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[bookmark: _heading=h.60jdfewmovio]Introduction
This document contains Grow’s policies for leave and time off. Every employee will have access to a copy of this document and you are expected to become familiar with its contents. If there is any matter in this handbook that you do not understand, you should ask the Head of Operations for clarification.
This handbook is designed to help you understand the policies, general rules and operating standards that apply to the employees of Grow. It is intended as a statement of Grow's policies and procedures and, except where specifically indicated, does not form part of your contract of employment. Any dispute between you and Grow will be determined on the basis and content of your contract of employment.
The content of this policy document will be reviewed regularly and updates will be notified to employees. Where necessary, an updated version of these policies may be reissued in its entirety in electronic or hard copy format.
2 [bookmark: _heading=h.hxcm30yan6i7]Adoption appointments (adopters and adopters' partners)
1 [bookmark: _heading=h.qj28qds443zx]Introduction
1.1 [bookmark: _heading=h.kzirmyn24yxs]This policy sets out the approach that Grow (the Company) will take in relation to the rights enjoyed by employees, and certain agency workers, to:
1.1.1 [bookmark: _heading=h.i4fc221k0bo2]paid time off work to attend adoption appointments; or alternatively
1.1.2 [bookmark: _heading=h.lrrnvz6sjadf]unpaid time off work to attend such appointments
1.2 [bookmark: _heading=h.qlmhmptlo2f4]It also sets out the steps you should take if you wish to take either paid or unpaid time off to attend an adoption appointment.
1.3 [bookmark: _heading=h.apfx7i87o4md]This policy applies only to employees and, in certain circumstances, to agency workers. It does not apply to consultants, contractors, volunteers, interns or casual workers.
1.4 [bookmark: _heading=h.rjercvnnuwx3]This policy does not form part of any contract of employment and Grow may amend it at any time.
2 [bookmark: _heading=h.25filhd33q44]Choosing whether to take paid or unpaid time off
2.1 [bookmark: _heading=h.ixfswx422gzg]If you have been notified by an adoption agency that a child is to be, or is expected to be, placed for adoption with you alone, then there is no choice to be made; it is the right to paid time off to attend adoption appointments that will apply to you, and the remainder of this paragraph (paragraph 2) is not relevant. See instead paragraph 3 below.
2.2 [bookmark: _heading=h.8fm468o8gthc]Where, however, there are two persons, each of whom is either an employee or a qualifying agency worker (one or perhaps both of whom are employed by Grow), who have been notified by an adoption agency that a child is to be, or is expected to be, placed for adoption with the two of them jointly, the situation is different:
2.2.1 [bookmark: _heading=h.lr5guj858h26]They must decide which of them will, following the placement of the child, take advantage of the more extensive right to ordinary (and perhaps also additional) adoption leave. See Grow's Adoption Leave Policy for further information. The parent who does not take adoption leave may be entitled instead to exercise the less extensive right to paternity leave. See Grow's Paternity Leave Policy for further information. Both those parents may go on to take shared parental leave, if they qualify for it, in substitution for some part of the adoption leave entitlement. See Grow's Shared Parental Leave Policy (Adoption) for further information.
2.2.2 [bookmark: _heading=h.940neljxygl]Similarly, prior to the placement, the parents must choose which one of them is to take advantage of the (more extensive) right to paid time off to attend pre-placement adoption appointments, and which will exercise the (less extensive) right to unpaid time off to attend such appointments. This earlier choice is significant, because the person who chooses to take paid time off to attend adoption appointments must be the same person who later takes adoption leave. Any employee who exercises the right to paid time off to attend adoption leave appointments is not allowed, later on, to take paternity leave. Therefore, when choosing which parent will take unpaid time off to attend pre-placement adoption appointments, the chosen parent should be the same person as will later exercise the right to paternity leave (rather than adoption leave).
2.3 [bookmark: _heading=h.c7gwbsc8uzs]Paid time off work to attend adoption appointments is covered at paragraph 3 below, unpaid time off work to attend such appointments is covered at paragraph 4.
3 [bookmark: _heading=h.k01uuplp7hsv]Paid time off to attend adoption appointments
3.1 [bookmark: _heading=h.1baotr7dcx2x]Any employee is entitled to take paid time off work to attend adoption appointments which are for the purpose of having contact with the child that is to be placed with you or for any other purpose connected with the adoption, and have been arranged by or at the request of the adoption agency which notified you of the placement.
3.2 [bookmark: _heading=h.259uyn4f0npd]You should inform Grow as soon as possible of the time and date of any appointment. This information should include:
3.2.1 [bookmark: _heading=h.rbdrkat2k87m]the time and date of any appointment;
3.2.2 [bookmark: _heading=h.utqrbnie8uge]the time of day at which you wish to start your period of time off work, and the time that the period off work will finish (time off is limited to six and a half hours, including travel time etc; see paragraph 3.6); and
3.2.3 [bookmark: _heading=h.bos4zlkz10sv]whether you have previously taken time off to attend an adoption appointment in relation to the adoption arrangement and, if so, the date of each occasion that you took such time off (you are limited to attending five appointments in relation to a particular adoption arrangement; see paragraph 3.5).
3.3 [bookmark: _heading=h.rtnotqmpfqgn]You should also, if asked to do so, provide proof:
3.3.1 [bookmark: _heading=h.2i5fpgu3u39b]of the date and time of the appointment (eg an appointment card); and
3.3.2 [bookmark: _heading=h.rwg9d46qioyc]that the appointment has been arranged at the request of the adoption agency which notified you of the placement for adoption.
3.4 Where the child is to be placed for adoption with you and another person jointly, you should, if asked to do so, provide a signed declaration to Grow stating that, in connection with the adoption, you have chosen to be the person who exercises the right to take paid time off (rather than unpaid time off) to attend adoption appointments.
3.5 An employee or agency worker who is the person who is entitled to take paid time off to attend adoption appointments, or who has, in cases of a joint placement, chosen to be the person who takes paid (rather than unpaid) time off, is entitled to exercise that right on up to five occasions, ie to attend up to five such appointments, in relation to any particular adoption arrangement (irrespective of how many children are to be placed under the arrangement).
3.6 For any given appointment, the maximum paid time off during working hours to which you are entitled is six and a half hours (including travel time etc).
3.7 [bookmark: _heading=h.g3p5tlt1mr85]Please try to arrange the times of your appointments at the beginning or end of the working day and in consultation with your manager if possible.
4 [bookmark: _heading=h.a0mu4m8morbb]Unpaid time off to attend adoption appointments
4.1 [bookmark: _heading=h.jody6vhd10]As an employee, you have the right to take a certain amount of unpaid time off during working hours (as further explained below) to attend adoption appointments, if you have been notified by an adoption agency that a child is to be, or is expected to be, placed for adoption with you and another person jointly, and:
4.1.1 [bookmark: _heading=h.keyerzcoxu8r]you have chosen to exercise the right to take unpaid time off to attend adoption appointments in connection with this adoption (see paragraph 2.2 above for further information about this choice); and
4.1.2 [bookmark: _heading=h.8k1frt2m58bx]you have not chosen to exercise the right to take paid time off to attend adoption appointments in connection with the adoption; and
4.1.3 [bookmark: _heading=h.6wvjlc1sd8s1]the other person with whom the child is to be placed for adoption jointly has not elected to exercise the right to take unpaid time off to attend adoption appointments in connection with this adoption.
4.2 [bookmark: _heading=h.yi57yzwxotgf]You should inform Grow as soon as possible of the time and date of any appointment. This information should include:
4.2.1 [bookmark: _heading=h.bynka2fwqkhc]the time and date of any appointment;
4.2.2 [bookmark: _heading=h.t81mau9zy1hi]the time of day at which you wish to start your period of time off work, and the time that the period off work will finish (time off is limited to six and a half hours, including travel time etc; see paragraph 4.6); and
4.2.3 [bookmark: _heading=h.m2hncp11mtiw]whether you have previously taken time off to attend an adoption appointment in relation to the adoption arrangement and, if so, the date of each occasion that you took such time off (you are limited to attending two appointments in relation to a particular adoption arrangement; see paragraph 4.5).
4.3 [bookmark: _heading=h.ohh0bdgki7sm]You should also, if asked to do so, provide proof:
4.3.1 [bookmark: _heading=h.s9awi6ack22k]of the date and time of the appointment (eg an appointment card); and
4.3.2 [bookmark: _heading=h.1wffclrf2ws8]that the appointment has been arranged at the request of the adoption agency which notified you of the placement for adoption.
4.4 You should also, if asked to do so, provide a signed declaration to Grow stating that, in connection with the adoption, you have chosen to be the person who exercises the right to take unpaid time off (rather than paid time off) to attend adoption appointments.
4.5 An employee or agency worker who has chosen to be the person who takes unpaid (rather than paid) time off, is entitled to exercise that right on one or two occasions, ie to attend one or two such appointments, in relation to any particular adoption arrangement (irrespective of how many children are to be placed under the arrangement).
4.6 For any given appointment, the maximum unpaid time off during working hours to which you are entitled is six and a half hours (including travel time etc).
4.7 [bookmark: _heading=h.sdh4xqq07rbd]Please try to arrange the times of your appointments at the beginning or end of the working day and in consultation with your manager if possible.
5 [bookmark: _heading=h.lrzonhhkh9kr]Fostering to adopt
[bookmark: _heading=h.t0ujicklvlr0]The rights to paid and unpaid time off work to attend adoption appointments will also apply if you are a local authority foster parent who has been approved as suitable to adopt a child, and the local authority places a child in its care with you in a 'fostering to adopt' arrangement. Please contact HR for further information regarding how the policy will operate in such circumstances.
3 [bookmark: _heading=h.bktrqis32ple]Adoption leave 
1 [bookmark: _heading=h.k8xftyscjejz]Introduction
1.1 [bookmark: _heading=h.uewx6viv2f5n]This adoption policy sets out the rights and responsibilities of employees who intend to adopt a child aged under 18 in relation to adoption leave and pay.
1.2 [bookmark: _heading=h.3a79utwrffkk]This policy applies to all employees only. It does not apply to agency workers, consultants or self-employed contractors.
1.3 [bookmark: _heading=h.45jff1gb79ng]This policy is for guidance only and does not form part of your contract of employment. We may amend it at any time, and details of any alterations or additions will be notified to you. Please contact HR if you have any queries about your entitlement.
1.4 [bookmark: _heading=h.ousrhguavbx]If you want to take time off work to attend an adoption appointment, please refer instead to our Adoption appointments policy, as these issues are not covered in this policy.
1.5 [bookmark: _heading=h.dxi51y3jywej]Our adoption leave policy mirrors, as far as possible, our maternity leave policy, but the main difference is that adoption leave is not just available to women (although where a couple adopt a child, only one parent will be allowed to take adoption leave). If you are adopting a child from overseas, the procedures are slightly different—please contact HR for further information. You may also be eligible for adoption leave and pay if you are a foster parent who has a child placed with you with a view to adoption, or if you have entered a surrogacy arrangement with a woman and have been granted, or intend to apply for, a parental order in relation to the child that she has—please contact HR  for further details.
1.6 An employee intending to adopt a child under 18 may be eligible to take three different kinds of statutory leave following on from the placement of the child, namely ordinary and additional adoption leave, paternity leave and shared parental leave. However, one adopting parent may not take all three types of leave. Where two parents are adopting a child, one parent may take the ordinary and additional adoption leave, while the other parent may initially take paternity leave, provided all the other qualifying conditions are met. Both parents may take shared parental leave (and pay), if they qualify for it, in substitution for some part of the adoption leave (and pay) entitlement.
1.7 Eligibility for paternity leave is not limited to male parents of a child being adopted, nor is eligibility for adoption leave limited to female parents. Where the qualifying conditions are satisfied, any parent may be eligible for shared parental leave.
1.8 Where there are two adopting parents, they must choose which one will take adoption leave, and which will take paternity leave. Paternity leave is not available where only one person is adopting a child on their own (i.e. with no involvement of a spouse of partner in caring for the child); such individuals may only take adoption leave.
1.9 This policy covers only ordinary and additional adoption leave and pay. For information on paternity leave, please refer instead to our Paternity leave policy. For information on shared parental leave in the context of adoption, please contact HR.
2 [bookmark: _heading=h.nh2o4qvsppcu]Adoption leave
2.1 [bookmark: _heading=h.g2gmtqhgmxns]If you are an employee, you will be entitled to take adoption leave provided:
2.1.1 [bookmark: _heading=h.bznrq14l4a8d]you have been matched with the child for adoption by a UK adoption agency;
2.1.2 [bookmark: _heading=h.o0kor9lrj8nf]you have notified the agency that you agree that the child should be placed with you and you have agreed on the date of placement;
2.1.3 [bookmark: _heading=h.7436jopxypgc]you have not already taken ordinary adoption leave in relation to this child as a result of them being placed, or expected to be placed, with you as a foster parent by a local authority in a 'fostering to adopt' arrangement; and
2.1.4 you have complied with the notification/evidential requirements in paragraph 4 below.
2.2 [bookmark: _heading=h.iquz8cd4hkvb]Adoption leave is made up of 26 weeks of ordinary adoption leave (OAL) and a further 26 weeks of additional adoption leave (AAL) starting immediately after OAL. Part of adoption leave may be paid—see paragraph 5 in relation to eligibility for statutory adoption pay (SAP).
3 [bookmark: _heading=h.6b57bqjpiasb]Starting adoption leave
3.1 [bookmark: _heading=h.1qg8fex3r8ka]You may choose to begin your adoption leave (and SAP, if eligible—see paragraph 5) on the date on which the child is placed with you for adoption, or on another date that is up to 14 days before the expected date of placement (Planned Start Date).
3.2 [bookmark: _heading=h.94pr1v9hfk7z]You can change your mind about the Planned Start Date, but if so you must give us written notice at least 28 days before the new start date.
4 [bookmark: _heading=h.ymu9187sr1uq]Notifying us
4.1 [bookmark: _heading=h.467ijpg98uf2]You should notify HR in writing of your intention to take adoption leave within seven days of being matched with a child, or, if that is not reasonably practicable, as soon as is reasonably practicable. Your notice should state:
4.1.1 [bookmark: _heading=h.ix63gu168xlt]that you intend to take adoption leave;
4.1.2 [bookmark: _heading=h.u19zsg7x9wq0]the expected date of the placement;
4.1.3 [bookmark: _heading=h.b4giofvaqm8]the Planned Start Date; and 
4.1.4 [bookmark: _heading=h.gj63e4g9fg6b]the date you want your SAP to start , if you are eligible—see paragraph 5.
4.2 [bookmark: _heading=h.vhnv7x1gka3l]You must also provide HR with the matching certificate from the adoption agency. We may also ask you for the name and address of the adoption agency, the date you were notified of the match and the date on which the agency expects to place the child with you.
4.3 As mentioned in paragraph 3.2 above, if you change your mind about the Planned Start Date, you must give us written notice at least 28 days before the new start date.
4.4 We will write to you within 28 days of receiving notification of your Planned Start Date, to confirm the date we will expect you to return to work (ie 52 weeks after the date you intend to start your leave) (your Expected Return Date).
5 [bookmark: _heading=h.372c9kpdrge5]Statutory adoption pay (SAP)
5.1 SAP is payable for up to 39 weeks of adoption leave. If you decide to return to work before the expiry of the 39-week period (or to share some of your adoption pay with your partner as shared parental pay), you will stop receiving SAP on your return to work and you will have no further entitlement to SAP.
5.2 To be eligible for SAP you must meet the requirements in paragraph 2.1 above and:
5.2.1 have worked continuously for us for at least 26 weeks ending with the week in which you were notified that you had been matched with the child for adoption (Qualifying Week)
5.2.2 be absent from work due to adoption leave;
5.2.3 have average earnings in the eight weeks ending in the Qualifying Week (Relevant Period) that are at least the lower earnings limit for Class 1 National Insurance contributions;
5.2.4 [bookmark: _heading=h.yf4tkk4zyuz8]have told us that you elect to receive SAP, which is only possible if you have not elected to receive statutory paternity pay (SPP) and your fellow adopter (if there is one) has not elected to receive SAP—you can do this at the same time you notify us that you wish to claim SAP (see paragraph 5.2.5 below);
5.2.5 [bookmark: _heading=h.zgqaujlm9zuf]have notified us of your wish to claim SAP, by giving us 28 days' notice in writing prior to the date you want to receive your first payment of SAP or, if that is not reasonably practicable, as soon as possible after that. You can give this notice at the same time as you give us notice that you want to take adoption leave; and
5.2.6 have provided the documents/information set out in paragraph 4.2 above.
5.3 [bookmark: _heading=h.1244wou1w3h6]The rate of SAP that is payable is calculated as follows:
5.3.1 [bookmark: _heading=h.tms15xgo7oux]during the first six weeks of OAL, SAP is paid at a rate of 90% of your average weekly earnings calculated over the Relevant Period (this is referred to as higher rate SAP);
5.3.2 during the remaining 33 weeks, SAP is paid at a fixed rate, set by the government each tax year, known as lower rate SAP. If the amount of your higher rate SAP is lower than your lower rate SMP because you are a lower earner, you will receive higher rate SAP in this period.
5.4 SAP payments will be made on your normal pay date through payroll. Income tax, National Insurance contributions and pension contributions will be deducted as appropriate.
5.5 You must notify us in writing if during your adoption pay period you work for another employer, specifying (a) whether or not you worked for that employer in the Qualifying Week and (b) whether that employer is liable to pay you SAP. If during your adoption pay period you work for another employer who is not liable to pay you SAP and for whom you did not work in the Qualifying Week, we will no longer be required to pay you SAP.
6 [bookmark: _heading=h.6zhx405ktx82]Rights and obligations during adoption leave
6.1 During both OAL and AAL your contract of employment will continue and you will continue to receive all of your contractual benefits as set out in your contract of employment, with the exception of wages or salary.
6.2 [bookmark: _heading=h.exbqtgk12tn6]While you are on adoption leave, you will continue to accrue your holiday entitlement in the usual way.
6.3 Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before your adoption leave begins. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your adoption leave straddles two holiday years) you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager in good time before starting adoption leave. All holiday dates are subject to approval in the normal way.
7 [bookmark: _heading=h.73u408mf56ff]Keeping in touch (KIT) days
7.1 [bookmark: _heading=h.e6p6yqeed8ky]Shortly before your adoption leave starts, we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact during your leave. We may make reasonable contact with you from time to time during your adoption leave, and vice versa. This may include contacting you to discuss arrangements for your return to work. You should discuss with your line manager what contact we may make.
7.2 You can work (including attendance at training sessions) for us for up to 10 days during your adoption leave without bringing your adoption leave or SAP entitlement to an end. These are called 'keeping in touch' (KIT) days. KIT days are not compulsory and any arrangements for them (including any payment for them) must be discussed and agreed with your line manager.
7.3 If you decide to work any KIT day, you will be paid at your normal basic rate of pay on your next normal pay day and this will be taken to be inclusive of any SAP entitlement.
8 [bookmark: _heading=h.tnixdob134o7]Returning to work
8.1 You must return to work on the Expected Return Date unless you tell us otherwise. If you wish to return to work earlier than your Expected Return Date, you must give us at least eight weeks' notice of the date upon you wish to return. It is helpful if you give this notice in writing. If insufficient notice is given, your return date may be postponed until eight weeks after you give notice.
8.2 Your adoption leave cannot last longer than 52 weeks. If you wish to return later than your Expected Return Date, you should either request unpaid parental leave in accordance with our Parental leave policy, giving no less than 21 days' notice, or request paid annual leave in accordance with your contract of employment. If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our usual sickness policy will apply. In any other case, late return without good cause will be treated as unauthorised absence.
8.3 You are normally entitled to return to work in the position you held before starting adoption leave and on the same terms of employment, unless a redundancy situation has arisen. However, if you have taken AAL and it is not reasonably practicable for us to allow you to return to the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable. Different rules may apply if you have combined adoption leave with periods of other leave, such as parental leave or shared parental leave.
8.4 If you would like to explore the possibility of changing your hours or other working arrangements on return from adoption leave, please consult our Flexible working policy. It is helpful if any request under the policy is made as early as possible.
8.5 If, while on adoption leave, you decide that you do not wish to not to return to work, you are encouraged to notify us as soon as possible by contacting HR . You must give notice of resignation to us in accordance with your contract of employment. When you give notice to us you should ensure that you have sufficient adoption leave left to run (ie at least equal to your notice period), as otherwise you might be required to return to work for the remainder of the notice period. 
8.6 If a redundancy situation arises during adoption leave, or otherwise in the period of 18 months after the child is placed with you for adoption, you may be entitled to be offered a suitable available vacancy if there is one.
9 [bookmark: _heading=h.5zis23zralz]Special cases
9.1 Special rules regarding adoption leave and pay apply where the child's placement is disrupted or the child dies. In such circumstances, you should contact HR  for advice.

