Where employees do not meet the necessary Trust 
continuous service eligibility they receive an attributable 
reduced entitlement.  
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OPL- Ordinary Paternity 
Leave 

Two week paid leave entitlement 

 

OPP- Occupational Paternity 
Pay 

Additional contractual paternity pay as per the Agenda 
for Change terms and conditions 

SPL- Shared Parental Leave  A way for parents to share statutory leave and pay on 
the birth of a child/ adoption of a child.  This is separate 
to the right to unpaid parental leave and it does not 
replace the current maternity leave/adoption leave and 
pay regime.  This is in addition to Paternity Leave. 

SPP- Statutory Paternity Pay The statutory amounts of paternity pay to which 
employees are legally entitled to, subject to meeting with 
the eligibility criteria.  

 
5 ROLES – WHO DOES WHAT 

An overview of the individual, departmental and committee roles and responsibilities, including levels 
of responsibility and any education and training requirements 

5.1       Director of People and Organisational Development 
5.1.1 The Director of People and Organisational Development has lead responsibility for strategic 

management of Health and Wellbeing within the organisation.   

5.1.2 The Director of People and Organisational Development is responsible for the development 
and implementation of appropriate guidance on the provision and use of paternity leave and 
to ensure that any changes to terms and conditions and legal implications are reflected in this 
Policy. 

5.2  CMG Management Teams / Managers 
5.2.1 Management teams are responsible for implementing this Policy and ensuring that all staff 

are aware of the Policy and adhere to its requirements. 

5.3 Trade Unions 
5.3.1 Trade Union Representatives will offer guidance and support to staff members, advising them 

of their eligibility and responsibilities as detailed within the Policy. 

5.4       Line Managers 

5.4.1   Line Managers must ensure HR paperwork is completed within a timely manner to ensure 
individuals are recorded as absent on paternity leave and to ensure they are also returned to 
payroll on their return following paternity leave.  

5.5      Employees  
5.5.1   Employees are responsible for informing their line managers in writing of their intention to take 

paternity leave. They should also ensure they complete and return form PL1 (appendix 1) as 
detailed in the summary of this policy. 

5.5.2   Employees are responsible for ensuring they inform their line manager of their intended return 
to work date as per the notice guidelines and must inform them if this date changes. 

5.6      HR Transactional Team - Recruitment Services 
5.6.1  The HR Transactional Team are responsible for ensuring the processing of the PL1 forms / 

MATB1 (copy) (appendix 1) approximately 4 weeks before expected date of childbirth - to 
ensure prompt and correct payment of paternity entitlement. 
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6. PATERNITY LEAVE AND PAY ENTITLEMENTS 
 
The Trust recognises that a partner may need time to provide support to their partner following 
childbirth, adopting a child or having a baby through a surrogacy arrangement.   
 
6.2 Eligibility 
 
It is available to employees who are:  
 

• the biological father of the child 
• the mother's spouse or partner 
• have or expect to have responsibility for the child's upbringing 
• the partner of the primary adopter or the intended parent (if you’re having a baby through a 

surrogacy arrangement 
• have worked continuously for their employer for 26 weeks ending with the 15th week before 

the baby is due, or the end of the week in which the child's adopter is notified of being 
matched with the child (UK adoption), or the date the child enters the UK (overseas 
adoptions).  

 
6.3 Paternity Leave  

 
6.3.1  All employees are entitled to 2 weeks of Ordinary Paternity Leave (OPL).  Paternity leave is a 

period of either one or two consecutive weeks  
 

6.3.2 A week is the same amount of days that an employee normally works in a week - for 
example, a week is 2 days if an employee only works on Mondays and Tuesdays. 

 
6.3.3 Only one period of leave is available when there are multiple births or the adoption of more 

than one child.  
 

6.4 Taking Paternity Leave 
 

6.4.2 An employee can choose for their leave to begin on: 
• the day the baby is born, or the date of placement 

• a certain number of days after the baby is born or placed 

• a specific date which is not earlier than when the baby is due 

• on the date the child arrives in the UK or an agreed number of days after (for overseas 
adoption) 

6.4.3 All paternity leave will need to be completed within 56 days of the birth of the child or for 
adoption the leave must be completed within 56 days of the child’s placement.  

