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East Dunbartonshire Council
Family Leave Policy Toolkit

Chief Officer & Local Government Employees


Teachers and employees on SNCT Conditions of Service should refer to SNCT Handbook Part 2, Section 7 Family Leave
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1.0 [bookmark: _Toc200123287]Purpose 

This toolkit is designed to support the guidance and information contained within the Family Leave policy and to provide the relevant paperwork which may need to be completed.
2.0 [bookmark: _Toc200123288]Scope 

These guidelines cover all Local Government Employees and Chief Officers and include:
· Pregnancy and Maternity Leave
· Neonatal Care Leave
· Adoption and Surrogacy Leave
· Paternity Leave
· Shared Parental Leave
· Fostering Leave
· Parental Leave
· Carer’s Leave
· Parental Bereavement Leave
· Other support - Fertility Treatment, Breastfeeding, Kinship Care

Teachers and those employed on SNCT Conditions of Service should refer to SNCT Handbook Part 2, Section 7, Family Leave.

3.0 [bookmark: _Toc200123289]Reference and Related Documents

This forms part of the Council’s Policies and Procedure base surrounding employment and certain policies, procedures and toolkits may be referenced throughout this document. This toolkit has been developed to ensure compliance with relevant employment legislation.
This toolkit guidance must be read in conjunction with the Family Leave policy.
4.0 [bookmark: _Toc200123290]Definition

The definitions referred to in the toolkit can be found in Section 4.0 of the Family Leave policy.
5.0 [bookmark: _Toc200123291]Guidance on Processes for Managers and Employees
[bookmark: _Toc81919257][bookmark: _Toc81921286][bookmark: _Toc86752247][bookmark: _Toc86848526][bookmark: _Toc86848640][bookmark: _Toc86851611][bookmark: _Toc86851638][bookmark: _Toc86851754][bookmark: _Toc86852040][bookmark: _Toc90284447][bookmark: _Toc161667678][bookmark: _Toc161668077][bookmark: _Toc161668115][bookmark: _Toc161668148][bookmark: _Toc161668174][bookmark: _Toc161669069][bookmark: _Toc161669150][bookmark: _Toc161669304][bookmark: _Toc161669423][bookmark: _Toc161669458][bookmark: _Toc161933116][bookmark: _Toc163731412][bookmark: _Toc163833797][bookmark: _Toc163834836][bookmark: _Toc163834961][bookmark: _Toc163835016][bookmark: _Toc163835071][bookmark: _Toc163835126][bookmark: _Toc163835181][bookmark: _Toc163835235][bookmark: _Toc164441027][bookmark: _Toc164441617][bookmark: _Toc164441655][bookmark: _Toc164441694][bookmark: _Toc175575426][bookmark: _Toc175575598][bookmark: _Toc175575754][bookmark: _Toc175575794][bookmark: _Toc188626487][bookmark: _Toc198890273][bookmark: _Toc200095566][bookmark: _Toc200097883][bookmark: _Toc200098068][bookmark: _Toc200098244][bookmark: _Toc200105776][bookmark: _Toc200105877][bookmark: _Toc200106438][bookmark: _Toc81919258][bookmark: _Toc81921287][bookmark: _Toc86752248][bookmark: _Toc86848527][bookmark: _Toc86848641][bookmark: _Toc86851612][bookmark: _Toc86851639][bookmark: _Toc86851755][bookmark: _Toc86852041][bookmark: _Toc90284448][bookmark: _Toc161667679][bookmark: _Toc161668078][bookmark: _Toc161668116][bookmark: _Toc161668149][bookmark: _Toc161668175][bookmark: _Toc161669070][bookmark: _Toc161669151][bookmark: _Toc161669305][bookmark: _Toc161669424][bookmark: _Toc161669459][bookmark: _Toc161933117][bookmark: _Toc163731413][bookmark: _Toc163833798][bookmark: _Toc163834837][bookmark: _Toc163834962][bookmark: _Toc163835017][bookmark: _Toc163835072][bookmark: _Toc163835127][bookmark: _Toc163835182][bookmark: _Toc163835236][bookmark: _Toc164441028][bookmark: _Toc164441618][bookmark: _Toc164441656][bookmark: _Toc164441695][bookmark: _Toc175575427][bookmark: _Toc175575599][bookmark: _Toc175575755][bookmark: _Toc175575795][bookmark: _Toc188626488][bookmark: _Toc198890274][bookmark: _Toc200095567][bookmark: _Toc200097884][bookmark: _Toc200098069][bookmark: _Toc200098245][bookmark: _Toc200105777][bookmark: _Toc200105878][bookmark: _Toc200106439]
5.1. [bookmark: _Toc200097885][bookmark: _Toc200098070][bookmark: _Toc200098246][bookmark: _Toc161413772][bookmark: _Toc200123292][bookmark: _Toc10449025][bookmark: _Toc10449103][bookmark: _Toc10449728][bookmark: _Toc10449844][bookmark: _Toc10450013][bookmark: _Toc10453601][bookmark: _Toc10449026][bookmark: _Toc10449104][bookmark: _Toc10449729][bookmark: _Toc10449845][bookmark: _Toc10450014][bookmark: _Toc10453602][bookmark: _Toc10449027][bookmark: _Toc10449105][bookmark: _Toc10449730][bookmark: _Toc10449846][bookmark: _Toc10450015][bookmark: _Toc10453603][bookmark: _Toc10449028][bookmark: _Toc10449106][bookmark: _Toc10449731][bookmark: _Toc10449847][bookmark: _Toc10450016][bookmark: _Toc10453604][bookmark: _Toc10449029][bookmark: _Toc10449107][bookmark: _Toc10449732][bookmark: _Toc10449848][bookmark: _Toc10450017][bookmark: _Toc10453605]Maternity Leave
[bookmark: _Toc23756896][bookmark: _Toc23848493][bookmark: _Toc23848600][bookmark: _Toc23848711][bookmark: _Toc32414488][bookmark: _Toc32414599][bookmark: _Toc32417388][bookmark: _Toc32417684][bookmark: _Toc34118083][bookmark: _Toc34119950][bookmark: _Toc34120068][bookmark: _Toc34123422][bookmark: _Toc34140444][bookmark: _Toc34140559][bookmark: _Toc34141229][bookmark: _Toc34206695][bookmark: _Toc34207590][bookmark: _Toc108176789][bookmark: _Toc110248454][bookmark: _Toc156465520][bookmark: _Toc156465630][bookmark: _Toc156565322][bookmark: _Toc156565432][bookmark: _Toc156565572][bookmark: _Toc156565682][bookmark: _Toc156565793][bookmark: _Toc156566041][bookmark: _Toc156566151][bookmark: _Toc156566455][bookmark: _Toc156566566][bookmark: _Toc156578362][bookmark: _Toc156579300][bookmark: _Toc156579409][bookmark: _Toc156827650][bookmark: _Toc156827771][bookmark: _Toc156827980][bookmark: _Toc156828522][bookmark: _Toc156828633][bookmark: _Toc156828743][bookmark: _Toc156829431][bookmark: _Toc156829543][bookmark: _Toc156829684][bookmark: _Toc159248533][bookmark: _Toc160458614][bookmark: _Toc160458688][bookmark: _Toc160463116][bookmark: _Toc161068357][bookmark: _Toc161413773][bookmark: _Toc161669153][bookmark: _Toc161669307][bookmark: _Toc161669426][bookmark: _Toc161669461][bookmark: _Toc161933119][bookmark: _Toc163731415][bookmark: _Toc163833800][bookmark: _Toc163834839][bookmark: _Toc163834964][bookmark: _Toc163835019][bookmark: _Toc163835074][bookmark: _Toc163835129][bookmark: _Toc163835184][bookmark: _Toc163835238][bookmark: _Toc164441030][bookmark: _Toc164441620][bookmark: _Toc164441658][bookmark: _Toc164441697][bookmark: _Toc175575429][bookmark: _Toc175575601][bookmark: _Toc175575757][bookmark: _Toc175575797][bookmark: _Toc188626490][bookmark: _Toc198890276][bookmark: _Toc200095569][bookmark: _Toc200097887][bookmark: _Toc200098072][bookmark: _Toc200098248][bookmark: _Toc200105779][bookmark: _Toc200105880][bookmark: _Toc200106441][bookmark: _Toc23756897][bookmark: _Toc23848494][bookmark: _Toc23848601][bookmark: _Toc23848712][bookmark: _Toc32414489][bookmark: _Toc32414600][bookmark: _Toc32417389][bookmark: _Toc32417685][bookmark: _Toc34118084][bookmark: _Toc34119951][bookmark: _Toc34120069][bookmark: _Toc34123423][bookmark: _Toc34140445][bookmark: _Toc34140560][bookmark: _Toc34141230][bookmark: _Toc34206696][bookmark: _Toc34207591][bookmark: _Toc108176790][bookmark: _Toc110248455][bookmark: _Toc156465521][bookmark: _Toc156465631][bookmark: _Toc156565323][bookmark: _Toc156565433][bookmark: _Toc156565573][bookmark: _Toc156565683][bookmark: _Toc156565794][bookmark: _Toc156566042][bookmark: _Toc156566152][bookmark: _Toc156566456][bookmark: _Toc156566567][bookmark: _Toc156578363][bookmark: _Toc156579301][bookmark: _Toc156579410][bookmark: _Toc156827651][bookmark: _Toc156827772][bookmark: _Toc156827981][bookmark: _Toc156828523][bookmark: _Toc156828634][bookmark: _Toc156828744][bookmark: _Toc156829432][bookmark: _Toc156829544][bookmark: _Toc156829685][bookmark: _Toc159248534][bookmark: _Toc160458615][bookmark: _Toc160458689][bookmark: _Toc160463117][bookmark: _Toc161068358][bookmark: _Toc161413774][bookmark: _Toc161669154][bookmark: _Toc161669308][bookmark: _Toc161669427][bookmark: _Toc161669462][bookmark: _Toc161933120][bookmark: _Toc163731416][bookmark: _Toc163833801][bookmark: _Toc163834840][bookmark: _Toc163834965][bookmark: _Toc163835020][bookmark: _Toc163835075][bookmark: _Toc163835130][bookmark: _Toc163835185][bookmark: _Toc163835239][bookmark: _Toc164441031][bookmark: _Toc164441621][bookmark: _Toc164441659][bookmark: _Toc164441698][bookmark: _Toc175575430][bookmark: _Toc175575602][bookmark: _Toc175575758][bookmark: _Toc175575798][bookmark: _Toc188626491][bookmark: _Toc198890277][bookmark: _Toc200095570][bookmark: _Toc200097888][bookmark: _Toc200098073][bookmark: _Toc200098249][bookmark: _Toc200105780][bookmark: _Toc200105881][bookmark: _Toc200106442][bookmark: _Toc161413775]Refer to section 5.1 of the Family Leave Policy

Notification of Pregnancy

It is essential that employees complete the application for ‘Maternity, Paternity and Adoption Leave & Pay’ form and notify the Employee Services team no later than 24 weeks before the expected week of childbirth, by clicking on the following link:
www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ 





The employee must also give their line manager their Maternity Certificate form (MATB1) which should be provided by their doctor or midwife, stating their ‘Expected Week of Childbirth’. This must be done as soon as reasonably practical, for further information visit:

www.gov.uk/government/publications/maternity-certificate-mat-b1-guidance-for-health-professionals/maternity-certificate-form-mat-b1-guidance-on-completion
[bookmark: _Toc161413776]
Changing the start date of maternity leave 

Any change to the intended start date must be submitted in writing or by email, if the reason for the change of date is not due to the child(ren) being born early. The line manager must then notify Employee Services (email: employeeservices@eastdunbarton.gov.uk) of the change, so payroll can be updated, and new documentation produced. 