4 [bookmark: _heading=h.qa99jthsk8p]Antenatal appointments (expectant mothers or companions)
1 [bookmark: _heading=h.fasgiev3wtwk]Introduction
1.1 This policy sets out Grow's policy on the attending antenatal appointments (whether as the mother or the mother's companion). The policy is designed to be as comprehensive as possible and contains a summary of the main statutory rights that employees and agency workers have. It also sets out the steps you should take either if you are pregnant and need to attend an antenatal appointment, or if you wish to accompany an expectant mother to such an appointment.
1.2 This policy applies only to employees and, in certain circumstances, to agency workers. It does not apply to consultants, contractors, volunteers, interns or casual workers.
1.3 This policy is for guidance only and does not form part of any contract of employment. We may alter the terms of this policy at any time and details of any alterations or additions will be notified to you. Please contact HR  if you have any queries about your entitlement.
2 [bookmark: _heading=h.i23iz1i741bv]Time off for antenatal care
2.1 Any pregnant employee is entitled to take paid time off work for antenatal care where the antenatal care is recommended by her doctor, midwife or health visitor.
2.2 You should inform Grow as soon as possible of the time and date of any appointment. Except for the first appointment, you should, if asked to do so, provide:
2.2.1 proof of the appointment (eg an appointment card); and
2.2.2 if you have not already done so, a certificate of pregnancy (a MAT B1 form) from your doctor, midwife or registered nurse confirming your expected week of childbirth (ie the week, starting on a Sunday, in which your doctor or midwife expects you to give birth).
2.3 Please try to arrange the times of your appointments at the beginning or end of the working day and in consultation with your manager if possible.
3 [bookmark: _heading=h.5cn27a21yy9c]Time off to accompany an expectant mother to an antenatal appointment
3.1 [bookmark: _heading=h.gb7ztai4egzh]As an employee, you have the right to take a certain amount of unpaid time off during working hours (as further explained below) to accompany a pregnant woman when she attends an appointment for antenatal care if you have one of the following relationships with the pregnant woman or the expected child:
3.1.1 you are married to or the civil partner of the pregnant woman;
3.1.2 [bookmark: _heading=h.w9juovvh9zm2]you live with the pregnant woman in an enduring family relationship but are not a relative (ie her parent, adoptive parent, former adoptive parent, grandparent, sister, brother, half-sister, half-brother, aunt or uncle);
3.1.3 you are the biological father of the expected child (or are legally regarded as the child's father);
3.1.4 you are a woman who was the civil partner of, or married to, the pregnant woman when her pregnancy was commenced by artificial means, or you met the 'agreed female parenthood conditions' (as defined in law) at that time; or
3.1.5 you are in a surrogacy arrangement with the pregnant woman and you intend (after the birth) to apply for a 'parental order' in respect of the expected child and expect to be entitled to get such an order.
3.2 Those who qualify for this right:
3.2.1 may only accompany the pregnant woman to a maximum of two antenatal appointments in relation to any particular pregnancy; and
3.2.2 may only take a maximum of six and a half hours off work (including travel time etc) on each such occasion.
3.3 If you wish to exercise your right to accompany, you should inform Grow as soon as possible of:
3.3.1 the time and date of any appointment;
3.3.2 the time of day at which you wish to start your period of time off work, and the time that the period off work will finish; and
3.3.3 whether you have previously taken time off to accompany the same pregnant woman to an antenatal appointment in relation to the same pregnancy and, if so, the date of each occasion that you took such time off.
3.4 If you are able to influence the timing of appointments, please try to arrange them at the beginning or end of the working day and in consultation with your manager if possible.
3.5 If asked to do so by HR, you must (before you will be allowed to accompany the pregnant woman to the appointment) provide a signed declaration stating:
3.5.1 your relationship with the pregnant woman and/or the expected child (which must fall within one or more of the categories set out under paragraph 3.1 above);
3.5.2 that your purpose in taking time off is to accompany the pregnant woman when she attends an antenatal care appointment;
3.5.3 that the appointment has been made on the advice of a registered medical practitioner, registered midwife or registered nurse; and
3.5.4 the date and time of the appointment.
5 [bookmark: _heading=h.kvmmmjlgm8ie]Carer's leave
1 [bookmark: _heading=h.ei3rkd60zy8l]Introduction
1.1 [bookmark: _heading=h.ujtp6sap53b2]This policy sets out the approach that Grow (the Company) will take to the statutory right that employees have to take unpaid time off work to provide or arrange care for a dependant with a long-term care need, and the steps you should take if you need to make a request for such leave.
1.2 [bookmark: _heading=h.f323y7a1ph29]This policy applies only to employees. It does not apply to agency workers, consultants, contractors, volunteers, interns or casual workers. 
1.3 [bookmark: _heading=h.v1iot0mo9oe7]Depending on the circumstances, you may have the right to take time off under another policy. For example:
1.3.1 [bookmark: _heading=h.81k3sa2zcddr]in an emergency situation, you may be entitled to time off to care (or arrange care) for a dependant;
1.3.2 [bookmark: _heading=h.v11cjjr7f3b6]on the birth or adoption of a child, you may be entitled to maternity leave, adoption leave, paternity leave shared parental leave or unpaid parental leave;
1.3.3 if your child is admitted to neonatal care, you may be entitled to neonatal care leave;
1.3.4 [bookmark: _heading=h.aufgbuv7omsl]following a bereavement, you may be entitled to parental bereavement leave or compassionate leave.
The relevant policies are available from HR .
1.4 [bookmark: _heading=h.5so60n5xo2dk]This policy does not form part of any contract of employment and Grow may amend it at any time.
2 [bookmark: _heading=h.czysvolbewlt]When leave may be taken
2.1 [bookmark: _heading=h.e3anjas0knm1]You are entitled to take up to one week of unpaid carer's leave in each 12-month rolling period in order to provide or arrange care for a dependant with a long-term care need.
2.2 [bookmark: _heading=h.rqvbb7v28twc]For these purposes, a 'dependant' is:
2.2.1 [bookmark: _heading=h.rgxcb7uvqa1n]your spouse, or civil partner;
2.2.2 [bookmark: _heading=h.qgskm36f8zlz]your child;
2.2.3 [bookmark: _heading=h.q07pmqtud3hd]your parent;
2.2.4 [bookmark: _heading=h.hl8y1pq5laqb]a person who lives in the same household as you (but not a tenant, lodger, boarder or someone you employ);
2.2.5 [bookmark: _heading=h.hv2il1605v32]someone who reasonably relies on you to provide or arrange care.
2.3 [bookmark: _heading=h.c8f6d6q3ezv0]A dependant has a long-term care need if they:
2.3.1 [bookmark: _heading=h.k2ejbfaf0vj0]have a physical or mental illness or injury that requires, or is likely to require, care for more than three months;
2.3.2 [bookmark: _heading=h.bim03m98s63f]have a disability for the purposes of the Equality Act 2010; or
2.3.3 [bookmark: _heading=h.llao1jpdguw]require care for a reason connected with their old age.
3 [bookmark: _heading=h.sl66xmye1qhg]The amount of leave, and how it may be taken
3.1 [bookmark: _heading=h.7jgcetfj9bpg]You may take up to one week's carer's leave in any 12-month rolling period (looking back over the previous 12 months from the last day of any carer's leave you request). For example:
3.1.1 [bookmark: _heading=h.nlgsexvhf3b0]if you work a five-day week, you may take up to five days' carer's leave;
3.1.2 [bookmark: _heading=h.cf8bo8q4ian]if you work a three-day week, you may take up to three days' carer's leave;
3.1.3 [bookmark: _heading=h.ko9ln2kkejo8]if you work irregular hours, or for part of the year only, the number of hours of carer's leave you may take is calculated on the last day of any carer's leave you request, by adding up the number of hours you have worked in the previous 12 months and dividing that by 52.
3.2 [bookmark: _heading=h.2xb1k41nehg7]You may take a half-day or a whole day of carer's leave at a time, up to a maximum of a week, ie if you are entitled to three days' carer's leave you may take it as six half days or, say, two whole days and two half-days.
4 [bookmark: _heading=h.8lfmndlwgd2w]Pay
4.1 [bookmark: _heading=h.hrx8m783y0xk]Leave under this policy is unpaid.
5 [bookmark: _heading=h.txatimjy1cbb]Requesting and postponing leave
5.1 [bookmark: _heading=h.16vuxdi906np]In order to have the right to time off work, you must notify Grow in writing of your intention to take carer's leave, specifying:
5.1.1 [bookmark: _heading=h.bu1sk2shydp2]that you are entitled to take carer's leave;
5.1.2 [bookmark: _heading=h.wfx3ixgv4ljb]how many days or half-days of carer's leave you wish to take, and on what dates;
5.1.3 [bookmark: _heading=h.7w9vkqk9vahq]that you will be taking time off to provide or arrange care for a dependant with a long-term care need.
5.2 [bookmark: _heading=h.u6t0t6ybs4o6]Notice must be given at least twice as many whole days before the start of the leave you are requesting as the length of the period of leave, subject to a minimum of three days, ie:
5.2.1 [bookmark: _heading=h.ml0auiu67p3o]if you wish to take half a day or one day of carer's leave, you must give at least three days' notice;
5.2.2 [bookmark: _heading=h.gxwsmhxo8ycc]if you wish to take two days of carer's leave, you must give at least four days' notice.
5.3 [bookmark: _heading=h.jbp29pn9mab9]Employees should take care to follow the notification requirements set out in this policy. Any failure to follow these procedures, or abuse of the right to leave under this policy, may result in disciplinary action under Grow's Code of conduct and disciplinary and dismissal procedure.
5.4 [bookmark: _heading=h.xn4g3jbkkbs5]While we will not refuse your request to take carer's leave, we may ask you to postpone your leave to a different date if we consider that the operation of our business would be unduly disrupted if you took your carer's leave during the period requested in your notice. In those circumstances:
5.4.1 [bookmark: _heading=h.pkqvpaszox9b]we will consult with you before determining the date on which your postponed leave will start;
5.4.2 [bookmark: _heading=h.rlbhbobyuutd]the new start date will be within one month of your requested start date;
5.4.3 [bookmark: _heading=h.1lls7hg68ftw]we will give you written notice of the postponement as soon as reasonably practicable but no later than seven days after your original request or, if earlier, before the earliest day or part day requested in the employee's notice.
6 [bookmark: _heading=h.nt8tr6deltfh]Returning to work after carer's leave
6.1 [bookmark: _heading=h.8a7psn39fz0p]After a period of carer's leave, you are entitled to return to the same job you were doing immediately before you took carer's leave, ie:
6.1.1 [bookmark: _heading=h.l2b3qgk0voz0]with the same seniority, pension and similar rights as you had before carer's leave;
6.1.2 [bookmark: _heading=h.whtp7ko472o6]on terms and conditions not less favourable than those which would have applied had you not taken carer's leave.
6 [bookmark: _heading=h.f8rt2te3tblp]Maternity leave 
1 [bookmark: _heading=h.257u5hdyh2do]Introduction
1.1 This policy outlines the rights and responsibilities of employees who are pregnant or have recently given birth and sets out the arrangements for pregnancy-related sickness, health and safety and maternity leave and pay.
1.2 [bookmark: _heading=h.jpt2wyettaqv]This policy applies to all employees. This policy does not apply to consultants or self-employed contractors.
1.3 This policy is for guidance only and does not form part of your contract of employment and we may amend it at any time. It outlines the rights employees and others are given by law but is intended to be a summary only and not a complete statement of your rights. Please contact HR  if you have any queries about your entitlement.