6.4.4 Employees must give the Trust at least 8 weeks’ notice of the actual date from which they 
propose to commence Paternity Leave or if there is a change to the date from which the 
employee would like to change (or, if this is not possible, as soon as is reasonably practicable 
beforehand). 

6.4.5 Completion and return of form PL1 / MAT B1 (appendix 1) will satisfy the evidence 
requirements in order to take OPL (and to determine paid leave entitlements). To be sent to 
the HR Transactional Team. 
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6.5 Paternity Leave and Pay Entitlements 

 
6.5.1   Occupational Paternity Pay (OPP) 
 
6.5.1.1 Eligibility for OPP will be 12 months’ continuous service with one or more NHS employer at 

the beginning of the week in which the baby is due or, in the case of adoption, the date of the 
placement of the child. There will be an entitlement to two weeks’ at full pay will be calculated 
on the basis of the average weekly earnings less any statutory paternity pay receivable. 

 
6.5.2   Limited Occupational and Statutory Paternity Pay  
 
6.5.2.1 Where employees do not have 12 months continuous service but have attained 26 weeks 

continuous service with UHL by the 15th week before the expected week of childbirth (or, in 
the case of adoption, by the week the individuals spouse or partner was matched with a child) 
and they continue to be employed by UHL without a break up to the date the child is born or 
placed for adoption, they will be entitled to be paid:  

 
• the first three days at ‘full pay’ (inclusive of SPP, if eligible) 
•    the remaining days paid at the SPP rate if eligible, calculated as per 7.5 below. 
 

6.5.3  Limited Occupational Statutory Paternity Pay without Eligibility for Statutory   Paternity 
Pay 
   

6.5.3.1 Where employees have less than 26 weeks continuous service with UHL by the 15th week 
before the expected week of childbirth (or, in the case of adoption, by the week their spouse 
or partner was matched with a child) and they continue to be employed by UHL without a 
break up to the date the child is born or placed for adoption, they will be entitled to be paid:  

 
•   the first three days at ‘full pay’  
•   With the remaining days to be taken as unpaid leave. 

 
 
6.5.4   Calculation of Statutory Paternity Pay SPP 

 
6.5.4.1   SPP is paid at the statutory weekly rate of Paternity Pay or 90% of your average weekly 

earnings (whichever is lower). Tax and National Insurance will be deducted. 
6.5.4.2   SPP based on average weekly earnings is calculated as follows: 

 
• in the case of childbirth, the amount of average weekly earnings during the 8 week 

period, prior to the 15 weeks before the expected week of childbirth (weeks 17 to 25 
of the pregnancy; 

 
• in the case of adoption, the amount of average weekly earnings during the 8 week 

period between the last normal payday (‘Date 1’) on or before the Saturday of the 
matching week and last normal payday falling not less than eight weeks before the 
payday at ‘Date 1’. 

 
6.5.4.3 If the employee is on half-pay/unpaid sickness absence during this period their average 

weekly earnings will be calculated on the basis of notional full pay.  
 

6.5.4.4 Participation in any “salary sacrifice” scheme (e.g. childcare vouchers. ‘Park and Save’) will 
reduce the amount of salary liable to National Insurance contributions and will therefore also 
have the effect of reducing the calculated level of SPP (and OPP).  
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6.6  Additional Information  

 
6.6.1 Adopting from overseas 
 
6.6.1.1 If the adoption is from overseas the employee should contact the HR transactional team as 

soon as possible for advice specific to overseas adoptions. 
 
6.6.2  Time Off for Ante-Natal Appointments or meetings 
 
6.6.2.1 Employees are able to take time off to accompany a partner or surrogate mother to two 

antenatal appointments or adoption appointments after being matched with a child during 
working time. Staff must provide sufficient notice to support service needs and should use 
annual leave, unpaid leave or TOIL.  