[bookmark: _Toc161413777]Risk Assessment Procedures

The Risk Assessment form Appendix 2 should be completed for all pregnant employees including for training courses or other activities outwith the daily workplace of the employee. The risk assessment should be reviewed on a regular basis to ensure all risks are appropriately assessed throughout an employee’s pregnancy.

Advice regarding risk assessments can be accessed at the following links:

Protecting pregnant workers and new mothers - Risk assessment (hse.gov.uk)

Health at work during pregnancy - Maternity leave and pay - Acas

[bookmark: _Toc161413778][bookmark: _Hlk156578205]Further advice can be sought from the Health and Safety Team (email:  Health.Safety@eastdunbarton.gov.uk).

Antenatal Care

A Special Leave form Appendix 3 should be completed to request time off for ante-natal appointments. 

Father’s to be/partners of pregnant women are entitled to unpaid time off to attend two ante-natal appointments and must complete a Special Leave form Appendix 3 to request this time off.
[bookmark: _Toc200097893][bookmark: _Toc200098078][bookmark: _Toc200098254][bookmark: _Toc200097894][bookmark: _Toc200098079][bookmark: _Toc200098255]Birth prior to planned Maternity Leave

Where an employee’s baby is born before their maternity leave period is due to start, the employee, or their partner, should contact the EDC line manager and make them aware that the baby has been born early. The line manager will contact both Employee Services (employeeservices@eastdunbarton.gov.uk) and Payroll Services (payroll@eastdunbarton.gov.uk) by email to ensure payroll has been amended. 

Miscarriage or Stillbirth

Miscarriage
In the unfortunate event that an employee loses the child they are carrying before the 24th week of the pregnancy they will be entitled to up to 2 weeks’ paid leave. This will be classed as Special Leave and can be requested using the Special Leave form Appendix 3, this form can be completed by the employee on return to work if required. This entitlement is from day one of employment.


Stillbirth
If a stillbirth occurs on or after the 24th week of the pregnancy maternity leave provisions will apply and partners will be entitled to take paternity leave.

The employee or their partner should notify the EDC line manager and make them aware of the situation. 

Practical and Emotional Support

The Employee Assistance Programme – “Time for Talking” www.eastdunbarton.gov.uk/employee-zone/wellbeing/employee-assistance-programme can offer a range of practical and emotional support that may be relevant to employees who have had a miscarriage or stillbirth.

There are also lots of charities and other specialist support groups who offer information and support about pregnancy loss. Here are some that you might find helpful:

· The Miscarriage Association – The Miscarriage Association – offers support and information for anyone affected by pregnancy loss. It provides a staffed helpline, live chat and email service, and a comprehensive website, along with online and in-person peer support groups. https://www.miscarriageassociation.org.uk/  

· Petals – provides specialist support and counselling after pregnancy loss. https://www.petalscharity.org/ 

· Tommy's - a charity that funds research into pregnancy problems and provides information for parents-to-be. https://www.tommys.org/ 

· SANDS - can offer you support if your baby dies during pregnancy or after birth. https://www.sands.org.uk/ 

· ARC - a national charity offering parents support through antenatal screening and its consequences, including bereavement. https://www.arc-uk.org/ 

Keeping in Touch Days (KIT)

KIT days should be arranged by agreement with the line manager and will be paid at the normal hourly rate of employee pay inclusive of SMP, SAP or Maternity Allowance, as appropriate for any hours of work undertaken.

Line managers should agree KIT days with the employee in advance then complete the form and submit online after KIT days have been worked – the form can be found on the EDC Employee Zone:

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/

Notification of Return

Employees must complete and return the Return to Work following Maternity/ Adoption Leave form Appendix 4 no later than 8 weeks before the intended date of return in order for reinstatement to payroll. 



[bookmark: _Hlk161927797]
Failure to Return to Work following Maternity/Adoption Leave 

If an employee leaves the Council’s employment within the 3-month period, they will be expected to repay half of the Occupational Maternity/Adoption element of their pay. 
The line manager must complete a Change of Details - Termination form which is available on the Employee Zone:
www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/
5.2. [bookmark: _Toc200123293]Neonatal Care Leave (NCL)
Refer to section 5.2 of the Family Leave Policy
Neonatal Care Leave is a day one right and applies to parents of babies who are admitted into neonatal care up to 28 days old and who have a continuous stay in hospital of 7 full days or longer.  These measures will allow parents to take up to 12 weeks of leave (and, if eligible statutory pay) on top of any other leave they may be entitled to, including maternity, adoption, shared parental and paternity leave.
Notice Periods
Employees must give notice for Neonatal Care Leave and Statutory Neonatal Care Pay, and if they are eligible, they should give notice for pay and leave at the same time.
The rules for giving notice depend on whether the employee is requesting Tier 1 or Tier 2 leave. The Employee (or representative) should contact the Line Manager who should email Employee Services (employeeservices@eastdunbarton.gov.uk) to request the leave.

Tier 1 leave notice (while the baby is in neonatal care, or in the first week after)

When a baby needs neonatal care it can be an upsetting and stressful time for parents, especially in the first few weeks. Managers should be flexible and compassionate and they may allow for someone else to tell them what has happened straight away, i.e. a friend or family member.
Employees should give notice before they are due to start work, but can initially give notice by phone, voicemail or text message that they wish to take neonatal care leave.
After 1 week formal notice for leave must be given by the employee in writing, i.e. email or letter giving the required information detailed below.

Tier 2 leave notice (where the baby left neonatal care more than a week ago)

Formal notice for Tier 2 leave must be given in writing and must be taken in one block of leave and should meet the requirements below:
· One week of Tier 2 NCL – 15 calendar days notice
· Two or more weeks of Tier 2 NLC – 28 calendar days notice

Tier 1 & 2 Leave Formal Notice Information Required:

· The employees name
· The baby’s date of birth and, if adopted, the date they were place with them (or the date the baby entered the UK if adopted from overseas)
· The start and end date of the baby’s neonatal care – or each date if the child received neonatal care on 2 or more separate occasions
· The type of neonatal care leave being taken – Type 1 or Type 2
· When they want their neonatal care leave to begin
· How many weeks of leave they are taking
· Confirmation they are taking the leave and pay to care for the child
· Confirmation of parental responsibility for the child, if this is the first time they are giving notice for Neonatal Care Pay and Leave

In cases of multiple births, the employee should provide this information for each child.

Cancelling Neonatal Care Leave and Pay

Employees cannot cancel notice for leave if the baby is in neonatal care (or in the first week after) Tier 1.
If it is more than a week since the baby left neonatal care Tier 2, an employee can cancel leave by giving written notice:
· For one week of leave – at least 15 days before the leave was due to start
· For 2 or more weeks of leave – at least 28 days before the leave was due to start

If the baby dies after being in neonatal care

In the sad circumstances that a baby dies after being in neonatal care an employee may still be eligible for neonatal care leave and pay if:
· The baby was in neonatal care for 7 consecutive days or more
· they provided notice for neonatal care leave before or after the death

The neonatal care leave can start the day after the child dies. If other leave has already been booked, for example maternity, adoption or paternity leave, that must be taken first.
This will be in addition to parental bereavement leave (see section 5.10 of the policy).
Support for employees

Managers should ensure that employees are aware of support available to them detailed later in this toolkit and on the Employee Zone (www.eastdunbarton.gov.uk/employee-zone/) wellbeing pages

5.3. [bookmark: _Toc200123294]Adoption, Surrogacy and ‘Foster to Adopt’ Leave including Overseas Adoptions
Refer to section 5.3 of the Family Leave Policy
An employee who qualifies for adoption/surrogacy leave must notify their line manager in line with the timeframes detailed within the Family Leave Policy. For employees who are adopting, they must complete the Application for Maternity, Paternity and Adoption Leave & Pay form which is available on the following link:
www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ 
or by completing the form at Appendix 5
and provide a Matching Certificate from the approved adoption agency as evidence of entitlement to adoption leave and pay and emailing to employeeservices@eastdunbarton.gov.uk

Adoption Appointments - The main adopter is entitled to paid time off for up to 5 adoption appointments. The secondary adopter is entitled to unpaid time off for up to 2 appointments. Time off can be requested by completing the Special Leave form Appendix 3 and submitting this to their line manager who will email it to employeeservices@eastdunbarton.gov.uk

[bookmark: _Toc164441042][bookmark: _Toc164441632][bookmark: _Toc164441670][bookmark: _Toc164441709][bookmark: _Toc175575441][bookmark: _Toc175575613][bookmark: _Toc175575769][bookmark: _Toc175575809][bookmark: _Toc188626503][bookmark: _Toc198890291][bookmark: _Toc200095582][bookmark: _Toc200097906][bookmark: _Toc200098088][bookmark: _Toc200098263][bookmark: _Toc200105792][bookmark: _Toc200105884][bookmark: _Toc200106445][bookmark: _Toc164441043][bookmark: _Toc164441633][bookmark: _Toc164441671][bookmark: _Toc164441710][bookmark: _Toc175575442][bookmark: _Toc175575614][bookmark: _Toc175575770][bookmark: _Toc175575810][bookmark: _Toc188626504][bookmark: _Toc198890292][bookmark: _Toc200095583][bookmark: _Toc200097907][bookmark: _Toc200098089][bookmark: _Toc200098264][bookmark: _Toc200105793][bookmark: _Toc200105885][bookmark: _Toc200106446][bookmark: _Toc164441044][bookmark: _Toc164441634][bookmark: _Toc164441672][bookmark: _Toc164441711][bookmark: _Toc175575443][bookmark: _Toc175575615][bookmark: _Toc175575771][bookmark: _Toc175575811][bookmark: _Toc188626505][bookmark: _Toc198890293][bookmark: _Toc200095584][bookmark: _Toc200097908][bookmark: _Toc200098090][bookmark: _Toc200098265][bookmark: _Toc200105794][bookmark: _Toc200105886][bookmark: _Toc200106447]Further advice can be obtained from the HR Case Adviser to discuss individual circumstances. 
[bookmark: _Toc161413794]
Notification of Return from Adoption/Surrogacy Leave

Employees must complete and return the ‘Return to Work Following Maternity/ Adoption Leave’ form Appendix 4 no later than 8 weeks before the intended date of reinstatement to payroll.  
[bookmark: _Toc108176818][bookmark: _Toc110248483]Further advice can be obtained from the HR Case Adviser team (hrcaseadvisors@eastdunbarton.gov.uk) to discuss any individual cases. 
Annual Leave Entitlement during Maternity/Adoption Leave

Annual leave and public holiday entitlements continue to accrue throughout the 52 weeks of maternity/adoption/surrogacy leave. If an employee wishes to take annual leave at the end of their leave period this should be requested on their Return-to-Work following Maternity/Adoption Leave form Appendix 4.

For term-time employees, advice can be obtained from Employee Services (employeeservices@eastdunbarton.gov.uk)) in relation to accrued leave during maternity/adoption/surrogacy Leave.