1.4 In this policy, references to 'EWC' are to your expected week of childbirth, meaning the week (starting on a Sunday) in which your doctor or midwife expects you to give birth.
1.5 If you want to take time off work to attend an antenatal appointment for your own antenatal care, or take time off to accompany a pregnant woman to an antenatal appointment, please refer instead to our Antenatal Appointments Policy (expectant mothers or companions), as these issues are not covered in this policy. If you are adopting a child, please see our Adoption Policy.
1.6 [bookmark: _heading=h.6p2seb2vxd83][In some cases you and your spouse or partner may be eligible to opt into the shared parental leave scheme, which enables you to share the leave and pay available in the first year after birth (or adoption). If so, you will need to give us not less than eight weeks' notice to opt into the scheme and you must remain on maternity leave for at least two weeks after the birth. For more information about shared parental leave, please see our Shared Parental Leave Policy or, in the case of adoption, our Shared Parental Leave (Adoption) Policy.
2 [bookmark: _heading=h.bst27mgdwh0j]Maternity leave
2.1 All pregnant employees are entitled to up to 52 weeks' maternity leave, comprising 26 weeks' ordinary maternity leave ('OML') plus 26 weeks' additional maternity leave ('AML'), which must be taken immediately following OML. Pregnant employees must take at least two weeks' maternity leave (compulsory maternity leave) starting on the day their baby is born.
3 [bookmark: _heading=h.9dh6obt0cblh]Notification
3.1 You must notify us, in writing, no later than the end of the 15th week before your EWC (or if that is not reasonably practicable, as soon as is reasonably practicable afterwards) of:
3.1.1 the fact that you are pregnant and your EWC; and
3.1.2 the date on which you would like your maternity leave to start (your 'Planned Start Date'), which must be no earlier than the beginning of the 11th week before your EWC.
3.2 We will write to you within 28 days of receiving notification of your Planned Start Date, to tell you the date we will expect you to return to work if you take your full OML and AML maternity leave entitlement (your 'Expected Return Date').
3.3 You must also provide us with a copy of the certificate from your doctor or midwife confirming your EWC (a MATB1 form), once you have received it.
4 [bookmark: _heading=h.svy3s7k9y3gb]Pregnancy-related sickness absence
4.1 You will be eligible for sick pay for any periods of pregnancy-related sickness absence in the same manner as applies for any other type of sickness absence, as set out in our Sickness Absence Policy. However, if you are absent from work for a pregnancy-related reason at any time during the four weeks immediately before your EWC, your maternity leave will start automatically, as set out in paragraph 6 below.
5 [bookmark: _heading=h.l7h24zobgwnq]Health and safety
5.1 [bookmark: _heading=h.l6ytnwkrtnqh]Please inform us as soon as possible that you are pregnant. This is important as there may be health and safety considerations. Where required by law to do so, we will carry out a risk assessment of your working environment once you inform us of your pregnancy and if you return to work within six months of giving birth or are still breastfeeding, or otherwise on your return to work following maternity leave. 
6 [bookmark: _heading=h.78buzws18hq8]Starting maternity leave
6.1 Your maternity leave can start at any time from the beginning of the 11th week before your EWC and will usually start on the Planned Start Date you notify to us in accordance with paragraph 3 above.
6.2 If you give birth before your Planned Start Date, or are absent for a pregnancy-related reason during the four weeks immediately prior to your EWC, you must inform us in writing as soon as is reasonably practicable and notify us of the date on which you gave birth or the date on which your pregnancy-related absence began. In such circumstances, your maternity leave will start the day after you give birth, or the day after your absence began.
6.3 You may change your Planned Start Date by informing us, in writing, at least 28 days before the earlier of the original start date or the new date, or, if that is not reasonably practicable, as soon as is reasonably practicable.
7 [bookmark: _heading=h.pasv2ug2b5c5]Maternity pay
7.1 Statutory maternity pay ('SMP') is payable for up to 39 weeks of maternity leave. If you decide to return to work prior to the expiry of the 39-week period, you will stop receiving SMP on your return to work and you will have no further entitlement to SMP.
7.2 You will be entitled to SMP if:
7.2.1 you have been continuously employed for at least 26 weeks before the 15th week before your EWC (your 'Qualifying Week') and are still employed by us during your Qualifying Week;
7.2.2 you give us at least 28 days' notice in writing (or, if that is not reasonably practicable, as much notice as is reasonably practicable) of when you intend SMP to start;
7.2.3 you have provided us with a doctor's or midwife's certificate (Form MATB1) confirming your EWC (see paragraph 3);
7.2.4 your average weekly earnings during the eight weeks ending with the Qualifying Week are not less than the lower earnings limit set by the government each year; and
7.2.5 you are still pregnant 11 weeks before the start of the EWC or have already given birth and are absent due to maternity leave.
7.3 During the first six weeks of ordinary maternity leave, you will receive 9/10ths of your average weekly earnings. After that initial period, you can expect to receive the lower of either the prevailing statutory rate or 9/10ths of your average weekly earnings.
7.4 SMP payments will be made on your normal pay date through payroll. Income tax, national insurance and pension contributions will be deducted as appropriate.
7.5 If you do not qualify for SMP, you may be entitled to maternity allowance ('MA'). MA is paid directly by Jobcentre Plus for up to 39 weeks. If you wish to claim MA, you should complete the GOV.UK online MA claim form, or request a form from Jobcentre Plus
8 [bookmark: _heading=h.k9tb728oxecq]During maternity leave
8.1 During both OML and AML you will continue to receive all of your contractual benefits as set out in your contract of employment (with the exception of wages or salary).
8.2 [bookmark: _heading=h.go52m91j2i2m]Annual leave entitlement will continue to accrue during maternity leave at the rate provided under your contract. Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before your adoption leave begins. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your maternity leave straddles two holiday years), you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager in good time before starting maternity leave. All holiday dates are subject to approval by your line manager in the normal way. For more information about your holiday entitlement, see our Holiday policy.
8.3 If you are a member of our pension scheme, we will make employer pension contributions during any period of paid maternity leave, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any maternity pay you are receiving. If you wish to make up any shortfall in employee contributions, you must inform HR.
8.4 During maternity leave you will be expected to continue to comply with the terms of your contract of employment, for example your duties as to confidentiality and the duty of fidelity.
9 [bookmark: _heading=h.t8lmmoqywu7q]Keeping in touch
9.1 [bookmark: _heading=h.20uocfsbtvv5]Shortly before your maternity leave starts, we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact during your leave. We may make reasonable contact with you from time to time during your maternity leave. This may include contacting you to discuss arrangements for your return to work. You should discuss with your line manager what contact we may make.
9.2 You may be asked to work (including attending training) on up to 10 'Keeping in Touch' or 'KIT' days during maternity leave without bringing your maternity leave or SMP entitlement to an end. KIT days are not compulsory and must be discussed and agreed with your line manager.
9.3 You will be paid at your normal basic rate of pay for time spent working on a KIT day and this will be inclusive of any SMP entitlement. 
10 [bookmark: _heading=h.5sxu9pqs6h3]Returning to work
10.1 You must return to work on the Expected Return Date unless you tell us otherwise. If you wish to return to work earlier than your Expected Return Date, you must give us not less than eight weeks' notice of the date upon which you wish to return. It is helpful if you give this notice in writing. If insufficient notice is given, your return date may be postponed until eight weeks after you give notice.
10.2 Your maternity leave cannot last longer than 52 weeks. If you wish to return later than your Expected Return Date, you should either request unpaid parental leave in accordance with our Parental Leave Policy, giving no less than 21-days' notice, or request paid annual leave in accordance with your contract of employment. If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our usual sickness policy will apply. In any other case, late return without good cause will be treated as unauthorised absence.
10.3 You are normally entitled to return to work in the position you held before starting maternity leave and on the same terms of employment. However, if you have taken AML and it is not reasonably practicable for us to allow you to return to the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable. Different rules may apply if you have combined maternity leave with periods of other leave, such as parental leave or shared parental leave.
10.4 [bookmark: _heading=h.6pyn77nr4hrd]If you would like to explore the possibility of changing your hours or other working arrangements on return from maternity leave, please consult our Flexible Working Policy. It is helpful if any request under the policy is made as early as possible.
10.5 [bookmark: _heading=h.bap72ofxixj4]If a redundancy situation arises during pregnancy or maternity leave, or otherwise during an additional protected period (usually ending 18 months after your child’s birth), you may be entitled to be offered a suitable available vacancy if there is one.
10.6 If, while on maternity leave, you decide that you do not wish to return to work, you should notify us as soon as possible by contacting HR . You must give notice of resignation to us in accordance with your contract of employment. When you give notice to us you should ensure that you have sufficient leave left to run (ie at least equal to your notice period), as otherwise you might be required to return to work for the remainder of the notice period.
7 [bookmark: _heading=h.z8nnkldkxsfg]Neonatal care leave
1 [bookmark: _heading=h.3ptdrtpnj7lz]Introduction
1.1 [bookmark: _heading=h.9cpwdutufwqp]This policy outlines the leave and pay we offer to employees whose babies are born premature or sick, and the arrangements for taking it. This type of leave and pay is known as neonatal care leave and neonatal care pay (or ‘neonatal leave’ and ‘neonatal pay’).
1.2 [bookmark: _heading=h.e2qwlzcnp3li]The aspects of this policy relating to neonatal leave (NCL) apply only to employees. They do not apply to agency workers, consultants or casual workers. However, the aspects of this policy relating to statutory neonatal pay (NCP) apply to employees and also to those who are not employees but are in ‘employed earner’s employment’ with us.
1.3 [bookmark: _heading=h.mqmii4so6ux]This policy is for guidance only and does not form part of your contract of employment, and we may amend it at any time. It outlines the rights employees and others are given by the law on neonatal leave and pay that apply in relation to babies born on or after 6 April 2025. 
1.4 [bookmark: _heading=h.wusw7gkaz0nx]Depending on the circumstances, you may also be entitled to maternity, adoption or paternity leave and pay, or to opt for shared parental leave and pay in respect of a child. Please see our other family leave-related policies for more information on these different types of leave and pay.
1.5 [bookmark: _heading=h.madb4427qtmo]The definitions in this paragraph apply to this policy:
	Expected Week of Childbirth (EWC)
	1 the week, beginning on a Sunday, in which the doctor or midwife expects your child to be born;