 
6.6.3  Pensions 
 
6.6.3.1 Pension rights and contributions shall be dealt with in accordance with the provisions of the 

NHS Superannuation Regulations. Contributions towards the NHS Pension Scheme will be 
deducted whilst an employee is being paid paternity leave or paid additional paternity leave. 
Employees who are members of the NHS Pension scheme are advised to seek advice from 
the pensions team. 

 
6.6.4  Still Birth or Sick Babies. 
6.6.4.1 If the baby is stillborn after the 24th week of pregnancy or if the baby is born alive at any point 

(even if the baby later passes away) the employee is entitled to paternity leave and pay.  

6.6.5 Premature Birth 

6.6.5.1 If the baby is born prematurely the employee will be entitled to the same amount of paternity 
leave and pay as if the baby was born at full term. 

   
6.6.6 Fixed term contracts 
 
6.6.6.1 Where staff meet the eligibility criteria staff who have fixed term contracts can also access 

paternity leave. 
 

6.6.7 Annual Leave 
 
6.6.7.1 The employee will continue to accrue annual leave and bank holidays throughout the 

paternity leave.  
     

6.6.7.2 Staff on ‘Term-time’/‘Annualised Hours’ contracts, however, do not accrue annual leave whilst 
on paternity leave. This is because annual leave is calculated as part of the employees 
contracted weekly hours and this is included within the paternity pay.   

 
6.6.7.3 Please note that the maximum number of days that can be carried over to the next leave year 

is one week, pro rata for part-time employees, subject to the approval of the employee’s line 
manager. 

 
6.6.8 Right to return to work following paternity leave 

 
6.6.8.1 Following paternity leave employees have a right to return to work on the basis of their 

existing contract with the same grade and status.  
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6.6.8.2 Although there is no right to return to fewer hours, there is a legal right to request a variation 

to working hours and/or flexible working for employers with over 26 weeks continuous UHL 
service. Please follow the Flexible Working policy and procedure.   
 

6.6.8.3 Employees must return and work for a minimum of 3 months. Where an employee works less 
than 3 months, they will be required to pay back any occupational paternity pay.  

 
6.6.9 Re-qualification for Paternity Leave 
 
6.6.9.1 There is no minimum period of service required to ‘re-qualify’ for further paternity leave 

following return to work because paternity leave does not constitute a break in service.  
However, any changes to your contract on your return to work e.g. a reduction of hours, may 
affect the amount of pay and/or leave to which you would be entitled.  There may be an effect 
on your SPP entitlement as this is dependent on your National Insurance contributions. 

 
6.6.10  Additional Leave 
 
6.6.10.1 For further details on additional leave please see the Shared Parental Leave Policy and 

Procedure. 
 

7. EDUCATION AND TRAINING REQUIREMENTS 

7.1 The policy will be implemented via HR Leads and support will be provided to managers as 
required. The policy is available on INsite. 

 
8.         PROCESS FOR MONITORING COMPLIANCE 

8.1 The audit criteria for this policy and the process to be used for monitoring compliance are 
given in the table below: 

Element to be monitored Lead Tool Frequency Reporting arrangements 
Submission of PL1 by 
the 15th week before 
the expected week of 
childbirth.  
 

HR  Annually Reported to Director of People and 
OD  

PL1 forms processed 
by transactional team 
in a timely manner 

HR 
Recruit
ment 
Lead  

Manual 
audit of 
records 

Annually  Reported to Director of People and 
OD  

 
9. EQUALITY IMPACT ASSESSMENT 

9.1 The Trust recognises the diversity of the local community it serves. Our aim therefore is to 
provide a safe environment free from discrimination and treat all individuals fairly with dignity 
and appropriately according to their needs. 

9.2 As part of its development, this policy and its impact on equality have been reviewed and no 
detriment was identified. 