5.4. [bookmark: _Toc200123295]Paternity Leave
[bookmark: _Toc10449057][bookmark: _Toc10449135][bookmark: _Toc10449760][bookmark: _Toc10449876][bookmark: _Toc10450045][bookmark: _Toc10453633][bookmark: _Toc19877438][bookmark: _Toc19877617][bookmark: _Toc19877693][bookmark: _Toc21432900][bookmark: _Toc22895640][bookmark: _Toc22896856][bookmark: _Toc23163858][bookmark: _Toc23341776][bookmark: _Toc23420746][bookmark: _Toc23756932][bookmark: _Toc23848529][bookmark: _Toc23848641][bookmark: _Toc23848752][bookmark: _Toc32414505][bookmark: _Toc32414616][bookmark: _Toc32417405][bookmark: _Toc32417701][bookmark: _Toc34118096][bookmark: _Toc34119963][bookmark: _Toc34120081][bookmark: _Toc34123435][bookmark: _Toc34140457][bookmark: _Toc34140572][bookmark: _Toc34141242][bookmark: _Toc34206708][bookmark: _Toc34207603][bookmark: _Toc108176825][bookmark: _Toc110248490][bookmark: _Toc156465557][bookmark: _Toc156465667][bookmark: _Toc156565359][bookmark: _Toc156565469][bookmark: _Toc156565609][bookmark: _Toc156565719][bookmark: _Toc156565830][bookmark: _Toc156566078][bookmark: _Toc156566189][bookmark: _Toc156566493][bookmark: _Toc156566604][bookmark: _Toc156578399][bookmark: _Toc156579337][bookmark: _Toc156579446][bookmark: _Toc156827687][bookmark: _Toc156827808][bookmark: _Toc156828017][bookmark: _Toc156828559][bookmark: _Toc156828670][bookmark: _Toc156828780][bookmark: _Toc156829468][bookmark: _Toc156829580][bookmark: _Toc156829721][bookmark: _Toc159248558][bookmark: _Toc160458636][bookmark: _Toc160458710][bookmark: _Toc160463138][bookmark: _Toc161068379][bookmark: _Toc161413795][bookmark: _Toc161933132][bookmark: _Toc163731428][bookmark: _Toc163833813][bookmark: _Toc163834852][bookmark: _Toc163834977][bookmark: _Toc163835032][bookmark: _Toc163835087][bookmark: _Toc163835142][bookmark: _Toc163835197][bookmark: _Toc163835251]Refer to section 5.5 of the Family Leave Policy
Qualifying employees must inform the Council of their request to take paternity leave by completing the online Maternity, Paternity and Adoption Leave & Pay application form by clicking on the following link:
www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ 
OR by completing the Paternity Leave application form Appendix 6 and emailing it to  employeeservices@eastdunbarton.gov.uk
If the employee wants to change when they start paternity leave, they must give the Council 28 days' notice of the change, unless the baby is overdue. The employee should resubmit their application form, having first discussed this with their line manager.
[bookmark: _Toc200123296][bookmark: _Toc161413804]

5.5. [bookmark: _Toc10449062][bookmark: _Toc10449140][bookmark: _Toc10449765][bookmark: _Toc10449881][bookmark: _Toc10450050][bookmark: _Toc10453638][bookmark: _Toc19877443][bookmark: _Toc19877622][bookmark: _Toc19877698][bookmark: _Toc21432905][bookmark: _Toc22895647][bookmark: _Toc22896862][bookmark: _Toc23163864][bookmark: _Toc23341782][bookmark: _Toc23420752][bookmark: _Toc23756938][bookmark: _Toc23848541][bookmark: _Toc23848653][bookmark: _Toc23848765][bookmark: _Toc32414543][bookmark: _Toc32414654][bookmark: _Toc32417446][bookmark: _Toc32417742][bookmark: _Toc34118130][bookmark: _Toc34119997][bookmark: _Toc34120115][bookmark: _Toc34123469][bookmark: _Toc34140491][bookmark: _Toc34140606][bookmark: _Toc34141276][bookmark: _Toc34206742][bookmark: _Toc34207637][bookmark: _Toc108176836][bookmark: _Toc110248501][bookmark: _Toc156465568][bookmark: _Toc156465678][bookmark: _Toc156565370][bookmark: _Toc156565480][bookmark: _Toc156565620][bookmark: _Toc156565730][bookmark: _Toc156565841][bookmark: _Toc156566089][bookmark: _Toc156566200][bookmark: _Toc156566504][bookmark: _Toc156566615][bookmark: _Toc156578410][bookmark: _Toc156579348][bookmark: _Toc156579457][bookmark: _Toc156827698][bookmark: _Toc156827819][bookmark: _Toc156828028][bookmark: _Toc156828570][bookmark: _Toc156828681][bookmark: _Toc156828791][bookmark: _Toc156829479][bookmark: _Toc156829591][bookmark: _Toc156829732][bookmark: _Toc159248568][bookmark: _Toc160458646][bookmark: _Toc160458720][bookmark: _Toc160463148][bookmark: _Toc161068389][bookmark: _Toc161413805][bookmark: _Toc161933142][bookmark: _Toc163731438][bookmark: _Toc163833823][bookmark: _Toc163834862]Shared Parental Leave (SPL) 
Refer to section 5.6 and Appendix 1 of the Family Leave Policy
Eligibility for SPL
To be eligible for Shared Parental Leave:
	Shared Parental Leave (SPL)
	Shared Parental Pay (ShPP)

	· The employee must have 26 weeks’ continuous employment ending with the 15th week before the baby’s expected due date or placement and is still employed one week before any period of Shared Parental Leave period. 
· The Mother/Main Adopter must have given notice to the employer to end their Maternity/Adoption leave and/or pay early.
· Is entitled to Statutory Maternity/Adoption Leave and Pay or Maternity Allowances in respect of the child.

	· The employee must meet the qualifying conditions of Shared Parental Leave; and
· Be entitled to Statutory Maternity Pay (SMP), Statutory Adoption Pay (SAP) or Statutory Paternity Pay. 



Maternity/Adoption Leave Curtailment notice form Appendix 7 the mother/main adopter will be required to curtail their maternity leave before SPL can be provided to their partner
Application for Shared Parental Leave /Notice of Entitlement and Intention form Appendix 8 (to be completed by mother/main adopter if employed by the Council) 
Period of Leave Notice forms Appendix 9 (a maximum of three requests per pregnancy by each parent) to be completed not less than eight weeks before the start date of the first period of SPL requested in the notice.
Line managers should meet with the employee to discuss the employees request for leave within 10 working days of receipt of the “Period of Leave Notice”.
Withdrawal of Maternity/Adoption Leave Curtailment notice – Employees should withdraw their notice by writing to or emailing their line manager. The line manager must inform Employee Services as soon as possible.
Cancellation of Application /Notice of entitlement and intention – Employees should withdraw their notice by writing to or emailing their line manager no less than 8 weeks before leave was due to commence. The line manager must inform Employee Services as soon as possible.
Variation of Application /Notice of entitlement and intention – Employees should complete a new Application/ Notice of entitlement and intention form, Appendix 8/8a, and tick it is a variation.
Cancellation of Period of Leave Notice – Employees should withdraw their notice by writing to or emailing their line manager no less than 8 weeks before leave was due to commence. The line manager must inform Employee Services as soon as possible.
Variation of Period of Leave Notice - Employees should complete a new Period of Leave Notice form, Appendix 9, and tick it is a variation.
Contact while on SPL – Keeping in Touch Days - SPLIT
SPLIT days should be arranged by agreement with the line manager and will be paid at the normal hourly rate of employee pay inclusive of ShPP, as appropriate for any hours of work undertaken.
Line managers should agree SPLIT days with the employee in advance then complete the form and submit online after days have been worked – the form can be found on the EDC Employee Zone on the link below under the KIT days form:
www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/
The line manager is required to complete the form for any work carried out by the employee on SPLIT days, in order for the employee’s pay to be adjusted accordingly.