	neonatal care
	2 medical or palliative care that starts within 29 days of the child’s birth (ie before the baby reaches 28 days of life) that is:
(a) [bookmark: _heading=h.yu86boc8mcti]medical care received in a hospital;
(b) [bookmark: _heading=h.6f5kk92hjypd]medical care received after the child has left hospital, under the direction of a consultant, that includes ongoing monitoring by, and visits from, healthcare professionals arranged by the hospital; or
(c) [bookmark: _heading=h.ylpgfmugvpas]palliative or end-of-life care;

	partner
	3 the person who lives with the mother and child in an enduring family relationship, but not the mother’s child, sibling or half-sibling, parent, adoptive parent or former adoptive parent, grandparent, aunt or uncle, or niece or nephew;

	Qualifying Week
	4 the fifteenth week before the EWC;

	tier 1 period
	5 the period that begins with the day the child starts receiving neonatal care and ends with the seventh day after they stop receiving it;

	tier 2 period
	6 the period that begins at the end of the tier 1 period and ends 68 weeks from the date of birth.



2 [bookmark: _heading=h.y3f7fafzsj9f]Neonatal leave
2.1 [bookmark: _heading=h.eohdewflzdb4]If you are eligible, you will be entitled to a week’s NCL for every week your baby is in neonatal care, up to a maximum of twelve weeks. You must take at least one week’s NCL at a time and cannot take the leave as ‘odd’ days.
2.2 [bookmark: _heading=h.l7b1oia8gcfd]You can take NCL once your child has been in neonatal care for at least seven consecutive days. NCL must be taken within 68 weeks of the date of the child’s birth, ie it does not need to be taken while the child is receiving neonatal care and can be taken following maternity leave, paternity leave or shared parental leave.
2.3 [bookmark: _heading=h.o480zi89bw4h]In the case of a multiple birth where more than one child is receiving neonatal care, the amount of NCL you accrue will depend on whether the children are receiving neonatal care at the same time (subject always to the maximum of 12 weeks):
2.3.1 [bookmark: _heading=h.d8w1rh2brn5f]if more than one child is receiving neonatal care at the same time, you will only accrue NCL in respect of one child during that period;
2.3.2 [bookmark: _heading=h.lnhcl3isetqc]for periods when the children receive neonatal care at different times, you may accrue NCL in respect of each of them.
2.4 [bookmark: _heading=h.5pmzrev455jb]If a child receives neonatal care for at least seven days on two or more occasions, you will be entitled to NCL on each occasion (subject to the 12-week cap).
3 [bookmark: _heading=h.fq1gw2t2dr22]Who is entitled
3.1 [bookmark: _heading=h.cgfnrzmqy5k3]You are entitled to take NCL, provided:
3.1.1 [bookmark: _heading=h.3rdhqs59zfq9]you are either:
(a) [bookmark: _heading=h.qksj1j1pbpth]the mother or father of the child who is receiving, or has received, neonatal care, with responsibility for the child’s upbringing; or
(b) [bookmark: _heading=h.6xgjl4tdg54g]the mother’s partner, with the main responsibility (other than the mother) for the child’s upbringing;
3.1.2 [bookmark: _heading=h.3yc9xsl71ikq]the child’s neonatal care continues without interruption for a period of at least seven days, not counting the day on which the care starts; and
3.1.3 [bookmark: _heading=h.8c8bh2ww9j3w]you notify us in accordance with paragraph 4.
3.2 [bookmark: _heading=h.2lszujove0ls]You may also be entitled to take NCL if you are an intended (parental order) parent, the child’s adopter or prospective adopter, an overseas adopter, or the partner of the adopter, prospective adopter or overseas adopter. For more information on NCL in these circumstances, please contact the HR department.
3.3 [bookmark: _heading=h.ympbrofegc9e]If for any reason you are not eligible for NCL, please contact the HR department to see what other leave may be available to you.
4 [bookmark: _heading=h.oms71v34lrav]Notifying us
4.1 [bookmark: _heading=h.jhg2ikg1u86p]While we recognise that your circumstances will be difficult, before taking NCL you need to notify the HR department that you are entitled to take NCL and of your chosen period (or periods) of leave. For information on what these notices must include and how and when they must be given, see paragraphs 4.2 to 4.4 and below.
4.2 [bookmark: _heading=h.r6hr8k2dqqlw]If you intend to take NCL, you must give us notice of your intention, setting out:
4.2.1 [bookmark: _heading=h.a2vfn3uxb724]your name;
4.2.2 [bookmark: _heading=h.bckx5ylhv4ol]the child’s date of birth;
4.2.3 [bookmark: _heading=h.u6qwuqz09qm9]the date the child started to receive neonatal care or, if the notice covers each date that they started to receive neonatal care, such dates that they started to receive neonatal care;
4.2.4 [bookmark: _heading=h.gkmi0u8z9846]if the child is no longer receiving neonatal care, the date the neonatal care ended;
4.2.5 [bookmark: _heading=h.704709hpen11]the date on which you choose the period of leave to begin;
4.2.6 [bookmark: _heading=h.tluoo0dh6g0]the number of weeks of NCL you are giving notice for;
4.2.7 [bookmark: _heading=h.ftckgjpv0smm]that you are taking NCL to care for the child; and
4.2.8 [bookmark: _heading=h.dcuxrcag07ow]confirmation (if you have not already given it) that you satisfy the requirement as to the relationship with the child or the child’s mother as set out in paragraph 3.1.1.
4.3 [bookmark: _heading=h.gw3lk9brs209]If you wish to take any weeks of NCL during the tier 1 period, you, or a friend or family member, must give notice in writing, eg by email or letter, if possible (and otherwise by phone, voicemail or text message) of your intention to take NCL before you are due to start work on your first day of absence from work in each such week, or as soon as reasonably possible after that. If NCL needs to continue for a further week or weeks, you should give notice again by the end of each preceding week.
4.4 [bookmark: _heading=h.9jl1ionnh2oj]If you wish to take NCL during the tier 2 period, eg at the end of another period of statutory family leave taken by you or your partner, you must notify us in writing, eg by email or letter:
4.4.1 [bookmark: _heading=h.h5snvf7tbw1r]at least 15 days before the leave is due to start, if you are taking a single week of neonatal care;
4.4.2 [bookmark: _heading=h.wfnwmzq280ln]at least 28 days before the leave is due to start, if you are taking two or more weeks of neonatal care.
4.5 [bookmark: _heading=h.5nvaukyr4kl5]If you have given notice to take NCL during the tier 2 period, but you no longer wish to take it, you can withdraw it by giving us, in writing, the same period of notice that was needed under paragraph 4.4.
4.6 [bookmark: _heading=h.tutowlsw8z7n]If the child stops receiving neonatal care after you have given your notice of intention under paragraph 4.2, you must inform us of the date that the neonatal care ends, as soon as is reasonably practicable after that date.
4.7 [bookmark: _heading=h.hgbnk7hzugbh]If the child starts to receive neonatal care again after you have notified us that neonatal care has ended, you must inform us of the date that the neonatal care started again and the date when it ends, as soon as reasonably practicable after each date.
5 [bookmark: _heading=h.fa85j2yfx6re]When you have booked another type of statutory leave
5.1 [bookmark: _heading=h.dsl26mp2lupt]It may be that you have already booked another type of statutory leave (such as paternity leave or shared parental leave) before your child starts to receive neonatal care. In those circumstances, you may be taking NCL when that statutory leave starts. The effect of this will either be to bring your NCL to an end, or to ‘interrupt’ it. You will usually be able to carry forward the remaining untaken period of NCL and take it after the end of the other period of statutory leave, as follows:
5.1.1 [bookmark: _heading=h.wpw0q7ysrqtr]if your NCL is interrupted in the tier 1 period and:
(a) [bookmark: _heading=h.gwbrczxmt6d9]the period of statutory leave ends within the tier 1 period (see above), you may carry forward the remaining untaken period of NCL and take it after the statutory leave period ends;
(b) [bookmark: _heading=h.57rrojtrnho4]if the period of statutory leave ends within the tier 2 period (see above), you may carry forward the remaining untaken period of NCL and take it consecutively with any other NCL taken in the tier 2 period;
5.1.2 [bookmark: _heading=h.fdp17vo6ujfj]if your NCL is interrupted in the tier 2 period and at the time of giving notice of NCL you know that the NCL will be interrupted by the other statutory leave, you will not be entitled to take NCL in the tier 2 period.
5.2 [bookmark: _heading=h.s3kjpjivtupp]We will try to warn you if NCL is likely to clash with a booked period of statutory leave in the tier 2 period.
6 [bookmark: _heading=h.6w1rijv7ftr4]Statutory neonatal pay
6.1 [bookmark: _heading=h.q1bpryg1vhbd]You will not be entitled to your normal salary during any period of NCL, but you will be typically entitled to NCP, provided:
6.1.1 [bookmark: _heading=h.6afvge9tkzzr]you satisfy the conditions as to relationship with the child or their mother and responsibility for the child’s upbringing specified in paragraph 3.1.1 above
6.1.2 [bookmark: _heading=h.7x116191s6ii]you have at least 26 weeks’ continuous employment with us ending with the Qualifying Week);
6.1.3 [bookmark: _heading=h.gmgxzeu3so57]your average earnings in the eight weeks ending in the Qualifying Week are not less that the lower earnings limit set by the government each tax year;
6.1.4 [bookmark: _heading=h.7qykozki20j]you are entitled to be in that employment at the end of the Qualifying Week; and
6.1.5 [bookmark: _heading=h.j3z0sc6lur4s]you cared for, or intend to care for, the child during the week for which you wish to claim statutory neonatal pay.
6.2 [bookmark: _heading=h.6xlxigd9qm64]You will be entitled to a week’s NCP for each week of NCL (up to a maximum of 12 weeks), beginning from the day after the day on which a period of NCL starts.
6.3 [bookmark: _heading=h.n0w2hzq80ue7]NCP is paid at a weekly rate set by the government each year or, if lower, 90% of your average earnings. The HR department can advise you of the current lower earnings limit and the current rate of NCP.
6.4 [bookmark: _heading=h.59iktm8lugnv]Note that you may be eligible for NCL but not eligible for NCP. In such cases, NCL may be taken but it will be unpaid.
6.5 [bookmark: _heading=h.k2wreqfjppc2]You must tell us whether you intend to claim NCP during your NCL and, if so, for what period. You can do this by providing notice an NCP dates notice either:
6.5.1 [bookmark: _heading=h.a9sc7h2cuvf8]in your written notice of NCL, if you give notice in writing; or
6.5.2 [bookmark: _heading=h.l14ta36l0wr3]separately in writing, if you do not include details of your intention to claim NCP in your period of leave notice.
6.6 [bookmark: _heading=h.62f7qimevgu1]If you provide your NCP dates notice separately in writing, rather than in your written notice of NCL, the amount of notice you need to give depends on the weeks for which you want to claim NCP, and whether they begin in the tier 1 period or the tier 2 period:
6.6.1 [bookmark: _heading=h.78cw9r4tfqk3]if you wish to claim NCP for one or more weeks of NCL that begin in the tier 1 period, you must give us your NCP dates notice no more than 28 days after the first day of the week you are claiming for;
6.6.2 [bookmark: _heading=h.k5j0nnwv7o1s]if you wish to claim NCP for a single week beginning in the tier 2 period, you must give us your NCP dates notice at least 15 days before the first day of the week you are claiming for;
6.6.3 [bookmark: _heading=h.relhvl7ytbqg]if you wish to claim NCP for two or more consecutive weeks beginning in the tier 2 period, you must give us your NCP dates notice at least 28 days before the first day of the period you are claiming for.
6.7 [bookmark: _heading=h.gqkttv2cal59]If it is not reasonably practicable for you to give notice in accordance with paragraphs 6.6.1 to 6.6.3, you must give notice as soon as it is reasonably practicable for you to do so.
6.8 [bookmark: _heading=h.y2lfq45ylxnj]Your NCP dates notice must include the following:
6.8.1 [bookmark: _heading=h.z13o9852cng8]your name;
6.8.2 [bookmark: _heading=h.d7caiwu80d4i]the date of the child’s birth;
6.8.3 [bookmark: _heading=h.q5mqnv6ffmhv]the date that the child started to receive NCL or each such date if they have received NCL on two or more separate occasions;
6.8.4 [bookmark: _heading=h.y3htnyjbvnar]if the child is no longer receiving NCL, the date the NCL ended;
6.8.5 [bookmark: _heading=h.mu0wtc609yxe]a declaration that you have cared or intend to care for the child during the statutory pay weeks to which the NCP dates notice relates; and
6.8.6 [bookmark: _heading=h.hjy6actyl9et]if it is the first time an NCP dates notice is given in respect of the child, a declaration that you meet the conditions as to the relationship with the child or the child’s mother or adopter.
6.9 [bookmark: _heading=h.kbjw9cxygi39]If the NCP dates notice is given while the child is still receiving NCL, you must inform us of the date that the NCL ends, as soon as is reasonably practicable after that date, as this will bring your entitlement to NCP to an end.
6.10 [bookmark: _heading=h.52ypyujuana9]You may not withdraw an NCP dates notice if it relates to one or more weeks that begin in the tier 1 period.
6.11 [bookmark: _heading=h.eg0bf113xucy]If, after giving us your NCP dates notice in relation to a statutory pay week beginning in tier 2, you change your mind about claiming NCP, you may withdraw your NCP dates notice. You must give the same number of days’ notice as for the NCP dates notice to which the withdrawal notice relates, ie:
6.11.1 [bookmark: _heading=h.tfyevv1f2ets]if the NCP dates notice related to a single week of NCP, the withdrawal notice must be given at least 15 days before the first day of that week;
6.11.2 [bookmark: _heading=h.jiovhl8uzcqx]if the NCP dates notice related to two or more consecutive weeks, the withdrawal notice must be given at least 28 days before the first day of that period.
6.12 [bookmark: _heading=h.k02kmqq3qdf8]If you are unwell during any week of your NCL, we will need to consider whether you are entitled to statutory sick pay (SSP) for all or part of that week, rather than receiving NCP for that week.
7 [bookmark: _heading=h.q6qt8tgiz44j]Other terms and conditions during neonatal leave
7.1 [bookmark: _heading=h.egj0kggib66p]During NCL, your contract of employment will continue and you will continue to receive all of your contractual benefits as set out in your contract of employment, with the exception of wages or salary.
7.2 [bookmark: _heading=h.awh0ouuk39oa]You will continue to accrue your holiday entitlement in the usual way. Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before you are expecting your baby to be born. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your NCL is taken at short notice or straddles two holiday years) you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager if possible in good time before you are expecting your baby to be born. All holiday dates are subject to approval by your line manager in the normal way. 
7.3 [bookmark: _heading=h.20ehq4bykkq]During any unpaid NCL that follows a period of paid NCL, we will not make pension scheme contributions unless the pension scheme rules or your employment contract provide otherwise. Subject to the pension scheme rules, you may make member contributions during this time.
7.4 [bookmark: _heading=h.q8ssluovis52]During NCL you will be expected to continue to comply with the terms of your contract of employment, for example your duties as to confidentiality and the duty of fidelity.
8 [bookmark: _heading=h.alh5qgsqt9e5]Returning to work
8.1 [bookmark: _heading=h.dk3q9p77k5uy]After a period of NCL, you are normally entitled to return to work in the same job you were doing immediately before you took NCL and on the same terms and conditions of employment. However, if it is not reasonably practicable for us to allow you to return to the same position, we may give you another suitable and appropriate job on terms and conditions that are no less favourable, but only in the following circumstances:
8.1.1 [bookmark: _heading=h.qnmoied9kj3m]if your NCL and any statutory leave you have taken consecutively in relation to the relevant child adds up to more than 26 weeks in total; or
8.1.2 [bookmark: _heading=h.qpahsovgmnfu]if you took NCL consecutively with more than four weeks of (ordinary) parental leave.
8 [bookmark: _heading=h.d0zicfwg45th]Parental bereavement leave
1 [bookmark: _heading=h.u4em2u3spk1e]Introduction
1.1 This policy outlines the arrangements for leave and pay for an employee who suffers the loss of a child (parental bereavement). It also identifies the practical steps we will take to support an employee while they are away from work, and on their return to work.
1.2 The aspects of this policy relating to parental bereavement leave (PBL) apply only to employees. They do not apply to agency workers, consultants, contractors, volunteers, interns or casual workers. However, the aspects of this policy relating to statutory parental bereavement pay (SPBP) apply to employees and also to those who are not employees but are in 'employed earner's employment' with us. 
1.3 An employee may have the statutory right to unpaid time off to deal with emergencies or unexpected events affecting their dependants. Further details are set out in our dependants leave policy. This policy should be read in conjunction with the dependants leave policy as, in some circumstances, there may be a degree of overlap between the two. Where you have a right to leave in similar circumstances in respect of a child under both this policy and the dependants leave policy, you may exercise your right under both policies, or under only one of them if you prefer.
1.4 An employee may have the statutory right to unpaid time off to provide or arrange care for a dependant with a long-term care need. Further details are set out in our carer's leave policy. This policy should be read in conjunction with the carer's leave policy as, in some circumstances, there may be a degree of overlap between them. Where you have a right to leave in similar circumstances in respect of a child under both this policy and the carer's leave policy, you may exercise your right under both policies, or under only one of them if you.
1.5 This policy is for guidance only and does not form part of your contract of employment, and we may amend it at any time. It outlines the rights employees and others are given by law but is intended to be a summary only and not a complete statement of your rights. Please contact HR  if you have any queries about your entitlement.
1.6 The definitions in this paragraph apply to this policy:
	child
	1 a person under the age of 18, including a child who is stillborn after 24 weeks of pregnancy;