10 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES 

10.1 For Statutory Provisions 

• The Social Security Contributions and Benefits Act 1992 (Chapter 4), sections 164 to 171 and 
Schedule 13  
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• The Statutory Maternity Pay (General) Regulations 1986 (SI 1986 No 1960)  

• The Statutory Maternity Pay (Compensation of Employers) and Miscellaneous Amendment 
Regulations 1994 (SI 1994 No 1882)  

• Equality Act 2010 

• Work and Families Act 2010 

10.2 For Contractual Paternity Leave / Pay 

• Agenda for Change Terms and Conditions of Service Handbook (section 15) 

• Shared Parental Leave Policy (Trust ref B4) 

 
11 PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW 

11.1 Once this Policy has been approved by the UHL P&G Committee, Trust Administration will 
allocate the appropriate Trust Reference number for version control purposes. 

11.2 The updated version of the Policy will then be uploaded and available through INsite 
Documents and the Trust’s externally-accessible Freedom of Information publication scheme. 
It will be archived through the Trusts PAGL system 

11.3 This Policy will be reviewed every three years and it is the responsibility of the Trust Lead for 
this Policy to commission the review 
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Appendix 1      FORM PL1 
    

 
 

NOTICE OF INTENTION TO TAKE PATERNITY LEAVE 
 
This form needs to be completed by all employees to enable assessment of their eligibility and related 
entitlements.  It should be sent to the HR Transactional Team either by post (HR Transactional Team, LRI) 
or scanned and sent by email to hrtransactionalteam@uhl-tr.nhs.uk at the earliest opportunity. – 
accompanied by a copy of the MATB1 baby’s mother  
 
Employees should read the Paternity Leave Policy before completing this form. 
 

Surname: 
 

Mrs  �   Miss  �     Ms  �     Dr  � Mr  � 

Forenames: Assignment No: 

 
CMG: 

 
Department/Ward: 
 

 
Ext. No.:  
 

Site:      

 
Line Manager: 
 

 
Line Manager’s Ext: 
 

 
 

 
Home Address: ……………………………………………….………………………………….. 
 
………………………....………………………………….....………………………………………. 
 
 
Post Code: ……………………………     Tel No: …………………………………..………….. 
 
Email address: …………………………………………………………………………………… 
 
 
 

Start Date for Continuous NHS Service:  
 
 ……../……../20……                                    
(NB A period of 3 months or more outside of NHS 
employment constitutes a break in continuous service, 
subject to certain exclusions) 

Fixed Term Contract:   Yes  �     No  � 
 
If ‘Yes’, Fixed Term Contract Expiry 
Date:  ……../……../20……                                    

 
Application for Ordinary Paternity Leave/ Statutory Paternity Pay  
I declare that I am: 
• the biological father of the child, or  
• the mother's spouse or partner, or  
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• have or expect to have responsibility for the child's upbringing, or  
• the partner of the primary adopter or the intended parent (if you’re having a baby through a 

surrogacy arrangement 
 

On becoming a parent: 
Expected Date of Childbirth: 
 
……../……../20……  (from the Mat B1) 

Actual birth date if already occurred: 
  
……../……../20……                                    

 
On becoming an adoptive parent: 
Date the adoption agency advised of the 
match: ……../……../20……  

Date the child is expected to be placed 
(or was placed, if this has already 
occurred): ……../……../20……                                    

 
If adopting from abroad: 
Date the person adopting the child 
received official notification: 
 
……../……../20……  

Date the child is expected to enter (or 
entered) the UK: 
  
……../……../20……                                    

 
Commencement of Ordinary Paternity Leave (OPL): 
I would like my OPL and SPP to start on the date the baby: *is born/ is placed for adoption/ enters 

the UK (if adopting from abroad) – *delete as appropriate Yes  � No  � 
 
If ‘No’, I would like my OPL and SPP to start within 8 weeks of the date the baby is born/is placed 
for adoption/enters the UK (if adopting from abroad), starting [date]:……../……../20……           
 
I want to take leave for* one week/two weeks – *delete as appropriate 
 
 
                           
 
 
 
 
 
 
 
 
 
 
To be completed by line manager 
 
 
Signed: …………………………………..………Date::……../……../20……                                     

 
 
 
 
 

I further declare that: 
• I will have responsibility for the child’s upbringing, and  
• I will be taking leave to care for the child or to support the mother or the person 

adopting the child, and 
• The information I have provided is correct. 

 
Signed: …………………………………..…… Date:  ……../……../20……           
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