Shared Parental Leave rates:
For information on shared parental pay rates which are set on a yearly basis information can be found on https://www.gov.uk/shared-parental-leave-and-pay.
5.6. [bookmark: _Toc161413813][bookmark: _Toc200123297]Fostering
Refer to section 5.7 of the Family Leave Policy
[bookmark: _Toc10449047][bookmark: _Toc10449125][bookmark: _Toc10449750][bookmark: _Toc10449866][bookmark: _Toc10450035][bookmark: _Toc10453623][bookmark: _Toc19877428][bookmark: _Toc19877607][bookmark: _Toc19877683][bookmark: _Toc21432890][bookmark: _Toc22895627][bookmark: _Toc22896843][bookmark: _Toc23163845][bookmark: _Toc23341763][bookmark: _Toc23420733][bookmark: _Toc23756919][bookmark: _Toc23848516][bookmark: _Toc23848623][bookmark: _Toc23848734][bookmark: _Toc32414525][bookmark: _Toc32414636][bookmark: _Toc32417425][bookmark: _Toc32417721][bookmark: _Toc34118115][bookmark: _Toc34119982][bookmark: _Toc34120100][bookmark: _Toc34123454][bookmark: _Toc34140476][bookmark: _Toc34140591][bookmark: _Toc34141261][bookmark: _Toc34206727][bookmark: _Toc34207622][bookmark: _Toc108176863][bookmark: _Toc110248528][bookmark: _Toc156465595][bookmark: _Toc156465705][bookmark: _Toc156565397][bookmark: _Toc156565507][bookmark: _Toc156565647][bookmark: _Toc156565757][bookmark: _Toc156565868][bookmark: _Toc156566116][bookmark: _Toc156566227][bookmark: _Toc156566531][bookmark: _Toc156566642][bookmark: _Toc156578437][bookmark: _Toc156579374][bookmark: _Toc156579483][bookmark: _Toc156827724][bookmark: _Toc156827845][bookmark: _Toc156828054][bookmark: _Toc156828597][bookmark: _Toc156828707][bookmark: _Toc156828817][bookmark: _Toc156829507][bookmark: _Toc156829619][bookmark: _Toc156829759][bookmark: _Toc159248591][bookmark: _Toc160458664][bookmark: _Toc160458738][bookmark: _Toc160463166][bookmark: _Toc161068407][bookmark: _Toc22895628][bookmark: _Toc22896844][bookmark: _Toc23163846][bookmark: _Toc23341764][bookmark: _Toc23420734][bookmark: _Toc23756920][bookmark: _Toc23848517][bookmark: _Toc23848624][bookmark: _Toc23848735][bookmark: _Toc32414526][bookmark: _Toc32414637][bookmark: _Toc32417426][bookmark: _Toc32417722][bookmark: _Toc34118116][bookmark: _Toc34119983][bookmark: _Toc34120101][bookmark: _Toc34123455][bookmark: _Toc34140477][bookmark: _Toc34140592][bookmark: _Toc34141262][bookmark: _Toc34206728][bookmark: _Toc34207623][bookmark: _Toc108176864][bookmark: _Toc110248529][bookmark: _Toc156465596][bookmark: _Toc156465706][bookmark: _Toc156565398][bookmark: _Toc156565508][bookmark: _Toc156565648][bookmark: _Toc156565758][bookmark: _Toc156565869][bookmark: _Toc156566117][bookmark: _Toc156566228][bookmark: _Toc156566532][bookmark: _Toc156566643][bookmark: _Toc156578438][bookmark: _Toc156579375][bookmark: _Toc156579484][bookmark: _Toc156827725][bookmark: _Toc156827846][bookmark: _Toc156828055][bookmark: _Toc156828598][bookmark: _Toc156828708][bookmark: _Toc156828818][bookmark: _Toc156829508][bookmark: _Toc156829620][bookmark: _Toc156829760][bookmark: _Toc159248592][bookmark: _Toc160458665][bookmark: _Toc160458739][bookmark: _Toc160463167][bookmark: _Toc161068408][bookmark: _Toc161413814][bookmark: _Toc161933151][bookmark: _Toc163731449][bookmark: _Toc163833834][bookmark: _Toc163834873][bookmark: _Toc163834996][bookmark: _Toc163835051][bookmark: _Toc163835106][bookmark: _Toc163835161][bookmark: _Toc163835216][bookmark: _Toc163835270][bookmark: _Toc164441048][bookmark: _Toc164441638][bookmark: _Toc164441676][bookmark: _Toc164441715][bookmark: _Toc175575447][bookmark: _Toc175575619][bookmark: _Toc175575775][bookmark: _Toc175575815][bookmark: _Toc188626509][bookmark: _Toc198890297][bookmark: _Toc200095588][bookmark: _Toc200097912][bookmark: _Toc200098094][bookmark: _Toc200098269][bookmark: _Toc200105798][bookmark: _Toc200105890][bookmark: _Toc200106451][bookmark: _Toc22895629][bookmark: _Toc22896845][bookmark: _Toc23163847][bookmark: _Toc23341765][bookmark: _Toc23420735][bookmark: _Toc23756921][bookmark: _Toc23848518][bookmark: _Toc23848625][bookmark: _Toc23848736][bookmark: _Toc32414527][bookmark: _Toc32414638][bookmark: _Toc32417427][bookmark: _Toc32417723][bookmark: _Toc34118117][bookmark: _Toc34119984][bookmark: _Toc34120102][bookmark: _Toc34123456][bookmark: _Toc34140478][bookmark: _Toc34140593][bookmark: _Toc34141263][bookmark: _Toc34206729][bookmark: _Toc34207624][bookmark: _Toc108176865][bookmark: _Toc110248530][bookmark: _Toc156465597][bookmark: _Toc156465707][bookmark: _Toc156565399][bookmark: _Toc156565509][bookmark: _Toc156565649][bookmark: _Toc156565759][bookmark: _Toc156565870][bookmark: _Toc156566118][bookmark: _Toc156566229][bookmark: _Toc156566533][bookmark: _Toc156566644][bookmark: _Toc156578439][bookmark: _Toc156579376][bookmark: _Toc156579485][bookmark: _Toc156827726][bookmark: _Toc156827847][bookmark: _Toc156828056][bookmark: _Toc156828599][bookmark: _Toc156828709][bookmark: _Toc156828819][bookmark: _Toc156829509][bookmark: _Toc156829621][bookmark: _Toc156829761][bookmark: _Toc159248593][bookmark: _Toc160458666][bookmark: _Toc160458740][bookmark: _Toc160463168][bookmark: _Toc161068409][bookmark: _Toc161413815][bookmark: _Toc161933152][bookmark: _Toc163731450][bookmark: _Toc163833835][bookmark: _Toc163834874][bookmark: _Toc163834997][bookmark: _Toc163835052][bookmark: _Toc163835107][bookmark: _Toc163835162][bookmark: _Toc163835217][bookmark: _Toc163835271][bookmark: _Toc164441049][bookmark: _Toc164441639][bookmark: _Toc164441677][bookmark: _Toc164441716][bookmark: _Toc175575448][bookmark: _Toc175575620][bookmark: _Toc175575776][bookmark: _Toc175575816][bookmark: _Toc188626510][bookmark: _Toc198890298][bookmark: _Toc200095589][bookmark: _Toc200097913][bookmark: _Toc200098095][bookmark: _Toc200098270][bookmark: _Toc200105799][bookmark: _Toc200105891][bookmark: _Toc200106452][bookmark: _Toc22895630][bookmark: _Toc22896846][bookmark: _Toc23163848][bookmark: _Toc23341766][bookmark: _Toc23420736][bookmark: _Toc23756922][bookmark: _Toc23848519][bookmark: _Toc23848626][bookmark: _Toc23848737][bookmark: _Toc32414528][bookmark: _Toc32414639][bookmark: _Toc32417428][bookmark: _Toc32417724][bookmark: _Toc34118118][bookmark: _Toc34119985][bookmark: _Toc34120103][bookmark: _Toc34123457][bookmark: _Toc34140479][bookmark: _Toc34140594][bookmark: _Toc34141264][bookmark: _Toc34206730][bookmark: _Toc34207625][bookmark: _Toc108176866][bookmark: _Toc110248531][bookmark: _Toc156465598][bookmark: _Toc156465708][bookmark: _Toc156565400][bookmark: _Toc156565510][bookmark: _Toc156565650][bookmark: _Toc156565760][bookmark: _Toc156565871][bookmark: _Toc156566119][bookmark: _Toc156566230][bookmark: _Toc156566534][bookmark: _Toc156566645][bookmark: _Toc156578440][bookmark: _Toc156579377][bookmark: _Toc156579486][bookmark: _Toc156827727][bookmark: _Toc156827848][bookmark: _Toc156828057][bookmark: _Toc156828600][bookmark: _Toc156828710][bookmark: _Toc156828820][bookmark: _Toc156829510][bookmark: _Toc156829622][bookmark: _Toc156829762][bookmark: _Toc159248594][bookmark: _Toc160458667][bookmark: _Toc160458741][bookmark: _Toc160463169][bookmark: _Toc161068410][bookmark: _Toc161413816][bookmark: _Toc161933153][bookmark: _Toc163731451][bookmark: _Toc163833836][bookmark: _Toc163834875][bookmark: _Toc163834998][bookmark: _Toc163835053][bookmark: _Toc163835108][bookmark: _Toc163835163][bookmark: _Toc163835218][bookmark: _Toc163835272][bookmark: _Toc164441050][bookmark: _Toc164441640][bookmark: _Toc164441678][bookmark: _Toc164441717][bookmark: _Toc175575449][bookmark: _Toc175575621][bookmark: _Toc175575777][bookmark: _Toc175575817][bookmark: _Toc188626511][bookmark: _Toc198890299][bookmark: _Toc200095590][bookmark: _Toc200097914][bookmark: _Toc200098096][bookmark: _Toc200098271][bookmark: _Toc200105800][bookmark: _Toc200105892][bookmark: _Toc200106453]To apply for Fostering Leave, the employee should complete the Special Leave form Appendix 3 and submit this to their line manager who will email it to employeeservices@eastdunbarton.gov.uk
5.7. [bookmark: _Toc161413817][bookmark: _Toc200123298]Parental Leave
Refer to section 5.8 of the Family Leave Policy
To apply for unpaid Parental Leave, the Application to Qualify for Parental Leave form Appendix 10 or by clicking on the  link below, must be completed, and submitted to the line manager along with a copy of the child’s birth certificate, or adoption papers or the date of placement in adoptions cases, before forwarding to the Employee Services team (employeeservices@eastdunbarton.gov.uk).
www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - See ‘Other Forms’ section

Evidence of entitlement to parental leave need only be given once in respect of each child.
[bookmark: _Toc10449082][bookmark: _Toc10449160][bookmark: _Toc10449785][bookmark: _Toc10449901][bookmark: _Toc10450070][bookmark: _Toc10453658][bookmark: _Toc19877463][bookmark: _Toc19877642][bookmark: _Toc19877718][bookmark: _Toc21432925][bookmark: _Toc22895669][bookmark: _Toc22896883][bookmark: _Toc23163885][bookmark: _Toc23341803][bookmark: _Toc23420773][bookmark: _Toc23756959][bookmark: _Toc23848568][bookmark: _Toc23848680][bookmark: _Toc23848792][bookmark: _Toc32414570][bookmark: _Toc32414681][bookmark: _Toc32417473][bookmark: _Toc32417769][bookmark: _Toc34118157][bookmark: _Toc34120024][bookmark: _Toc34120142][bookmark: _Toc34123494][bookmark: _Toc34140516][bookmark: _Toc34140631][bookmark: _Toc34141301][bookmark: _Toc34206767][bookmark: _Toc34207662][bookmark: _Toc108176868][bookmark: _Toc110248533][bookmark: _Toc156465600][bookmark: _Toc156465710][bookmark: _Toc156565402][bookmark: _Toc156565512][bookmark: _Toc156565652][bookmark: _Toc156565762][bookmark: _Toc156565873][bookmark: _Toc156566121][bookmark: _Toc156566232][bookmark: _Toc156566536][bookmark: _Toc156566647][bookmark: _Toc156578442][bookmark: _Toc156579379][bookmark: _Toc156579488][bookmark: _Toc156827729][bookmark: _Toc156827850][bookmark: _Toc156828059][bookmark: _Toc156828602][bookmark: _Toc156828712][bookmark: _Toc156828822][bookmark: _Toc156829512][bookmark: _Toc156829624][bookmark: _Toc156829764][bookmark: _Toc159248596][bookmark: _Toc22896884][bookmark: _Toc23163886][bookmark: _Toc23341804][bookmark: _Toc23420774][bookmark: _Toc23756960][bookmark: _Toc23848569][bookmark: _Toc23848681][bookmark: _Toc23848793][bookmark: _Toc32414571][bookmark: _Toc32414682][bookmark: _Toc32417474][bookmark: _Toc32417770][bookmark: _Toc34118158][bookmark: _Toc34120025][bookmark: _Toc34120143][bookmark: _Toc34123495][bookmark: _Toc34140517][bookmark: _Toc34140632][bookmark: _Toc34141302][bookmark: _Toc34206768][bookmark: _Toc34207663][bookmark: _Toc108176869][bookmark: _Toc110248534][bookmark: _Toc156465601][bookmark: _Toc156465711][bookmark: _Toc156565403][bookmark: _Toc156565513][bookmark: _Toc156565653][bookmark: _Toc156565763][bookmark: _Toc156565874][bookmark: _Toc156566122][bookmark: _Toc156566233][bookmark: _Toc156566537][bookmark: _Toc156566648][bookmark: _Toc156578443][bookmark: _Toc156579380][bookmark: _Toc156579489][bookmark: _Toc156827730][bookmark: _Toc156827851][bookmark: _Toc156828060][bookmark: _Toc156828603][bookmark: _Toc156828713][bookmark: _Toc156828823][bookmark: _Toc156829513][bookmark: _Toc156829625][bookmark: _Toc156829765][bookmark: _Toc159248597][bookmark: _Toc22896885][bookmark: _Toc23163887][bookmark: _Toc23341805][bookmark: _Toc23420775][bookmark: _Toc23756961][bookmark: _Toc23848570][bookmark: _Toc23848682][bookmark: _Toc23848794][bookmark: _Toc32414572][bookmark: _Toc32414683][bookmark: _Toc32417475][bookmark: _Toc32417771][bookmark: _Toc34118159][bookmark: _Toc34120026][bookmark: _Toc34120144][bookmark: _Toc34123496][bookmark: _Toc34140518][bookmark: _Toc34140633][bookmark: _Toc34141303][bookmark: _Toc34206769][bookmark: _Toc34207664][bookmark: _Toc108176870][bookmark: _Toc110248535][bookmark: _Toc156465602][bookmark: _Toc156465712][bookmark: _Toc156565404][bookmark: _Toc156565514][bookmark: _Toc156565654][bookmark: _Toc156565764][bookmark: _Toc156565875][bookmark: _Toc156566123][bookmark: _Toc156566234][bookmark: _Toc156566538][bookmark: _Toc156566649][bookmark: _Toc156578444][bookmark: _Toc156579381][bookmark: _Toc156579490][bookmark: _Toc156827731][bookmark: _Toc156827852][bookmark: _Toc156828061][bookmark: _Toc156828604][bookmark: _Toc156828714][bookmark: _Toc156828824][bookmark: _Toc156829514][bookmark: _Toc156829626][bookmark: _Toc156829766][bookmark: _Toc159248598][bookmark: _Toc23848571][bookmark: _Toc23848683][bookmark: _Toc23848795][bookmark: _Toc32414573][bookmark: _Toc32414684][bookmark: _Toc32417476][bookmark: _Toc32417772][bookmark: _Toc34118160][bookmark: _Toc34120027][bookmark: _Toc34120145][bookmark: _Toc34123497][bookmark: _Toc34140519][bookmark: _Toc34140634][bookmark: _Toc34141304][bookmark: _Toc34206770][bookmark: _Toc34207665][bookmark: _Toc108176871][bookmark: _Toc110248536][bookmark: _Toc156465603][bookmark: _Toc156465713][bookmark: _Toc156565405][bookmark: _Toc156565515][bookmark: _Toc156565655][bookmark: _Toc156565765][bookmark: _Toc156565876][bookmark: _Toc156566124][bookmark: _Toc156566235][bookmark: _Toc156566539][bookmark: _Toc156566650][bookmark: _Toc156578445][bookmark: _Toc156579382][bookmark: _Toc156579491][bookmark: _Toc156827732][bookmark: _Toc156827853][bookmark: _Toc156828062][bookmark: _Toc156828605][bookmark: _Toc156828715][bookmark: _Toc156828825][bookmark: _Toc156829515][bookmark: _Toc156829627][bookmark: _Toc156829767][bookmark: _Toc159248599][bookmark: _Toc161413818]For each separate request, the Special Leave  form Appendix 3 must be completed and sent to the Employee Services team (employeeservices@eastdunbarton.gov.uk)
5.8. [bookmark: _Toc200123299]Carer’s Leave
Refer to section 5.9 of the Family Leave Policy
To apply for carer’s leave employees should complete the Carer’s Leave Application form Appendix 11 and submit this to their line manager who will email it to (employeeservices@eastdunbarton.gov.uk)
Pensionable Service
Carer’s leave entitlement counts towards pensionable service.  Employees are able to take up to 5 days per year unpaid as either full or half days.  During any such leave pension contributions will continue to be paid by both the employer and the employee.