	parent
	2 the child's parent or:
(a) [bookmark: _heading=h.ouhl8vya3rlc]the child's natural (or birth) parent, where the child has been adopted by another person but an order is in place allowing the child to stay with you, or for you to have contact with the child;
(b) [bookmark: _heading=h.5iv3i121kkei]a person with whom the child has been placed for adoption (unless the child has been returned or the placement has been terminated);
(c) [bookmark: _heading=h.15jo90myvlcr]the adopter of the child from outside the UK, if they have been officially notified that they are approved as a suitable adoptive parent;
(d) [bookmark: _heading=h.fw3toxnl25w3]an intended parent, ie someone who has applied, whether jointly or solely, for a parental order under the Human Fertilisation and Embryology Act 2008;
(e) [bookmark: _heading=h.vswbn284hqk1]a parent in fact, ie the person who lived with the child continuously for at least four weeks before the child's death in their own home and who had day to day responsibility for the child's care, unless: (i) the child's parent (or person with parental responsibility for the child) is also living there, or (ii) that person was entitled to receive wages or other remuneration for caring for the child (with certain exceptions, including paid foster carers);

	parent's partner
	3 a person living with the child and their parent in an enduring family relationship, but not the parent's sibling or half-sibling, parent, adoptive parent or former adoptive parent, grandparent, aunt or uncle.

	Relevant Week
	4 the week immediately before the one in which the child dies;

	statutory leave
	5 ordinary, compulsory and maternity leave, ordinary and additional adoption leave, shared parental leave, parental leave, paternity leave and neonatal care leave;

	week
	(a) [bookmark: _heading=h.tgtz1am9qejj]in relation to PBL, any period of seven days (including weekends); and
(b) [bookmark: _heading=h.bg5bmtn70wr4]SPBP, a period of seven days beginning with Sunday.


2 [bookmark: _heading=h.j3tfo5vkoh8m]Right to take parental bereavement leave (PBL)
2.1 PBL allows working parents to take paid leave when a child dies, provided they meet certain requirements. For information on the right to be paid, see paragraph 5 (Parental bereavement pay) below.
2.2 [bookmark: _heading=h.jsrswwvugf74]PBL must be taken during the period of 56 weeks from the date of the child's death. It may be taken as:
2.2.1 one week's leave;
2.2.2 a block of two weeks' leave; or
2.2.3 two weeks' leave, in two separate one-week blocks.
2.3 You are entitled to PBL if you are the child's parent, or the parent's partner.
3 [bookmark: _heading=h.vpne9r9gt2n8]Notice requirements
3.1 [bookmark: _heading=h.uaera87qnz8d]Before taking PBL, you need to give us notice of the following:
3.1.1 the date of the child's death;
3.1.2 the date on which you want your PBL to start; and
3.1.3 [bookmark: _heading=h.cnyau7a13h4d]whether you want to take one week or two weeks' PBL.
3.2 [bookmark: _heading=h.6k9sf4ry65a]You do not need to give us this information in writing, although it would be helpful to us if you feel able to do so.
3.3 The amount of notice you need to give us will depend on when you choose to take PBL:
3.3.1 PBL within first 56 days: If your intended period of PBL includes a week that begins within 56 days of the date of your child's death, you need to give us the information in paragraph 3.1 before you are due to start work on the first day of your intended absence from work on PBL or, if it is not reasonably practicable for you to give the information to us at that time, as soon as reasonably practicable. If you give notice of your intended PBL on the day the intended week of leave starts, and you are already at work on that day, your period of PBL will start on the following day, eg if you want to take one week of PBL beginning on Tuesday, but you do not tell us until that Tuesday (by which time you are already at work), your PBL will start the next day (Wednesday), and last until the following Tuesday;
3.3.2 PBL after 56 days: If your intended period of PBL includes a week that begins after the end of the 56-day period beginning with (and ending 56 weeks after) the date of your child's death, you need to give us the information in paragraph 3.1 at least one week before the start of the intended week of PBL.
3.4 If you have given notice of a week's intended PBL, but then wish to cancel it, you may do so unless that week's PBL has already begun. Again the amount of notice of cancellation you need to give will depend on when the intended PBL falls:
3.4.1 PBL within first 56 days: If the intended period of PBL includes a week that begins within 56 days of the date of your child's death, in order to cancel that week's PBL you need to give us notice of cancellation no later than the time on the first day of that week at which you would have been due to start work if you were not taking PBL;
3.4.2 PBL after first 56 days: If the intended PBL period includes a week that begins after the end of the 56 day period beginning with the date of your child's death, you need to give us notice of cancellation at least one week before the start of that week.
4 [bookmark: _heading=h.ic7q9iupfo0f]When another type of statutory leave starts
4.1 If you begin another period of statutory leave (such as maternity leave, paternity leave or shared parental leave) during a period of PBL, that period of PBL will end immediately before the start of the other period of statutory leave. However, you will be able to carry forward the remaining untaken period of PBL (whether it includes a whole week (or weeks) only, or part of a week) and take it in a single block after the end of the other period of statutory leave, so long as:
4.1.1 that is still within the 56-week period set out in paragraph 2.2); and
4.1.2 you give notice in accordance with paragraph 3 (as if you were giving notice of the start of intended PBL), although there is no need to include the information required by paragraph 3.1.3 (ie whether you want to take one or two weeks' PBL).
5 [bookmark: _heading=h.etq37lrm5vuc]Parental bereavement pay
5.1 You will not be entitled to your normal salary during any period of PBL, but you will typically be entitled to statutory parental bereavement pay (SPBP).
5.2 One or two weeks of SPBP may be available to you, provided:
5.2.1 you have at least 26 weeks' continuous employment with us at the end of the week immediately before the Relevant Week;
5.2.2 you were employed by us on the date the child died, and
5.2.3 your average earnings are not less that the lower earnings limit set by the government each year.
5.3 SPBP is paid at a weekly rate set by the government each year or, if lower, 90% of your average earnings. HR  can advise you of the current lower earnings limit and the current rate of SPBP.
5.4 Note that you may be eligible for PBL but not eligible for SPBP. In such cases, PBL may be taken but it will be unpaid.
5.5 You must tell us whether you intend to claim SPBP during your PBL and, if so, for what period. You can do this either:
5.5.1 in your written notice of PBL, if you give notice in writing
5.5.2 separately in writing, if you do not give us written notice of PBL or you do not include details of your intention to claim SPBP your period of leave notice
5.6 If you tell us separately in writing, rather than in a written notice of PBL, you must do so before the end of the 28-day period beginning with the first day of the period in respect of which SPBP is to be paid or, where it is not reasonably practicable to do so, as soon as reasonably practicable.
5.7 At the same time as you tell us whether you intend to claim SPBP, you also need to provide written evidence of your right to SPBP, and so your notice to us must include:
5.7.1 a declaration that you are the parent or parent's partner of a child who has died;
5.7.2 your name; and
5.7.3 the date of the child's death.
6 [bookmark: _heading=h.aroy67w9et2p]Other terms and conditions during leave
6.1 Your terms and conditions of employment remain in force during PBL, except for the terms relating to pay.
6.2 Holiday entitlement will continue to accrue during PBL at the rate provided under your contract. Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (eg because your PBL straddles two holiday years), you may carry it forward to the next holiday year. All holiday dates are subject to approval by your line manager in the normal way. 
6.3 Annual leave entitlement will continue to accrue during PBL at the rate provided under your contract.
6.4 If you are a member of our pension scheme, we will make employer pension contributions during any period of paid PBL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any SPBP you are receiving. If you wish to make up any shortfall in employee contributions, you must inform HR.
7 [bookmark: _heading=h.n4ytb0dpsfve]Returning to work
7.1 You are normally entitled to return to work in the position you held before starting PBL and on the same terms and conditions of employment. However, if it is not reasonably practicable for us to allow you to return to the same position, we may give you another suitable and appropriate job on terms and conditions that are no less favourable, but only in the following circumstances:
7.1.1 if your PBL and any statutory leave you have taken consecutively in relation to the relevant child adds up to more than 26 weeks in total; or
7.1.2 if you took PBL consecutively with more than four weeks of (ordinary) parental leave.
8 [bookmark: _heading=h.ik4qh980t4fx]How we will seek to help you
8.1 If you suffer the loss of a child, we will seek to do what we can to support you. In particular:
8.2 [bookmark: _heading=h.l992aggb96w3]we will provide line managers with training on bereavement issues;
8.3 [bookmark: _heading=h.ls7t897vn9ic]we will identify a key point of contact within the organisation, during any leave you take and following your return to work. This could be your line manager or someone from HR, or a colleague if you prefer;
8.4 if you take leave, certain people within the organisation will need to know that you have suffered a bereavement, eg HR and your line manager. It may also be helpful for your immediate work colleagues and others in the organisation to know, so that they can be sensitive to your feelings and provide support if needed when you return to work. The key point of contact can discuss with you at the appropriate time what you would like people at work to know, and we will try to ensure that only that information is passed on;
8.5 the key point of contact will also liaise with you during your leave, keep the organisation informed and explore with you what we can do to help and support you;
8.6 the statutory right to parental bereavement leave and pay is set out in this policy. However, if you feel that you are not ready to return to work at the end of your parental bereavement leave, there are a number of other possibilities that HR  can discuss with you, eg taking sick leave, compassionate leave or unpaid leave, or staging your return to work, eg by working reduced working hours or flexible hours, or working from home;
8.7 [bookmark: _heading=h.i3szctklxdgy]we will support your colleagues and give them the opportunity to discuss any concerns or anxieties they may have about your return to work, so that they are ready to support you when you return;
8.8 your line manager will provide ongoing support following your return to work;
8.9 your manager will seek to maintain good communication, with an 'open-door' policy and regular meetings with you to offer support and monitor progress over time.
9 [bookmark: _heading=h.d42zmhl6e6p9]Parental leave 
1 [bookmark: _heading=h.oqzg4tyojydo]Introduction
1.1 This policy sets out the rights and responsibilities of employees who wish to take parental leave. Parental leave is available to both parents, whether of natural children or of adopted children.
1.2 This policy applies to all employees. It does not apply to agency workers, consultants or self-employed contractors.
1.3 This policy is for guidance only and does not form part of your contract of employment and we may amend it at any time. It outlines the rights employees are given by law but is intended to be a summary only and not a complete statement of your rights. Please contact HR  if you have any queries about your entitlement.
2 [bookmark: _heading=h.6rvbgxz00kft]Entitlement to parental leave
2.1 You will be eligible to take parental leave if:
2.1.1 you have one year's continuous employment at the time you want to take parental leave; and
2.1.2 you have or expect to have parental responsibility for a child under the age of 18; and
2.1.3 you are taking the leave to care for that child.
2.2 You will be considered to have responsibility for a child for these purposes if you are the child's biological mother or father (this is the case whether or not the child lives with you) and you have parental responsibility for the child, or you are the father of the child registered on their birth certificate, or are the child's adoptive parent, or you otherwise have parental responsibility for the child, eg you are the child's legal guardian.
3 [bookmark: _heading=h.ja0j4dibdc6t]Notification requirements
3.1 You must inform your line manager that you intend to take parental leave at least 21 days before the date on which you wish your leave to start. Your notification must specify the start and end dates for the requested period of leave. It would be helpful if this notification is given in writing.
3.2 If you are a father wishing to take leave immediately after the birth of your child, or are adopting and want to take the leave immediately after the placement of your child with you, your notice must be given to us at least 21 days before the week in which the birth or placement for adoption is expected. In this case, the notice must set out the expected week of childbirth or placement and the period of leave requested. In the case of adoption, if you are unable to give 21 days' notice, you should give the notice as soon as you can.
3.3 We may ask you to provide us with a copy of your child's birth certificate, adoption papers, or evidence of your responsibility or expected responsibility for the child in respect of whom you are requesting leave. If you fail to provide the relevant documentation requested, we may refuse your request to take parental leave.
4 [bookmark: _heading=h.wishbzuv9dc3]Taking parental leave
4.1 If eligible, you are entitled to 18 weeks of unpaid parental leave in respect of each child for whom you are responsible. This entitlement is per parent, per child and so, for example, where parental leave is requested in respect of twins, each parent has an entitlement to 36 weeks of leave in total. The length of a week's parental leave is pro-rated for part-time employees. For example, an employee working a three-day week who takes three days off on parental leave will have used one week's parental leave. If your hours of work vary, they will be averaged over a 52-week period to work out your leave entitlement.
4.2 Parental leave must be taken before the child's eighteenth birthday.
4.3 Any period of parental leave you have taken while working for another employer counts towards your total parental leave entitlement. If you have taken parental leave with any other previous employer, you must provide details to HR.
4.4 In most cases, leave can only be taken in blocks of a week, or a whole number of weeks, and a maximum of four weeks' parental leave can be taken each year in respect of any individual child. For these purposes, a year is deemed to begin on the date upon which you become eligible for parental leave in respect of the child in question.
4.5 Special rules apply where the chid is disabled (which means entitled to a disability living allowance, armed forces independence payment or personal independence payment). In such cases, parental leave can be taken in blocks of less than one week. There is still a limit of four weeks per year for each child and 18 weeks in total for each child.
5 [bookmark: _heading=h.7qe4m7jojck9]Our right to postpone parental leave
5.1 If you wish to take parental leave immediately after the birth or adoption of a child, and have complied with the notification requirements (see paragraph 3) we will not postpone that leave.
5.2 We will also not postpone your parental leave if a postponement would result in the leave being taken after the child's 18th birthday.
5.3 In any other circumstances, we may postpone your parental leave for up to six months if we consider that the leave requested would cause undue disruption to the business.
5.4 If we postpone your leave, we will consult with you about the alternative dates for it. We will send you a written notice, no more than seven days after you requested your leave, explaining the reasons for the postponement and the new start and end dates for the postponed leave.
6 [bookmark: _heading=h.eg5t8ln47zm]During parental leave
6.1 Parental leave is unpaid and the terms and conditions set out in your contract of employment relating to pay will not apply during parental leave.
6.2 You will remain bound by the terms and conditions set out in your contract of employment, including your duty of good faith and confidentiality, your contractual notice provisions and any terms or conditions relating to the acceptance of gifts or other benefits or participation by you in any other business.
6.3 [bookmark: _heading=h.uc0lmdx9g5db]Your statutory annual leave entitlement will continue to accrue during your parental leave at the rate provided under your contract.
6.4 Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before your parental leave begins. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your parental leave straddles two holiday years), you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager in good time before starting parental leave. All holiday dates are subject to approval by your line manager in the normal way.
6.5 For the avoidance of doubt, except as provided for in this paragraph, all other terms and conditions of employment will cease to apply during any period of parental leave.
7 [bookmark: _heading=h.2jj1flmbuu8u]Returning to work
7.1 If your parental leave is for a period of four weeks or less, and was not part of a longer overall period of continuous leave, you are normally entitled to return to work in the same position as you held before commencing leave and your terms and conditions of employment will be no less favourable than they would have been if you had not been on parental leave. This also usually applies where you add on up to four weeks' parental leave immediately after another period of family leave, provided that the overall period of continuous leave taken in relation to that child is no more than 26 weeks.
7.2 Different rules apply in other circumstances, which may mean that if it is not reasonably practicable for us to allow you to return to the same position, we will offer you another suitable and appropriate job, on terms and conditions that are no less favourable.
7.3 You must return to work at the end of the period of parental leave. If you wish to return later, you must request paid holiday in accordance with your contract of employment. If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our usual sickness policy, including sickness absence reporting procedures, will apply. In any other case, late return without good cause will be treated as unauthorised absence.
7.4 [bookmark: _heading=h.oq9ragdea3ay]If you would like to explore the possibility of changing your hours or other working arrangements on return from parental leave, please consult our Flexible Working Policy. It is helpful if any request under the policy is made as early as possible.
7.5 If, while on parental leave, you decide that you do not wish to not to return to work, you should notify us as soon as possible by contacting HR . You must give notice of resignation to us in accordance with your contract of employment. When you give notice to us you should ensure that you have sufficient leave left to run (ie at least equal to your notice period), as otherwise you might be required to return to work for the remainder of the notice period.
8 [bookmark: _heading=h.3x195icml3hc]Breaches of this policy
8.1 Please note that you are only permitted to take parental leave in order to care for a child. If you take, or attempt to take, a period of parental leave for any other purpose, this will be treated as a misconduct issue under our Disciplinary Procedure.
10 [bookmark: _heading=h.883kmsiplb5z]Paternity leave 
1 [bookmark: _heading=h.xcsn44v6cnxy]Introduction
1.1 This policy outlines the circumstances in which our employees may be entitled to paternity leave and pay and sets out the arrangements for taking it.
1.2 This policy is for guidance only and does not form part of your contract of employment and we may amend it at any time. It outlines the rights employees and others are given by law but is intended to be a summary only and not a complete statement of your rights. Please contact HR  if you have any queries about your entitlement.
1.3 The policy may apply to a man or a woman. The references to a child include children, where there has been a multiple birth (eg, twins), or where more than one child is placed as a result of the same adoption arrangement.
1.4 Before birth or placement for adoption, you may also be entitled to take unpaid time off work to accompany the mother of the child to antenatal appointments, or to accompany the other parent involved in the adoption placement to adoption appointments; please refer instead to our Antenatal Appointments Policy (expectant mothers or companions) or Adoption Appointments Policy (adopters and adopters' partners) in this regard, as such rights are not covered in this policy.
1.5 [bookmark: _heading=h.3gqiau6zq4g]The definitions in this paragraph apply to this policy.
	1 Expected Week of Childbirth (EWC)
	1 the week, beginning on a Sunday, in which the doctor or midwife expects your child to be born;