5.9. [bookmark: _Toc200123300][bookmark: _Toc161413819]Support for Employees
[bookmark: _Toc161413820][bookmark: _Hlk156565786]Refer to section 5.10 of the Family Leave Policy
[bookmark: _Toc200105804][bookmark: _Toc200105896][bookmark: _Toc200106457][bookmark: _Toc200105805][bookmark: _Toc200105897][bookmark: _Toc200106458][bookmark: _Toc200105806][bookmark: _Toc200105898][bookmark: _Toc200106459][bookmark: _Toc200105807][bookmark: _Toc200105899][bookmark: _Toc200106460][bookmark: _Toc200105808][bookmark: _Toc200105900][bookmark: _Toc200106461][bookmark: _Toc200105809][bookmark: _Toc200105901][bookmark: _Toc200106462][bookmark: _Toc200105810][bookmark: _Toc200105902][bookmark: _Toc200106463]
5. [bookmark: _Toc200123301]
5.1. [bookmark: _Toc200123302]
5.2. [bookmark: _Toc200123303]
5.3. [bookmark: _Toc200123304]
5.4. [bookmark: _Toc200123305]
5.5. [bookmark: _Toc200123306]
5.6. [bookmark: _Toc200123307]
5.7. [bookmark: _Toc200123308]
5.8. [bookmark: _Toc200123309]
5.9. [bookmark: _Toc200123310]

5.9.1. [bookmark: _Toc200123311]Fertility Treatment
To apply for time off for fertility treatment employees should complete the Special Leave Application form Appendix 3 and submit this to their line manager who will email it to employeeservices@eastdunbarton.gov.uk
For further advice please see: IVF treatment - Managing pregnancy and maternity - Acas
5.9.2. [bookmark: _Toc200123312]Parental Bereavement Leave
In the unfortunate event parental bereavement leave is required the employee should completed the Parental Bereavement leave form Appendix 10 and submit this to their line manager who will email it to employeeservices@eastdunbarton.gov.uk
Practical and Emotional Support
The Employee Assistance Programme – “Time for Talking” www.eastdunbarton.gov.uk/employee-zone/wellbeing/employee-assistance-programme can offer a range of practical and emotional support that may be relevant to employees.
In addition, some relevant charities which may also be able to provide support and guidance in the circumstances:
· www.childbereavementuk.org/
· www.careforthefamily.org.uk/family-life/bereavement-support/bereaved-parent-support
· www.cruse.org.uk/
· www.youngminds.org.uk/

5.9.3. [bookmark: _Toc200123313]Breast Feeding

The Risk Assessment form Appendix 2 should be completed for all employees who are breastfeeding. The risk assessment should be reviewed on a regular basis to ensure all risks are appropriately assessed.
Further advice can be sought from the Health and Safety Team (email:  Health.Safety@eastdunbarton.gov.uk) or for further guidance around supporting breast feeding in the workplace please speak to your HR Case Adviser.
5.9.4. Flexible Working 

Employees should refer to the Flexible Working policy by clicking on the following link: www.eastdunbarton.gov.uk/employee-zone/policies-and-procedures for all information relating to flexible working requests. Employees who wish to apply for flexible working hours following maternity/adoption leave should forward a Flexible Working Application form (contained within the policy).
5.9.5. [bookmark: _Toc200123314]Kinship Care/Time off for a dependent  

There are provisions in the Special Leave policy for time off for a dependent please refer to the Special Leave policy by clicking on the following link below: 
www.eastdunbarton.gov.uk/employee-zone/policies-and-procedures

5.9.6. [bookmark: _Toc200123315]Special Leave Policy

The Special Leave policy can be viewed by clicking on the following link below:

www.eastdunbarton.gov.uk/employee-zone/policies-and-procedures

5.9.7. [bookmark: _Toc200123316]Pensionable Service – Child-related leave
If you are away from work and your pay is reduced, your pension may be affected.

You may need to take time away from work during your career.  Special rules apply to protect your Local Government Pension Scheme pension if you have child-related leave for a period of less than 31 days.

This includes:

· ordinary maternity or adoption leave – normally the first 26 weeks
· paid additional maternity or adoption leave – normally week 27 to week 39
· paid shared parental leave
· paternity leave, and
· paid parental bereavement leave.
During a period of relevant child-related leave, your pension is usually worked out using your Assumed Pensionable Pay. Assumed Pensionable Pay is a notional figure that is used to make sure your pension is not affected by the pay reduction. You would continue to build up a pension in the LGPS as if you were working normally and receiving normal pay. You can find out more about Assumed Pensionable Pay in the section below.
If you are in the 50/50 section and you go on to no pay during ordinary maternity leave, ordinary adoption leave or paternity leave, you will automatically be moved to the main section of the Scheme from the beginning of the next pay period. You would start to build up full pension benefits in the LGPS even though you are not paying pension contributions.
Any period of unpaid additional maternity or adoption leave, unpaid shared parental leave or unpaid parental bereavement leave will not count for pension purposes unless you pay extra pension contributions to buy the pension you have ‘lost’. Unpaid additional maternity or adoption leave is normally from week 40 to week 52, but could start earlier for some members.
The extra contributions are known as Additional Pension Contributions or APCs. If you elect to pay APCs to buy ‘lost’ pension within 30 days of returning to work, the cost will be split between you and your employer. Your employer may give you longer to decide. Use the Buy lost pension calculator to find out more about this option. You will need some information from your employer about the amount of pay you have ‘lost’ in the unpaid period to use the calculator.
www.scotlgpsmember.org/your-pension/paying-in/if-you-are-away-from-work/






[bookmark: _Toc200123317]6.0		Summary of Leave Entitlement
	Circumstances
	Leave Entitlement
	Paid/Unpaid
	Section in Policy

	Maternity Leave & Pay
	52 weeks maternity leave

	Pay entitlement determined by length of service
	5.1

	Miscarriage or Stillbirth (before 24th week of pregnancy)
	2 weeks special leave
	Paid
	5.1

	Miscarriage or Stillbirth (after 24th week of pregnancy)
	Full maternity leave entitlements
	Pay entitlement determined by length of service
	5.1

	Keeping in Touch Days
	Up to 10 days work(during maternity/adoption leave)
	Paid
	5.1

	Neonatal Care Leave & Pay
	Up to 12 weeks leave
	Statutory Neonatal Care Pay
	5.2

	Adoption and adoption leave (main adopter)
	Up to five adoption appointments
	Paid
	5.3

	Adoption- and adoption leave (secondary adopter)
	Up to two appointments
	Unpaid
	5.3

	Surrogacy
	Minimum two weeks compulsory maternity leave

Up to 52 weeks maternity leave

Ordinary paternity leave 


May qualify for 26 weeks Ordinary Adoption Leave and 26 weeks additional Adoption Leave

Both parents entitled to take unpaid time off to attend two antenatal appointments with surrogate
	Statutory Maternity pay – pay entitlement determined by length of service

Statutory Paternity pay

Statutory adoption leave




Unpaid
	5.3


	Paternity Leave
	2 weeks paternity leave (calculated as the same number of days the employee would normally work in that week)– after 26 weeks continuous service by the 15th week before the expected week of childbirth

Payment at one week’s full pay and one week at 90% of normal weekly pay
	Paid
	5.5

	Shared Parental Leave (SPL)
	Maximum amount of leave available to share between parents is 50 weeks and up to 37 weeks’ pay

SPL must be taken within 52 weeks of the birth/placement of their child

Keeping in Touch Days – SPLIT
Each parent is entitled to work for up to 20 SPLIT days each

This is in addition to the 10 KIT days available to those on Statutory Maternity/Adoption leave
	Paid
	5.6

	Fostering
	Employees who have *one years’ continuous service – are entitled to one paid half day per week for 3 weeks before commencing fostering.

In exceptional circumstances, this leave may be increased but leave should not exceed six half days in a six-week period
	*Paid
	5.7

	Parental Leave
	Employees who have one years’ continuous service – are entitled to 18 weeks’ parental leave for each child born or adopted

Parental leave must be taken in blocks or multiples of a week, with a maximum of 4 weeks per year for each child

Parents in receipt of Disability Living Allowance or Personal Dependent Payment can request single days without losing a week from their full entitlement

Leave requested can be postponed for up to 6 months if the absence would unduly disrupt the Service
	Unpaid
	5.8

	Carer’s Leave
	5 days leave within a 12-month rolling period per employee not per dependant

Leave requested can be postponed for up to 1 month if the absence would unduly disrupt the Service
	Unpaid
	5.9

	Fertility Treatment
	Time off for the purpose of attending appointments only which are related to fertility treatment

Any time required to be taken before or after the appointment should be booked as annual leave or unpaid leave
	Paid
	5.10

	Parental Bereavement Leave
	2 weeks leave on full pay can be taken in the 56 weeks following the child’s death

Leave can be taken in one go or as 2 separate weeks. 

If more than one child dies, the employee is entitled to 2 weeks paid leave for each child




	Paid
	5.10

	Informal Kinship Care 
	Not entitled to parental leave as do not have parental responsibility for the child.

May be eligible for time off for a dependent under the provision of the Special Leave policy
	Not applicable
	5.10

	Formal Kinship Care
	If a child arrangement order or Special Guardianship Order has been put into place
The kinship carer has parental responsibility and are entitled to parental leave

	
	5.10


7.0 [bookmark: _Toc200123318]Appendices

· Appendix 1 - Application for Maternity Leave and Pay

This should be completed on the electronic form which can be found on the EDC Employee Zone: www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/

Or by completing the attached PDF form: 




· Appendix 2 - Health & Safety Risk Assessment form for Pregnancy Risk Assessment

A blank risk assessment form (DO1) can be found on the EDC Employee Zone on the Council’s website by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/health-and-safety/health-and-safety-reporting-forms


· Appendix 3 - Special Leave form

A blank special leave application form can be found on the EDC Employee Zone on the Council’s website by clicking on the links below

www.eastdunbarton.gov.uk/employee-zone/policies-and-procedures (Special Leave toolkit)

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - See ‘Other Forms’ section

Or they can complete the attached PDF form




· Appendix 4 - Return to Work following Maternity/Adoption Leave form

A blank ‘return following maternity leave’ form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - See ‘Other Forms’ section

Or they can complete the attached PDF form: 





· Appendix 5 - Application for Adoption Leave and Pay

This should be completed on the electronic form which can be found on the EDC Employee Zone by clicking on the link  www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 




· Appendix 6 - Application for Paternity Leave and Pay

This should be completed on the electronic form which can be found on the EDC Employee Zone www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/
  

Or they can complete the attached PDF form: 


· Appendix 7 - Maternity/ Adoption Leave Curtailment Notice

[bookmark: _Hlk221005465]A blank ‘curtailment notice’ form and ‘employee consent to provide dates’ form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 


· Appendix 7a - Consent Form to provide dates



· Appendix 8 - Application for Shared Parental Leave/Notice of Entitlement and Intention

A blank Application for Shared Parental Leave/Notice of Entitlement and Intention form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 

[bookmark: _Hlk156574249] 

· Appendix 8a - Application for Shared Parental Leave/Notice of Entitlement and Intention - Partner

A blank form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 


 


· Appendix 9 -  Period of Leave Notice

A blank Period of Leave Notice application form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the  PDF form below





· Appendix 10 - Application to Qualify for Parental Leave

A blank ‘Application to Qualify for Parental Leave’ form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 




· Appendix 11 - Application for Carer’s Leave 

A blank ‘Carer’s Leave’ application form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 



· Appendix 12 - Parental Bereavement Leave

A blank ‘Parental Bereavement Leave’ form can be found on the EDC Employee Zone by clicking on the link below

www.eastdunbarton.gov.uk/employee-zone/hr-payroll/hr-forms/ - (See ‘Other Forms’ section)

Or they can complete the attached PDF form: 





Other Formats & Translations
This document can be provided in large print, Braille or on audio cassette and can be translated into other community languages. Please contact the Council’s Corporate Communications Team at:
East Dunbartonshire Council, 12 Strathkelvin Place, Southbank
Kirkintilloch G66 1TJ Tel: 0300 123 4510
[image: How to access translations in other languages]
Customer Services & Organisational Development
Family Leave Toolkit
			1 April 2024
Customer Services and Organisational Development
 February 2026
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APPLICATION FOR MATERNITY LEAVE

This application should be submitted to Employee Services no later than the 15th week before your expected week of childbirth - please
ensure you have MATB1 before proceeding.

East Dunbartonshire Council processes personal data in accordance with the General Data Protection Regulations (EU 2016/679), the
Data Protection Act 2018 and all other relevant national data protection laws.

Your personal data will be processed in accordance with the Council’s privacy notice for employees which is available at:
https://www.eastdunbarton.gov.uk/council/privacy-notices.

— Section A - Employee details

Full name

Post title

Email Personal Email

Telephone

I understand the period of unpaid absence due to maternity leave will not count towards my superannuation service unless |
. elect to pay superannuation contributions

SPFO - Strathclyde Pension Fund - https://www.spfo.org.uk/

Please provide a copy of ‘MATB1’.

Expected birth date

Please select from one of the following options

I have over 26 weeks continuous service by the 15th week before expected week of childbirth - Continue to section C

| have less than 26 weeks continuous service by the 15th week before expected week of childbirth Continue to section D

[ wish to resign due to Pregnancy or Childbirth Continue to section E

— Section C - More than 26 weeks

: | agree to the conditions applicable and confirm that | intend to return to work for at least three months in accordance with the
- conditions of the scheme. | understand that if | do not return to work for at least three months that | will require to refund to the
Council the amount of Maternity Pay paid to me for the twelve week period at five tenths pay.

Continue to section F

— Section D - Less than 26 weeks

As | have less than 26 weeks continuous service by the 15th week before my expected week of childbirth, | confirm that | intend to cease
work temporarily due to pregnancy or childbirth, and wish to apply for maternity leave to commence on Sunday

¢ ilunderstand that if | meet the qualifying conditions | will receive Maternity Allowance. | agree to the condltlons applicable and confrm
“....‘that | intend to return to work.

Continue to section F




https://www.spfo.org.uk/
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— Section E - Resign due to childbirth

I wish to confirm that | intend to resign due to pregnancy or Childbirth. | understand that if | meet the qualifying conditions | will
L. receive Statutory Maternity Pay

My resignation will be effective from

Continue to section F

— Section F - Manager details

Manager name

Manager post title

Manager email |

— Section G - Confirmation

| agree that the information | have provided on this form is complete and correct to the best of my knowledge.

Please forward this form to Employee Services: servicesupport@eastdunbarton.gov.uk




mailto:servicesupport%40eastdunbarton.gov.uk?subject=Flexible%20working%20application



		Name: 

		Post: 

		NI: 

		Email: 

		Telephone: 

		Defer: Off

		superannuation: Off

		15week: Off

		check: Off

		PersonalEmail  2: 

		managername: 

		managerpost: 

		manageremal: 

		Check Box 13: Off

		1: 

		2: 

		3: 

		dob_af_date: 
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APPLICATION FOR SPECIAL LEAVE

This application should be submitted to your Line Manager for approval.

East Dunbartonshire Council processes personal data in accordance with the General Data Protection Regulations (EU 2016/679), the
Data Protection Act 2018 and all other relevant national data protection laws.

Your personal data will be processed in accordance with the council’s privacy notice for employees which is available at:
https://www.eastdunbarton.gov.uk/council/privacy-notices.

— Section A - Employee details

Full name

Post title

National Insurance Number

Email

Telephone

— Section B - Special leave details

Special Leave start date

Special Leave end date

Total Number of Days

Please state the reason for Special Leave

Number of days unpaid Special Leave

Number of days paid Special Leave

Date

Section C—to be completed by Line Manager

Please state if you support this application:

Yes

If the request cannot be supported please state reasons

Line Manager name

Post title

Date

If application approved please forward this form to Employee Services: HR.recruitment@eastdunbarton.gov.uk




https://www.eastdunbarton.gov.uk/council/privacy-notices

mailto:HR.recruitment%40eastdunbarton.gov.uk?subject=



		Name : 

		Post: 

		email: 

		NIN: 

		phone: 

		dyays: 

		reason: 

		unpaid: 

		paid: 

		EO name 2: 

		LMyesno: Off

		reason 2: 

		Post 2: 

		differs: 

		3_af_date: 

		2_af_date: 

		1_af_date: 

		4_af_date: 
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RETURN TO WORK FOLLOWING MATERNITY LEAVE

This application should be submitted to employee services at least 8 weeks before the date on which you intend to return to work

East Dunbartonshire Council processes personal data in accordance with the General Data Protection Regulations (EU 2016/679), the
Data Protection Act 2018 and all other relevant national data protection laws.

Your personal data will be processed in accordance with the council’s privacy notice for employees which is available at:
https://www.eastdunbarton.gov.uk/council/privacy-notices.

— Section A - Employee details

Full name

Post title

National Insurance Number

Email

Telephone

Address

Proposed date of return to work: :
(fOI’ reinstatement to pay): e :

Actual date of return to work:

Will flexible working apply:
(For Permanent Employees Only)

Will career break apply: Yes

¢ (Ifyes, please complete career break application form)
(For Permanent Employees Only) :

— Section C - Declaration

With reference to the requirements of the maternity leave scheme, | hereby give 8 weeks notice of the date on which | intend to
return to work.

| declare that, in my opinion, | am fit to return to work.

Name

Please forward this form to Employee Services: servicesupport@eastdunbarton.gov.uk




https://www.eastdunbarton.gov.uk/council/privacy-notices

mailto:servicesupport%40eastdunbarton.gov.uk?subject=



		Name: 

		Post: 

		NI: 

		Email: 

		Telephone: 

		address: 

		leavehours: 

		leavehours 2: 

		leavehours 3: 

		flex: Off

		careerbreak: Off

		name end: 

		1: 

		2: 

		3: 






image5.emf
AdoptionLeave.pdf


AdoptionLeave.pdf
sustainable thriving achieving

‘a East Dunbartonshire Council

www.eastdunbarton.gov.uk

APPLICATION FOR ADOPTION LEAVE

This application should be completed within 7 days of you being notified of a match with a child.
Please ensure you have matching certificate before proceeding.

East Dunbartonshire Council processes personal data in accordance with the General Data Protection Regulations (EU 2016/679), the
Data Protection Act 2018 and all other relevant national data protection laws.

Your personal data will be processed in accordance with the Council’s privacy notice for employees which is available at:
https://www.eastdunbarton.gov.uk/council/privacy-notices.

— Section A - Employee details

Full name

Post title

National Insurance Number

Email © Personal Email |

Telephone

— Section B - Contract details

Employee status

Permanent

EDC start date

Yes§ No:

I understand the period of unpaid absence due to maternity leave will not count towards my superannuation service unless |
‘elect to pay superannuation contributions

Please select from one of the following options

I have over 26 weeks continuous service at the date of approved match . Continue to section D

| have less than 26 weeks continuous service at the date of approved match Continue to section E

[ wish to resign due to adoption ¢ Continue to section F

— Section D - More than 26 weeks

As | have over 26 weeks continuous service at the date when an approved match is made | confirm that | intend to cease work temporarily,

and wish to apply for adoption leave and pay to commence on Sunday |

| agree to the conditions applicable and confirm that | intend to return to work for at least three months in accordance with the

" conditions of the scheme. | understand that if | do not return to work for at least three months that | will require to refund to the
Council the amount of adoption pay paid to me for the 12 week period at five tenths pay.

Continue to section H






sustainable thriving achieving

'a East Dunbartonshire Council

www.eastdunbarton.gov.uk

— Section E - Less than 26 weeks

As | have less than 26 weeks continuous service at the date when an approved match is made, | conflrm that I intend to cease work
temporarily, and wish to apply for adoption leave and for pay to commence on Sunday

" | understand that if | meet the qualifying conditions | will receive Statutory Adoptlon Pay I agree to the conditions applicable and
-“confirm that | intend to return to work.