	2 partner
	2 the person who lives with the mother or adopter and child in an enduring family relationship, but not the mother or adopter's sibling or half-sibling, parent, adoptive parent or former adoptive parent, grandparent, aunt or uncle;

	3 Qualifying Week
	3 the fifteenth week before the EWC.



2 [bookmark: _heading=h.42ispol02gjc]Paternity leave
2.1 Paternity leave is a period of leave taken when a child is born or placed with you for adoption. If you are eligible, you are entitled to up to two weeks' paternity leave, which must be taken as:
2.1.1 [bookmark: _heading=h.93thmmm8da92]a block of one week's leave;
2.1.2 [bookmark: _heading=h.khlms7316v8w]a block of two weeks' leave; or
2.1.3 [bookmark: _heading=h.xei1amr519xb]two non-consecutive blocks of one week's leave.
2.2 Your parental leave must be taken within 52 weeks of the birth or placement. You can specify as the start date the date of birth or placement, a date falling a certain number of days after the child is born or a predetermined date that is later than the first day of the EWC. If the baby is born early, ie before the first day of the EWC, it must be taken between the date of birth and 52 weeks after the first day of the EWC.
2.3 In the case of a multiple birth (eg twins), or where more than one child is placed as a result of the same adoption arrangement, you are entitled to the same amount of leave as if only one child were involved. You cannot take the leave as 'odd' days.
2.4 In the case of adoption, where there are two adopting parents, they must choose which one will take adoption leave, and which will take paternity leave. Paternity leave is not available where only one person is adopting a child on their own (ie with no involvement of a spouse or partner in caring for the child); such people may only take adoption leave.
3 [bookmark: _heading=h.92db4sptfjy8]Entitlement to paternity leave
3.1 In the case of a birth, you are entitled to take paternity leave for the purpose of caring for a child, or supporting the child's mother, provided:
3.1.1 as at the Qualifying Week, you have at least 26 weeks' continuous employment with us;
3.1.2 [bookmark: _heading=h.p3p80yofx9q4]you are either the father of the child and have or expect to have responsibility for bringing up the child, or you are not the child's father but you are married to, or are the civil partner or the partner of, the child's mother and you have or expect to have the main responsibility (apart from the mother) for bringing up the child;
3.1.3 you have not already taken any shared parental leave in respect of the child; and
3.1.4 you give us the required notice and declarations (see paragraphs 4.2 and 4.3 below).
3.2 In the case of adoption, you are entitled to take paternity leave for the purpose of caring for a child, or supporting the adopter (the person who will be taking adoption leave in respect of the child), provided:
3.2.1 [bookmark: _heading=h.6q4mayj1n0lc]you have, or expect to have, the main responsibility for the child's upbringing (apart from the responsibility of the adopter);
3.2.2 you are either married to, the civil partner or the partner of the adopter;
3.2.3 you have 26 weeks' continuous employment with us ending with the week in which the adopter is notified of having been matched with the child;
3.2.4 you have not already taken any shared parental leave in respect of the child;
3.2.5 you have not already exercised a right to take paid time off to attend (on a date before the child is placed for adoption) an adoption appointment in relation to the same child;
3.2.6 you have not already previously taken paternity leave in relation to the same child as a result of the child being placed with a prospective adopter who was at the time of the placement your spouse, civil partner or partner; and
3.2.7 you give us the required notice and declarations (see paragraph 4.4).
4 [bookmark: _heading=h.pm0fg4nxkhyu]Notification
4.1 [bookmark: _heading=h.veanka4kzh9a]You must give your line manager  written notice of your right to take paternity leave and also written notice of your chosen period (or periods) of leave. For information on what these notices must include and when they must be given on a birth, see paragraphs 4.2 and 4.3 below. For information on what these notices must include and when they must be given on an adoption, see paragraph 4.4 below.
4.2 [bookmark: _heading=h.vnlv23khru4]In the case of a birth, you must give your line manager  written notice of your right to take paternity leave by the end of the Qualifying Week or, if this is not possible, as soon as you can. The notice must include:
4.2.1 the EWC;
4.2.2 [bookmark: _heading=h.onuqbb1r89sx]a declaration that you are either the child's father or are married to or the civil partner or partner of, the child's mother and you meet the requirement as to parental responsibility set out in paragraph 3.1.2.
4.3 [bookmark: _heading=h.x4riv7f0u36e]In the case of a birth, as well as the notice set out in paragraph 4.2, you must give your line manager  written notice of each period of paternity leave that you have chosen, at least 28 days before either: (1) the chosen start date or (2) (if you wish the leave to start on the date the child is born) the first day of the EWC. The notice must include:
4.3.1 [bookmark: _heading=h.d1skevvrxd35]the length of period of paternity leave that you have chosen to take (ie, one week, two weeks, or two non-consecutive weeks);
4.3.2 [bookmark: _heading=h.abesq3zrtkd]the date you have chosen for your leave to start; and
4.3.3 a declaration confirming that the purpose of the leave is to care for the child or to support the mother.
4.4 [bookmark: _heading=h.lcpr6btum4tu]In the case of adoption, you must give your line manager written notice of your intention to take paternity leave no later than seven days after being notified of the adopter having been matched with the child, or, if this is not possible, as much notice as you can. The notice must specify:
4.4.1 the date on which the adopter was notified of having been matched with the child;
4.4.2 the date on which the child is expected to be placed (or has been placed) with the adopter;
4.4.3 [bookmark: _heading=h.vnfm03hee7gn]a declaration confirming that you are married to, or the civil partner, or partner of, the adopter and you meet the requirement as to parental responsibility set out in paragraph 3.2.1;
4.4.4 [bookmark: _heading=h.ev3ptkd9j7je]the length of paternity leave you have chosen to take (ie, one week, two weeks, or two non-consecutive weeks)
4.4.5 the date you have chosen for your leave to start; and
4.4.6 a declaration that the purpose of the leave is to care for the child or to support the adopter.
4.5 [bookmark: _heading=h.1tx21vq3ilh6]You can change the intended start date by giving us 28 days' notice in writing before the new start date or, if this is not possible, as much notice as you can. You must (as in the original notice) state that the purpose of the varied period of leave is to care for the child or to support the adopter.
4.6 [bookmark: _heading=h.8i7cpb1q9k]You must inform your line manager, in writing, as soon as reasonably practicable, of the date the child was born or, in the case of adoption, of the date of placement.
5 [bookmark: _heading=h.mbcf4e8nhjv0]Paternity pay
5.1 You will be entitled to statutory paternity pay (SPP) for the period of paternity leave you take, provided you satisfy the conditions as to relationship with the child or their mother or the adopter (including the requisite responsibility for the child's upbringing), specified above, have at least 26 weeks' continuous employment ending with the Qualifying Week or, in the case of adoption, the week in which the adoption agency notifies you of a match), your average earnings are not less that the lower earnings limit set by the government each tax year and you are still employed by us on the day on which the child is born or placed for adoption.
5.2 In the case of adoption, you cannot elect to be paid statutory paternity pay if you have already elected to be paid statutory adoption pay.
5.3 SPP is payable for a maximum of two weeks, at the lower of either a fixed statutory rate or 9/10ths of your average weekly earnings. It will be paid into your bank account on your normal pay days, subject to the usual deductions for tax, national insurance contributions and pension contributions. For further information, please contact HR .
5.4 To claim SPP during paternity leave, you must give notice in writing to your line manager  in or before the Qualifying Week, on the relevant notice form which may be obtained from HR. If it is not possible for you to give this notice in time, you must give us as much notice as you can. If you do not complete and return the relevant form, we may not be able to pay you SPP.
6 [bookmark: _heading=h.iq0hfwse4fey]During paternity leave
6.1 During any paternity leave period you will continue to receive all of your contractual benefits set out in your contract of employment (with the exception of wages or salary).
6.2 Annual leave entitlement will continue to accrue during paternity leave at the rate provided under your contract. Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before your paternity leave begins. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your paternity leave straddles two holiday years), you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager in good time before starting paternity leave. All holiday dates are subject to approval by your line manager in the normal way. 
6.3 If you are a member of our pension scheme, we will make employer pension contributions during any period of paid paternity leave, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any paternity pay you are receiving. If you wish to make up any shortfall in employee contributions, you must inform HR.
6.4 During paternity leave you will be expected to continue to comply with the terms of your contract of employment, for example your duties as to confidentiality and the duty of fidelity.
7 [bookmark: _heading=h.4c3r0ywqz3ld]Returning to work
7.1 Following your paternity leave, you are entitled to return to work in the same position as you held before commencing leave. Your terms and conditions of employment will be no less favourable than they would have been if you had not been absent. However, if you have combined paternity leave with another type of family-related leave, the position may be different. Please consult HR .
7.2 [bookmark: _heading=h.3lzheltr4plo]If you would like to explore the possibility of changing your hours or other working arrangements on return from paternity leave, please consult our Flexible Working Policy. It is helpful if any request under the policy is made as early as possible.
7.3 If, while on paternity leave, you decide that you do not wish to not to return to work, you should notify us as soon as possible by contacting HR . You must give notice of resignation to us in accordance with your contract of employment. When you give notice to us you should ensure that you have sufficient leave left to run (ie at least equal to your notice period), as otherwise you might be required to return to work for the remainder of the notice period.
11 [bookmark: _heading=h.7l14x5oz6gh9]Shared parental leave (adoption)
1 [bookmark: _heading=h.6a0v42nr492]Introduction
1.1 [bookmark: _heading=h.30k4j5zd29a3]The right to shared parental leave (SPL) allows eligible employees to choose how to share the care of a child during the first year after its adoption. The right is available to the adopter of the child and a second person, who must be married to, or the civil partner of, or the partner of, that adopter. One or both of these eligible individuals may be employed by Grow.
1.2 This policy applies to all employees. The aspects of this policy relating to shared parental pay (ShPP) (paragraphs 5 and 6, the relevant parts of paragraphs 8 and 9, and paragraph 14) also apply to certain individuals who are not employees of Grow but are in 'employed earner's employment' with Grow: broadly speaking, this means individuals in respect of whom class 1 National Insurance contributions (NICs) are paid. There are certain exceptions; if you are unclear as to whether you fall into this category, please contact HR . No other aspects of this policy apply to non-employees. This policy does not apply to consultants or self-employed contractors.
1.3 [bookmark: _heading=h.vsk70tt5eaf9]This policy is for guidance only and does not form part of your contract of employment. Grow may alter the terms of this policy from time to time and details of any alterations or additions will be notified to you. Please contact HR  if you have any queries about your entitlement.
1.4 [bookmark: _heading=h.bpsfpynhop3g]In this policy:
1.4.1 [bookmark: _heading=h.r1ct59v080he]references to Adopter are to the adopter or expected adopter of the relevant child in respect of whom SPL is being requested; and