Continue to section H

— Section F - Resign due to adoption

I confirm that | intend to resign due to adoption. | understand that if | meet the qualifying conditions | will receive Statutory Adoption
- Pay.

My resignation will be effective from Sunday

Continue to section H

— Section G- Manager details

Manager name

Manager post title

Manager email

— Section H - Confirmation

| agree that the information | have provided on this form is complete and correct to the best of my knowledge.

Please forward this form to Employee Services with a copy of your Matching Certificate: servicesupport@eastdunbarton.gov.uk





		Name: 

		Post: 

		NI: 

		Email: 

		Telephone: 

		Defer: Off

		superannuation: Off

		26weeks: Off

		EmployeeStatus: Off

		PersonalEmail : 

		manager name: 

		manager post: 

		manager email: 

		confirmation: Off

		check: Off

		2: 

		1: 

		3: 
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APPLICATION FOR PATERNITY LEAVE

Please ensure you have a copy of MATBI or birth certificate before proceeding.

East Dunbartonshire Council processes personal data in accordance with the General Data Protection
Regulations (EU 2016/679), the Data Protection Act 2018 and all other relevant national data protection
laws.

Your personal data will be processed in accordance with the Council's privacy notice for employees
which is available at: https://www.eastdunbarton.gov.uk/council/privacy-notices.

— Section A - Employee details

Full name

Post title

National Insurance Number

Email

Personal Email

Telephone

— Section B -Paternity application details

Employee status Permanent D Temporary D

EDC start date

Please provide a copy of ‘MATBT OR birth certificate of child.

Please select from one of the following options

| have 26 weeks continuous employment at the 15th week before the baby is due D Continue to
section C

I will not have 26 weeks continuous employment at the 15th week before the baby D You do not

is due meet the
qualifying
criteria *see
below

*As you do not have continuous employment for 26 weeks at the 15th week before the baby is due, you do
not meet the qualifying criteria for Paternity leave, therefore do not submit this application and refer to your
line manager if you wish to discuss other options.




https://www.eastdunbarton.gov.uk/council/privacy-notices



— Section C - Paternity details

Expected birth date

Paternity leave week one will commence on
Paternity leave week one will end on
Paternity leave week two will commence on

Paternity leave week two will end on

Have you previously taken paternity leave within the last 52 weeks with another employer?

Yes No

Dates of previous paternity leave

Previous employer name

Previous employer contact

— Section D - Line manager details
Line manager name
Post title

Date

— Section E - Confirmation

| agree that the information | have provided on this form is complete and correct to the
best of my knowledge

Signed

Date

If application approved please forward this form to Employee Services:
employeeservices@eastdunbarton.gov.uk




mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		Name: 

		post title: 

		national insurance: 

		email: 

		personal email: 

		phone: 

		status: Off

		EDC start date: 

		26 weeks: Off

		line manager name: 

		line mamanger post title: 

		line mamanger date: 

		birth date: 

		week 1 start: 

		week 1 end: 

		week 2 start: 

		week 2 end: 

		other employer: Off

		confirmation signed: 

		confirmation signed date: 

		confirmation: Off

		dates of previous: 

		previous employer: 

		previous employer contact: 
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MATERNITY/ ADOPTION CURTAILMENT NOTICE

— Section A - Employee details

Full name

Post title

National Insurance Number

| wish to bring my maternity/adoption leave and pay to an end to be able to take shared parental
leave.
| have also completed a Notice of Entitlement and Intention to Take Shared Parental Leave form.

— Section B - Curtailment Details

| wish to end my maternity/adoption leave on

| wish my statutory pay period (if applicable) to end on

Signed

Date

Notes

You should complete and submit this form alongside the Application for Shared Parental
Leave - Notice of Entitlement and Intention Form. Please think very carefully before you
submit this form. Once the form is submitted, you can withdraw your leave curtailment form
only in limited circumstances.

If it is discovered that neither the mother nor the partner are entitled to shared parental
leave or statutory shared parental leave or statutory shared parental pay and the mother
withdraws her leave curtailment notice within eight weeks of the date on which the notice
was given

- The leave curtailment notice was given before the birth of the child and the mother
withdraws her leave curtailment notice within 6 weeks of the child’s birth; or

- The partner has died.

The date on which you end your leave must be at least:
8 weeks after the date on which you provide this notice;
- 2 weeks after you give birth; and

- 1week before what would have been the end of your leave.

Please forward this form to Employee Services: employeeservices@eastdunbarton.gov.uk




mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		Name 2: 

		post title: 

		national insurance: 

		enddate1: 

		pay end date: 

		singned: 

		date 1: 
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EMPLOYEE CONSENT TO PROVIDE MATERNITY/ADOPTION

LEAVE DATES TO SPOUSE/PARTNER'S EMPLOYER

East Dunbartonshire Council processes personal data in accordance with the General Data Protection
Regulations (EU 2016/679), the Data Protection Act 2018 and all other relevant national data protection

laws.
Your personal data will be processed in accordance with the council’s privacy notice for employees
which is available at: https://www.eastdunbarton.gov.uk/council/privacy-notices

The employee named below has provided consent for their information to be provided to their
partner’'s employer.

—— Employee details

Full name

Address

Partner name

Date of commencement of maternity/adoption leave

Date of return to work following maternity/ adoption leave

Dates of shared parental leave planned

Partner's Employer Name

Partner's Employer Address

Employee

Name

Date

Signed

Partner

Name

Date

Signed

Once completed, please forward this form to Employee Services:
employeeservices@eastdunbarton.gov.uk




https://www.eastdunbarton.gov.uk/council/privacy-notices

mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		name: 

		address: 

		partner name: 

		partner signed: 

		partner signed date: 

		employee name: 

		employee signed: 

		employee signed date: 

		employer: 

		 name: 

		 address: 



		start date: 

		end date: 

		dates planned: 
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Application for shared parental leave - Notice of entitlement & intention.pdf
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APPLICATION FOR SHARED PARENTAL LEAVE

NOTICE OF ENTITLEMENT & INTENTION TO TAKE SHARED PARENTAL LEAVE

This form should be completed at least 8 weeks prior to the start date of leave being taken.

— Section A - Employee details

Full name

National insurance number

Post title

Department

| wish to provide the Council with an initial indication of my proposed shared parental leave, as well
as the required declarations from myself and my partner

— Section B - Information to be provided by employee (mother)

My partners name is

My maternity leave and pay started/is expected to start on

My maternity leave and pay ended/expected to end on

My child’s expected week of birth is

The total weeks of shared parental leave my partner and | have available is

| intend to take the following number of weeks shared parental leave (include dates)

My partner intends to take the following number of weeks shared parental leave (include dates)

Is this a new application or variation of Notice of Entitlement and Intention

New application O Variation O






— Section C - Declaration to be completed by the employee

| satisfy the following eligibility requirements to take shared parental leave:

| have 26 weeks continuous employment ending with the 15th week before the expected
week of childbirth and, by the week before any period of shared parental leave that | take, |
will have remained in continuous employment with the Council

- At the date of the child's birth, | have the main responsibility, apart from my partner, for the
care of the child

| am entitled to statutory maternity leave in respect of the child

| have complied with the Council's maternity leave curtailment requirements or returned
to work before the end of my statutory maternity leave period, and will comply with the
Council’'s shared parental leave notice and evidence requirements.

- The information | have provided is accurate

I will immediately inform the Council if | cease to satisfy the eligibility criteria

Signed

Date

— Section D - Declaration to be completed by the employee’s partner

Full name

Address

National insurance number

| have been employed or been self-employed earner in at least 26 of the 66 weeks
immediately preceding the expected week of childbirth

| have average weekly earnings of at least £30 for any 13 of those 66 weeks

- At the date of the child's birth, | have the main responsibility, apart from the mother, for the
care of the child

| am the father of the child, or am married to, the civil partner, or the partner of, the mother
| consent to the amount of shared parental leave that the mother intends to take

| consent to your organisation processing the information provided in this form.
Signed

Date






~ Section E - to be completed by Line Manager
Name

Job Title

Date

Once completed, please forward this form to Employee Services:
employeeservices@eastdunbarton.gov.uk

Notes

The start date of the first period of shared parental leave that you wish to take must be at least eight
weeks after you have provided this notice. Shared parental leave must be taken in blocks of at least
one week.

This notice is to allow the Council to check that you are entitled to shared parental leave and to provide
the Council with an initial indication of the shared parental leave pattern that you wish to take. This
notice is not binding and you must give the Council a period of leave notice at least eight weeks before
the first period of shared parental leave in that notice that you wish to take. Any periods of shared
parental leave that you indicate in this notice can be changed at a later date.



mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		Name 2: 

		national insurance: 

		post: 

		department1: 

		date start: 

		date end: 

		birth week: 

		total weeks: 

		intend to take dates: 

		intend to take dates partner: 

		variation: Off

		signed: 

		signed date: 

		partner name: 

		partner address: 

		partner national insurance: 

		partner signed: 

		partner date: 

		line manager name: 

		line manager job title: 

		line manager date: 
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APPLICATION FOR SHARED PARENTAL LEAVE

NOTICE OF ENTITLEMENT & INTENTION TO TAKE SHARED PARENTAL LEAVE
(THE PARTNER)

This form should be completed at least 8 weeks prior to the start date of leave being taken.

— Section A - Employee details

Full name

National insurance number

Post title

Department

| wish to provide the Council with an initial indication of my proposed shared parental leave, as well
as the required declarations from myself and my partner

— Section B - Information to be provided by employee (mother)

The mother's name is

The mother’s maternity leave and pay started/is expected to start on

The mother’s maternity leave and pay ended/expected to end on

The mother is expected to receive the following periods of statutory maternity pay/allowance

My child's expected week of birth is

The total amount of shared parental leave the mother and | have available is

I intend to take the following number of weeks shared parental leave (include dates)

The mother intends to take the following number of weeks shared parental leave (include dates)

| intend to take shared parental pay on the following dates

Is this a new application or variation of Notice of Entitlement and Intention

New application O Variation O






— Section C - Declaration to be completed by the employee

| satisfy the following eligibility requirements to take shared parental leave:

| have 26 weeks continuous employment ending with the 15th week before the expected
week of childbirth and, by the week before any period of shared parental leave that | take, |
will have remained in continuous employment with the Council

- At the date of the child’s birth, | have the main responsibility, apart from my partner, for the
care of the child

| am the father of the child, or am married to, the civil partner of, or the partner of, the
mother

I will comply with the Council's shared parental leave notice and evidence requirements

- The information | have provided is accurate

I will immediately inform the Council if | cease to care for the child

Signed

Date

— Section D - Declaration to be completed by the employee’s partner ( the mother)
Full name

Address

National insurance number

| satisfy the following eligibility requirements to enable the mother to take shared parental leave:

| have been employed or been self-employed earner in at least 26 of the 66 weeks
immediately preceding the expected week of childbirth

| have average weekly earnings of at least £30 for any 13 of those 66 weeks

- At the date of the child's birth, | have the main responsibility, apart from the mother, for the
care of the child

| am entitled to statutory maternity leave, statutory maternity pay/allowance in respect of the
child

| have curtailed my maternity leave or returned to work before the end of my statutory
maternity period

| consent to the amount of shared parental leave that the mother intends to take

| will immediately inforrm my partner if | no longer meet the requirements to curtail my
maternity leave (and pay, if applicable)

| consent to your organisation processing the information provided in this form.
Signed

Date






— Section D - Declaration to be completed by the employee’s partner ( the mother) continued

Employer name

Employer address

Employer email

Employer telephone

— Section E - to be completed by Line Manager

Name

Job Title

Date

Once completed, please forward this form to Employee Services:
employeeservices@eastdunbarton.gov.uk

Notes

The start date of the first period of shared parental leave that you wish to take must be at least
eight weeks after you have provided this notice. Shared parental leave must be taken in blocks of
at least one week.