1.4.2 [bookmark: _heading=h.o0juxhcdi07p]references to Adopter's Partner are to the person who is married to, or the civil partner of, or the 'partner' of, that Adopter (in this context, 'partner' means a person who lives with the Adopter, and will live with the child, in an 'enduring family relationship', but is not the Adopter's child, parent, adoptive parent, former adoptive parents, grandchild, grandparent, brother, sister, half-brother, half-sister, aunt, uncle, niece or nephew).
1.5 [bookmark: _heading=h.1cyyao7j3zsd]If you are adopting a child from overseas, the procedures are slightly different—please contact HR for further information. Certain other individuals may also be entitled to shared parental leave and pay, namely: (a) foster parents who have children placed with them with a view to adoption, and (b) those who have entered a surrogacy arrangement with a woman, and have been granted, or intend to apply for, a parental order in relation to the child that she bears—please contact HR  for further details.
1.6 [bookmark: _heading=h.dm753ixruuwu]Any document that you need to give to us may be handed to, or sent by post or email to HR .
1.7 [bookmark: _heading=h.1tvt61hjfb1e]If you are expecting a child, and interested in your SPL rights, please refer instead to Grow's Shared Parental Leave Policy (Birth).
2 [bookmark: _heading=h.cjp8uqdv8cqt]When an Adopter will be eligible for SPL
2.1 [bookmark: _heading=h.iwrst8vgwzk8]If you are the Adopter, you are only entitled to take SPL if:
2.1.1 [bookmark: _heading=h.ap00f7jwhfat]you satisfy the conditions in paragraph 2.2;
2.1.2 [bookmark: _heading=h.8kqg2vn3eusz]the Adopter's Partner satisfies the conditions in paragraph 2.3; and
2.1.3 the conditions in paragraphs 8 and 10 relating to notice, declarations and evidence which you must provide to Grow are satisfied.
2.2 [bookmark: _heading=h.2l4uoho3cnsr]If you are the Adopter:
2.2.1 [bookmark: _heading=h.bwyv9gap1s6y]you must be an employee of Grow;
2.2.2 [bookmark: _heading=h.fcs9nroak84k]you must have been employed by Grow for the 26-week period ending with the week in which you were notified of having been matched for adoption with the child (Qualifying Week);
2.2.3 [bookmark: _heading=h.r4y4rmhsb0d4]you must still be in continuous employment with Grow until the week before any period of SPL that you take;
2.2.4 [bookmark: _heading=h.a8qh2myezu0g]at the date of the child's placement for adoption, you and the Adopter's Partner must be the two individuals with the greatest and second greatest (or equal) responsibility for the care of the child (but it does not matter which, if either, has the greater responsibility of the two);
2.2.5 [bookmark: _heading=h.owgpekqzwroz]you must be entitled to statutory adoption leave (SAL) in respect of the child; and
2.2.6 [bookmark: _heading=h.dl62ans9ch4i]you must, by the time you take any period of SPL, have ended your entitlement to SAL (see paragraph 9 below).
2.3 [bookmark: _heading=h.n2g2bcz6iph9]For the Adopter to be entitled to take SPL, the Adopter's Partner must also satisfy the following conditions:
2.3.1 [bookmark: _heading=h.wli8bwgpu9p4]looking at the 66 weeks immediately preceding the Qualifying Week, in at least 26 of those weeks, they must have been earning (as an employee, a worker or agency worker, or on a self-employed basis) during some part (or the whole) of each such week; and
2.3.2 [bookmark: _heading=h.dwqlcswot7ho]they must, during any 13 of those 66 weeks, have average weekly earnings that are not less than the 'maternity allowance threshold' (currently £30 a week).
3 [bookmark: _heading=h.gq2o32wi6p0s]When an Adopter's Partner will be eligible for SPL
3.1 [bookmark: _heading=h.e9u8qcvxni37]If you are the Adopter's Partner, you will only be entitled to take SPL if:
3.1.1 [bookmark: _heading=h.sj23c6gtphgw]you satisfy the conditions set out in paragraph 3.2;
3.1.2 [bookmark: _heading=h.obkx39v65vbg]the Adopter satisfies the conditions set out in paragraph 3.3; and
3.1.3 the conditions in paragraphs 8 and 10 relating to relate to notice, declarations and evidence which you must provide to Grow are satisfied.
3.2 [bookmark: _heading=h.ul9lyq1l5hdr]If you are the Adopter's Partner:
3.2.1 [bookmark: _heading=h.96ll3iyoxqtv]you must be an employee of Grow;
3.2.2 [bookmark: _heading=h.c1wt9djwdmrv]you must have been employed by Grow for the 26–week period ending with the Qualifying Week;
3.2.3 [bookmark: _heading=h.nkhnyeuy7wle]you must still be in continuous employment with Grow until the week before any period of SPL that you take; and
3.2.4 [bookmark: _heading=h.nrt5xgjv81s3]at the date of the child's placement for adoption, you and the Adopter must be the two individuals with the greatest and second greatest (or equal) responsibility for the care of the child (but it does not matter which, if either, has the greater responsibility of the two).
3.3 [bookmark: _heading=h.xjreua5cdpzi]If you are the Adopter's Partner, then for you to be entitled to take SPL, the Adopter must also satisfy the following conditions:
3.3.1 [bookmark: _heading=h.6xtx6aexi6vg]looking at the 66 weeks immediately preceding the Qualifying Week, in at least 26 of those weeks, they must have been earning (as an employee, a worker or agency worker, or on a self-employed basis) during some part (or the whole) of each such week;
3.3.2 [bookmark: _heading=h.ip52tq9d4rgy]they must, during any 13 of those 66 weeks, have average weekly earnings that are not less than the 'maternity allowance threshold' (currently £30 a week);
3.3.3 [bookmark: _heading=h.l3boo7rrgm2m]they must be entitled to SAL or statutory adoption pay (SAP) in respect of the child; and
3.3.4 [bookmark: _heading=h.a5r7pntj9vps]they must, by the time you take any period of SPL, have ended their entitlement to SAL, or fixed a date on which their SAL will end or (where they had no entitlement to SAL anyway) fixed a date on which their SAP period will end (see paragraph 9 below).
4 [bookmark: _heading=h.ax5rb58rbplx]The amount of leave available and when and how it may be taken
4.1 [bookmark: _heading=h.w78u53vj0yb4]The overall window of time during which the Adopter or Adopter's Partner may take SPL begins on the date that the child is placed for adoption with the Adopter and ends on the day before the first anniversary of the child's placement for adoption.
4.2 [bookmark: _heading=h.v3vvlu11um3y]Where the Adopter is entitled to SAL, they may choose to begin their SAL period no more than 14 days before the date on which the child is expected to be placed for adoption. Although the adopter is not required to take a minimum period of SAL, a minimum of two weeks of leave is deducted from the overall entitlement to SPL.
4.3 [bookmark: _heading=h.ah98sxixu44o]Up to 50 weeks of SAL and up to 37 weeks of SAP may be available to be shared. The leave can be shared so that it is taken at the same time as your partner or at different times.
4.4 [bookmark: _heading=h.k43g0iirecfk]The amount of leave and pay available to be shared will depend on how much SAL has been used by, and how much SAP has been paid to, the Adopter. Only the untaken balance of SAL and SAP is available to be shared. For example, if the Adopter is entitled to 52 weeks' SAL and 39 weeks' SAP and has taken 16 weeks' of leave and pay, the balance of 36 weeks' leave and 23 weeks' pay can be shared.
4.5 [bookmark: _heading=h.flld1w4od9t8]In order for SPL to be taken, the Adopter must bring their entitlement to SAL or SAP to an end. The process for doing this is outlined below (see paragraph 9.2 below).
4.6 [bookmark: _heading=h.mitkf4gklf0q]SPL must be taken in complete weeks (ie an individual day, or a couple of days, is not permissible). It follows that the minimum period of SPL which may be taken is one week.
5 [bookmark: _heading=h.kywcuaxc57bs]Eligibility for ShPP
5.1 [bookmark: _heading=h.v49kza17tipi]Some employees will be entitled to take SPL, but not entitled to claim any ShPP. Some employees will be entitled to take SPL, and entitled to claim some ShPP, but will have exhausted their entitlement to ShPP by the time a particular week of SPL is taken. In such cases, the week of SPL may be taken but it will be unpaid. Furthermore, some individuals who are working for Grow, but are not employees of Grow, may be entitled to some ShPP, but will not be entitled to take any SPL.
5.2 [bookmark: _heading=h.2904aogvbg95]You will only be entitled to claim ShPP if certain conditions are satisfied. Some of the conditions you must satisfy relate to notice, declarations and evidence which you must provide to Grow: see paragraph 8 below.
5.3 [bookmark: _heading=h.v83d3imozuxm]In addition, the following conditions must be satisfied:
5.3.1 [bookmark: _heading=h.9gxt6de2jn50]you must be in 'employed earner's employment' with Grow: broadly speaking, this means that you are either an employee of Grow, or you are not an employee but are working for Grow in a capacity in relation to which class 1 NICs must be paid. There are certain exceptions; if you are unclear as to whether you fall into this category, please contact HR ;
5.3.2 [bookmark: _heading=h.i5pjqdcyppzd]you must have been in that employed earner's employment with Grow for the 26-week period ending with the Qualifying Week;
5.3.3 [bookmark: _heading=h.sdc5vr5qw6ti]for the last eight weeks of that 26-week period, your normal weekly earnings must have been at least equal to the 'lower earnings limit' set by the government each year. Please contact HR  for the current rate;
5.3.4 [bookmark: _heading=h.qucb1ul7q6cc]you must still be in that employed earner's employment with Grow until the week before the first week in which you claim ShPP;
5.3.5 [bookmark: _heading=h.kevy3nuiqpsh]at the date of the child's placement for adoption, the Adopter and the Adopter's Partner (you will be one or other of these people) must be the two individuals with the greatest and second greatest (or equal) responsibility for the care of the child (but it does not matter which, if either, has the greater responsibility of the two);
5.3.6 [bookmark: _heading=h.xk8ck5cyrz0f]if you are the Adopter, you must be entitled to SAP in respect of the child, and you must have terminated your right to claim SAP by bringing the SAP period to an early end (see paragraph 9.2 below).
5.3.7 [bookmark: _heading=h.yyxp0w4s9y4a]if you are the Adopter's Partner, the Adopter must be entitled to SAP in respect of the child, and the Adopter must have fixed a date on which the SAP period will be brought to an early end (from which date they will no longer have the right to claim SAP).
5.3.8 [bookmark: _heading=h.syo8cs3jmp0m]you must intend to care for the child during any week in which you claim ShPP;
5.3.9 [bookmark: _heading=h.107mgztwrhcw]you must be absent from work during any week in which you claim ShPP;
5.3.10 [bookmark: _heading=h.kiul0b996hxg]if you are entitled to take SPL from Grow, you must be taking SPL during any week in which you claim ShPP;
5.3.11 [bookmark: _heading=h.7r0fnjtfu8m1]if you are the Adopter, then the Adopter's Partner must satisfy the employment and earnings conditions set out under paragraph 2.3 above; and
5.3.12 [bookmark: _heading=h.d3vujvc2f7wn]if you are the Adopter's Partner, then the Adopter must satisfy the employment and earnings conditions set out under paragraphs 3.3.1 and 3.3.2 above.
6 [bookmark: _heading=h.sbw09vuxisoh]The amount of ShPP available and its rate
6.1 [bookmark: _heading=h.1fcvquv2bqda]ShPP is paid in place of the Adopter receiving some portion of the SAP that they would otherwise receive and so ShPP is only payable when the Adopter has chosen to end those payments. Broadly speaking, the overall amount of ShPP available at the outset will depend on how much SAP the Adopter has already received when those payments are brought to an early end, as ShPP will then, subject to the eligibility criteria (see paragraph 5 above), be paid instead for an overall number of weeks equal to whatever portion of the SAP period is left.
6.2 [bookmark: _heading=h.h5r60pvc38s]An Adopter's SAP period is 39 weeks long. The maximum amount of ShPP available to the Adopter's Partner or Adopter will never be more than 37 weeks unless the Adopter:
6.2.1 [bookmark: _heading=h.7tt7smoswprt]returns to work before they have received any SAP without first serving an adoption pay curtailment notice; and
6.2.2 [bookmark: _heading=h.hz65nkx1epgs]subsequently submits an adoption pay curtailment notice.
6.3 [bookmark: _heading=h.zbo7me3jqdas]The overall number of weeks of ShPP available at the outset will be 39 minus the number of weeks of the SAP period that have already elapsed (either before or after the placement for adoption) on the date on which the Adopter brings that period to an early end (by using the procedure discussed under paragraph 9.2 below), or on the date on which they return to work.
6.4 [bookmark: _heading=h.799y6wdoa8uy]In some cases, both the Adopter and the Adopter's Partner will be eligible to receive ShPP. In other cases, only one of those individuals will have that entitlement. The overall amount of ShPP available, as calculated according to paragraph 6.3 above, will be the total pool of pay that is available to share between the Adopter and the Adopter's Partner, in cases where they are both eligible for ShPP, or for the exclusive use of one of them, in cases where only that person is eligible.