This notice is to allow the Council to check that you are entitled to shared parental leave and to
provide the Council with an initial indication of the shared parental leave pattern that you wish
to take. This notice is not binding and you must give the Council a period of leave notice at least
eight weeks before the first period of shared parental leave in that notice that you wish to take.
Any periods of shared parental leave that you indicate in this notice can be changed at a later
date.



mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		Name: 

		National Insurance: 

		post title: 

		department: 

		mothers name: 

		mothers leave start: 

		mothers leave end: 

		mothers leave allowance: 

		variation: Off

		child birth week: 

		total shared leave: 

		intend to take leave dates: 

		mother intend to take leave dates: 

		intend to take pay : 

		signed: 

		date signed: 

		mother name: 

		mother address: 

		mother national insurance: 

		mother signed: 

		mother signed date: 

		line manager name: 

		line manager job title: 

		line manager date: 

		mother employer name: 

		mother employer address: 

		mother employer email: 

		mother employer phone: 
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PERIOD OF LEAVE NOTICE

— Section A - Employee details
Full name
Post title

Department

— Section B - Confirmation of Dates

| intend to take shared parental leave on the following dates:
(please include the start and end dates for each period of leave you intend to take)

Will this be continuous or discontinuous leave? Continuous Discontinuous
Is this a new period of leave or a variation? New period Variation

If you have taken maternity/ adoption leave:

| have complete a maternity/adoption curtailment notice Yes No

| wish my maternity/adoption leave to end on

— Section C - Declaration ( to be signed by the employee)
| understand that:

- You can request to take shared parental leave in one continuous block (in which case the
Council is required to accept the request as long as you meet the eligibility and notice
requirements), or as a number of discontinuous blocks of leave (in which case you need the
organisation’s agreement).

- A maximum of three requests for leave per pregnancy/adoption can normally be made by
each parent.

- The start date of the first period of leave that you wish to take must be at least eight weeks
after you have provided this notice. Shared parental leave must be taken in blocks of at least
one week.

- This notice is to confirm to the Council the shared parental leave you intend to take. You must
have already submitted a notice of entitlement and intention before using this form.

- The Council recognises that employees’ plans can change. However, it is recommmended that
you and your partner think carefully about your shared parental leave before submitting this
form, as opportunities to amend these requests are limited.

- You and your partner must take any shared parental leave within 52 weeks of the birth of your
child.

Signed Date






— Section D - Declaration ( to be signed by the partner)

| understand that:

| agree to the employee claiming ShPP and for the organisation to process any ShPP
payments to the employee

In the case where the partner is the mother/adopter that they have reduced their maternity/
adoption pay or maternity allowance

In the case where the partner is the mother/adopter that they will immediately inform their
partner should they cease to satisfy the eligibility conditions

Name

Signed Date

~ Section E - to be completed by Line Manager

Name

Job Title

Date

Once completed, please forward this form to Employee Services:
employeeservices@eastdunbarton.gov.uk




mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		Name: 

		post title: 

		department: 

		leave dates: 

		continuous: Off

		variation: Off

		notice: Off

		signed: 

		signed date: 

		leave end date 3: 

		partner name: 

		partner signed: 

		partner signed date: 

		line manager name: 

		line manager job: 

		line manager date: 
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APPLICATION TO QUALIFY FOR PARENTAL LEAVE

East Dunbartonshire Council processes personal data in accordance with the General Data Protection Regulations (EU 2016/679), the
Data Protection Act 2018 and all other relevant national data protection laws.

Your personal data will be processed in accordance with the council’s privacy notice for employees which is available at:
https://www.eastdunbarton.gov.uk/council/privacy-notices.

— Section 1 (to be completed by the employee)

Full name

Post title

National Insurance Number

Email

Telephone

Child’s name

| declare that | have already received - weeks parental leave with East Dunbartonshire Council

weeks parental leave with my previous employer

| declare that | have already received

| declare that | have not received any parental leave for the above child
| give consent for East Dunbartonshire Council to contact any relevant previous employer(s) for the purpose of confirming the number of
parental leave weeks already taken by me. 1also give consent to East Dunbartonshire Council to confirm the number of parental leave

weeks taken by me should they receive such a request from a new employer(s) in the event that | should leave the council’s employ.

Previous employer name and contact information

Date

Please forward this form to your Line Manager with the child’s original birth certificate or adoption papers or date of placement in
adoption cases.

— Section 2 (to be completed by the employee’s manager)

Manager name

Manager job title

Date

Please forward this form to Employee Services: servicesupport@eastdunbarton.gov.uk and return documentation listed above to the employee




https://www.eastdunbarton.gov.uk/council/privacy-notices

mailto:servicesupport%40eastdunbarton.gov.uk?subject=



		Name: 

		Post: 

		NI: 

		Email: 

		Telephone: 

		childsname: 

		childsage: 

		weeksoff: 

		declaration: Off

		birthcertificate: Off

		adoptionpapers: Off

		dla: Off

		manager name: 

		manager job: 

		weeksoff 2: 

		employer details: 

		date2: 

		date1: 

		date3: 
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APPLICATION FOR CARER'S LEAVE

This application should be submitted to your Line Manager for approval.

East Dunbartonshire Council processes personal data in accordance with the General Data Protection
Regulations (EU 2016/679), the Data Protection Act 2018 and all other relevant national data protection
laws.

Your personal data will be processed in accordance with the Council’s privacy notice for employees
which is available at: https://www.eastdunbarton.gov.uk/council/privacy-notices

— Section A - Employee details

Full name

Post title

National Insurance Number

Email

Telephone

— Section B - Carer leave details

Start date

End date

Total number of days
Half or full day

Please provide name of dependant and relationship

Name

Relationship

Number of days of carer’s leave taken within the last 12 months

Date of application




https://www.eastdunbarton.gov.uk/council/privacy-notices



— Section C - to be completed by line manager

Please state if you support this application. Yes No

Please detail if approval differs from original request

If the request cannot be supported please state the reasons

Line manager name
Post title

Date

If application approved please forward this form to Employee Services:
employeeservices@eastdunbarton.gov.uk




mailto:employeeservices%40eastdunbarton.gov.uk?subject=



		Name : 

		post title: 

		national insurance: 

		email: 

		phone: 

		start date: 

		end date: 

		total days: 

		Name 13: 

		Name 14: 

		days taken in 12 months: 

		date of application: 

		Support1: Off

		differs from request: 

		cannot be supported: 

		line manager name: 

		line manager post title: 

		line manager date: 
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PARENTAL BEREAVEMENT LEAVE AND PAY FORM

Employees are entitled to two weeks of paid parental bereavement leave if their child (under
18) or a child in their care has died or been stillborn after 24 weeks of pregnancy. Leave can be
taken in blocks of one week, two consecutive weeks, or two separate weeks. It can be taken at
any time during the first 56 weeks after the child’'s death. Parental Bereavement Pay includes
any entitlement to statutory parental bereavement pay for that week.

In the first eight weeks after a child has died, there is no requirement to give advance notice
to take parental bereavement leave. Employees should notify their line manager as soon as
they can on the day they want their leave to start, where possible, before the time they would
normally start work. To take parental bereavement leave more than eight weeks after the child
has died, employees should give at least one week’s notice.

Employees should complete this form within 28 days of starting any period of parental
bereavement leave, in order that leave can be properly recorded.

If you have any questions or you need more information about available support, please
contact your HR Case Adviser for advice. You are also advised to read the Family | eave Policy
and Toolkit before completing this form.

— Section A - Personal Details and employment

These sections must all be answered.

It is very important that we know what days of the week you are working in order that we can
calculate your leave entitlement correctly.

Full name

National Insurance Number

Position held

Department/ service

Every weekday Monday-Friday D

Specified below D

Mon D Tue D Wed D Thu D Fri D Sat D sun D




https://www.hr.admin.cam.ac.uk/policies-procedures/parental-bereavement-leave-and-pay-policy-and-procedure

https://www.hr.admin.cam.ac.uk/policies-procedures/parental-bereavement-leave-and-pay-policy-and-procedure



— Section B - Details of leave

Date of child's death or stillbirth

Dates Parental Bereavement leave taken

Week 1 will commence on

Week 1 will end on

Week 2 will commence on

Week 2 will end on

Parental bereavement leave can be taken in blocks of one week, two consecutive weeks, or two
separate weeks. It can be taken at any time during the first 56 weeks after the child’s death.

— Section C — Declaration

The information included in this application is correct.

| declare that: )
Tick one

| am the biological parent
| am the adoptive parent and the child was living with me
Il am an 'Intended parent' — due to become the legal parent through surrogacy

| am the partner of the child's parent, and lived with the child and the child's parentin an
enduring family relationship

| am the biological parent, or their partner, of a child who has since been adopted by
someone else, and there is a court order allowing me or my partner to have contact with
the child

| or my partner provided day to day care to the child, other than as a paid carer,
for the 4 weeks before their death

Signed (applicant)

Date

Please forward this form to Employee Services: employeeservices@eastdunbarton.gov.uk




mailto:employeeservices%40eastdunbarton.gov.uk?subject=



An employee who is due to go on, or is currently taking parental bereavement leave, is
entitled to access all of the usual support networks available to staff.

The Employee Assistance Programme — “Time for Talking” can also offer a range of
practical and emotional support that may be relevant to employees whose child has
died.

Employee Assistance Programme - Time for Talking | The Hub (eastdunbarton.gov.uk)
Tel: 0800 970 3980
Website: https:/Mww.timefortalking.co.uk/

Password for live chat: TfTnow — please note the password is case sensitive.

In addition, some relevant charities which may also be able to provide support and
guidance in the circumstances:

https://www.childbereavementuk.org/

https:/www.careforthefamily.org.uk/family-life/bereavement-support/bereaved-par-
ent-support

https://Www.cruse.org.uk/
https://youngminds.org.uk/




http://thehub.eastdunbarton.gov.uk/employee-assistance-programme-time-talking

https://www.timefortalking.co.uk/

https://www.childbereavementuk.org/

https://www.careforthefamily.org.uk/family-life/bereavement-support/bereaved-parent-support

https://www.careforthefamily.org.uk/family-life/bereavement-support/bereaved-parent-support

https://www.cruse.org.uk/

https://youngminds.org.uk/



		Name: 

		national insurance: 

		position held: 

		department : 

		weeks: Off

		weeks1: Off

		mon: Off

		tue: Off

		wed: Off

		thur: Off

		fri: Off

		sat: Off

		sun: Off

		declaration: Off

		week 1 start: 

		week 1 end: 

		week 2 start: 

		week 2 end: 

		signed applicant: 

		signed applicant date: 

		child date: 
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