6.5 [bookmark: _heading=h.bsvo8yfftag1]It follows that, where both the Adopter and the Adopter's Partner are entitled to ShPP, any week in which one or the other receives ShPP will reduce by one the overall number of weeks of ShPP that remains for either of them after that, and if, in a given week, both of them are paid ShPP, this will reduce by two the overall number of weeks of ShPP that remains for either of them after that, because they will each (simultaneously) be using up one week of the overall pool of pay available.
6.6 [bookmark: _heading=h.s3acf8gu0gl1]ShPP is paid at a fixed weekly rate set by the government each year or, if lower, 90% of your normal weekly earnings (calculated according to a formula set out in the legislation). Please contact HR  to ascertain what figure would apply in your case.
7 [bookmark: _heading=h.lusz1g8lyawd]Providing initial notification that you intend to exercise SPL rights and/or claim ShPP
7.1 [bookmark: _heading=h.7r03t3c56fls]If you wish to take one or more periods of SPL, you must submit to Grow two different types of notice (although they may be given at the same time):
7.1.1 [bookmark: _heading=h.7zltah74rq71]a 'notice of entitlement', which provides initial notification to Grow of your eligibility to take SPL and of your intention to do so; and
7.1.2 [bookmark: _heading=h.8lucepf4ibwa]a 'period of leave notice', which must be submitted in order to make a firm booking of any specific period of SPL.
7.2 [bookmark: _heading=h.5zv8x4atmn18]Notices of entitlement are explained under this paragraph of the policy. Period of leave notices are explained below under paragraph 10 of this policy (and its subparagraphs).
7.3 [bookmark: _heading=h.vuh23uvvhup3]If you wish to claim ShPP, you must also give Grow advanced notice of that, and supply certain further information. This may be done by using the same notice of entitlement as is required in relation to taking SPL, as described below.
7.4 [bookmark: _heading=h.5lusfcl8ehpn]The law requires that a notice of entitlement is a written document that contains certain specified information, a signed declaration by the Adopter of certain specified facts and matters and a signed declaration by the Adopter's Partner of certain specified facts and matters.
7.5 [bookmark: _heading=h.kr8l4gvomdrs]If you wish to take SPL and/or claim ShPP, you:
7.5.1 [bookmark: _heading=h.d7kaxzmn80zi]are only required to submit a notice of entitlement once in relation to the adoption of a particular child;
7.5.2 [bookmark: _heading=h.wfevs7mxjpft]must submit it to Grow (by one of the methods listed above at paragraph 1.6 of this policy) not less than eight weeks before the start date of the first period of SPL to be taken by you (or not less than eight weeks before the first week in which you wish to claim ShPP, if you are not eligible to take SPL); but
7.5.3 [bookmark: _heading=h.e2r9b7tjzf3k]may submit it to Grow at any stage earlier than that, provided that by then you know the date that the child is expected to be placed for adoption with you (as that information is required in the notice).
7.6 [bookmark: _heading=h.7hhks7cuytxf]The precise requirements for a notice of entitlement differ according to whether it is the Adopter, or alternatively the Adopter's Partner, who is submitting it:
7.6.1 [bookmark: _heading=h.g4pp15sgp6gb]if you are the Adopter, you must use the form entitled 'Notice of entitlement for shared parental leave and/or pay: adopters', which must be obtained from your line manager. It is obligatory to complete all relevant parts of the form with the information requested on it.
7.6.2 [bookmark: _heading=h.ds49y3xm5omx]if you are the Adopter's Partner, you must use the form entitled 'Notice of entitlement for shared parental leave and/or pay: adopters' partners', which must be obtained from your line manager. It is likewise obligatory to complete all relevant parts of the form with the information requested on it.
7.7 [bookmark: _heading=h.401cficno3jj]If you are giving notice of entitlement to take SPL, you will be required, in all cases, as stated in the forms, to include in your notice of entitlement the overall number of weeks of SPL available at the outset to the Adopter and/or the Adopter's Partner. This should be calculated in the manner explained in paragraph 4, above.
7.8 [bookmark: _heading=h.fjte8i1b53w5]If you are giving notice of entitlement to take SPL, you will be required, in all cases, as stated in the forms, to include in your notice of entitlement a statement of how much SPL the Adopter and the Adopter's Partner each intend to take, and an indication as to when you intend to take SPL (including the start and end dates for each intended period of leave). However, this statement and indication is not binding.
7.9 [bookmark: _heading=h.3i0rsf1eum8l]If you are giving notice of entitlement to claim ShPP, you will be required, in all cases, as stated in the forms, to include in your notice of entitlement the overall number of weeks of ShPP available at the outset to the Adopter and/or the Adopter's Partner. This should be calculated in the manner explained in paragraph 6 above.
7.10 [bookmark: _heading=h.ecqc0olse98l]If you are giving notice of entitlement to claim ShPP, you will be required, in all cases, as stated in the forms, to include in your notice of entitlement the number of weeks of ShPP you are intending to claim and to state which weeks those will be (ie to give dates). Grow will use this information to inform payroll of when to pay ShPP to you. Note, however, that you are entitled, after you have submitted your notice of entitlement, to change your mind about how many weeks of ShPP you will claim, and/or which weeks those will be, provided you give at least eight weeks' notice before any requested change would take effect: see paragraph 14 below.
7.11 [bookmark: _heading=h.pou4nfjndg05]Once Grow has received a notice of entitlement from you it may, within 14 days, request from you evidence of the child's adoption, and/or the name and address of the employer of the other person relevant to SPL in relation to this child (ie the name and address of the employer of the Adopter, or of the Adopter's Partner, as the case may be).
7.12 [bookmark: _heading=h.378owtble13s]If Grow requests evidence of the child's adoption within 14 days of receiving a notice of entitlement, you must, within 14 days of Grow's request, send to HR  (in the form of a document or documents issued by your adoption agency):
7.12.1 [bookmark: _heading=h.of8e0diy0qqf]the name and address of the adoption agency;
7.12.2 [bookmark: _heading=h.4ilrhb39kkz]the date you were notified of having been matched for adoption with the child; and
7.12.3 [bookmark: _heading=h.pbpnohrquty4]the date on which the adoption agency expects to place the child with you.
7.13 If, within 14 days of receiving your notice of entitlement, Grow requests the name and address of the other employer, you must, within 14 days of the request, send to HR  the name and address, or a declaration that the other person (ie the Adopter's Partner, or the Adopter, as the case may be) has no employer.
7.14 [bookmark: _heading=h.9xkwzv8ocgr]If you are the Adopter, then:
7.14.1 [bookmark: _heading=h.iudi1juofs2c]if you were entitled to take SPL and, at any time before the first anniversary of the child's adoption, you cease to care for the child, you must inform Grow immediately by [contacting the HR department], as you will no longer be entitled to take SPL (please refer also to paragraph 12 below in these circumstances); and
7.14.2 [bookmark: _heading=h.sie3wtixgg]if you were entitled to claim ShPP, and it becomes the case that your SAP period is no longer reduced, you must inform Grow immediately by [contacting the HR department], as you will no longer be entitled to claim ShPP.
7.15 [bookmark: _heading=h.8qec7kwddzc0]If you are the Adopter's Partner and, at any time before the first anniversary of the child's adoption, either you cease to care for the child, or the Adopter informs you that their SAL is no longer curtailed, or their SAP period is no longer reduced, you must inform Grow immediately  (and, if you are eligible to take SPL, you should also refer to paragraph 12 below), as you will no longer be entitled to take SPL and/or claim ShPP.
8 [bookmark: _heading=h.hj5cvvi7gtaa]The need for the Adopter to end their adoption entitlements
8.1 [bookmark: _heading=h.zdmz93j510au]As noted above at paragraph 2.2.6, if you are the Adopter, and you are (or will be) otherwise eligible to take SPL (see paragraph 2 above) you must, by the time you take any period of SPL, have ended your entitlement to SAL. If you have not already returned to work from your adoption leave, you must end your entitlement to SAL by doing the following:
8.1.1 [bookmark: _heading=h.w3iaicpxx4b5]choose the date, which must be eight weeks or more in the future, on which you wish to end your SAL (in order to become entitled to exercise SPL rights instead). This date must be at least two weeks after the first day of your ordinary adoption leave period and at least one week before the last day of your additional adoption leave period in relation to the child in respect of whom SPL is to be taken. If you are also submitting a request for your SAP to end (using the procedure under paragraph 9.2 below), choose the date on which you wish your SAP to end first (following the rules at paragraph 9.2.1 below) and then use that same date as the one on which your SAL should end;
8.1.2 [bookmark: _heading=h.42mnvm4u42a4]at least eight weeks before the date you have chosen, you must obtain from your line manager a copy of the form entitled 'Curtailment notice: adoption leave and/or adoption pay period', complete section A of it (and perhaps section B as well, see paragraph 9.2.3 below), and submit the form to Grow (by one of the methods listed above at paragraph 1.6 of this policy). It is obligatory to complete all parts of section A of the form with the information requested on it;
8.1.3 [bookmark: _heading=h.cjehmgypwzjf]if you, the Adopter, are planning on taking the earliest period of SPL that is to be requested (either by you and/or by the Adopter's Partner), you must, at the same time as you submit your adoption leave curtailment notice, submit to Grow your 'notice of entitlement'. The procedure for submitting notices of entitlement is explained at paragraph 8 above. You must do this whether (a) you intend to take that earliest period of SPL on your own or (b) you and the Adopter's Partner intend to take that period of leave together;
8.1.4 [bookmark: _heading=h.pvuvvrv6vubg]alternatively, if the earliest period of SPL that is to be requested (either by you and/or by the Adopter's Partner) is to be taken by the Adopter's Partner alone, you must instead, before submitting the 'Curtailment notice: adoption leave and/or adoption pay period', fill in section C of the form (which is headed 'Declaration of consent and entitlement') with all the information requested there.
8.2 [bookmark: _heading=h.sml6d9nl2qa3]In addition, as noted above at paragraphs 5.3.6 and 5.3.7, if you are the Adopter, and you are (or will be) otherwise eligible to claim ShPP (see paragraph 5 above) you must, by the time you claim any ShPP, have ended your entitlement to SAP (if you are entitled to it) by reducing your SAP period. It is also the case that if you are the Adopter, and entitled to SAP, you must have fixed a date on which your SAP period will come to an early end before the Adopter's Partner (if they are otherwise eligible) will be entitled to claim ShPP. Furthermore, as noted at paragraph 3.3.4, if you are the Adopter and you are not entitled to SAL, but you are entitled to SAP, you must likewise, by the time the Adopter's Partner takes any SPL, have fixed a date on which your SAP period will come to an early end. In any of these cases, to fix the date on which your entitlement to claim SAP will cease, you must (whether or not you have already returned to work from your adoption leave) do the following:
8.2.1 [bookmark: _heading=h.tgnr935fdccl]choose a date, which must be eight weeks or more in the future, on which you want your SAP to end. This date:
(a) [bookmark: _heading=h.narksqxu9n50]must be the last (seventh) day of a week within the SAP period (for example, if your SAP period began or will begin on a Tuesday, the date you give must be a Monday falling within the SAP period);
(b) [bookmark: _heading=h.d87of5ll9ar9]must be at least two weeks after the first day of the SAP period; and
(c) [bookmark: _heading=h.whw0523frw2z]must be at least one week before the last day of your SAP period;
8.2.2 [bookmark: _heading=h.vtu444u87c6]if you are also submitting a request for your SAL to end (using the procedure under paragraph 9.1 above), the date that you request your SAL to end (see paragraph 9.1.1 above) must be the same as the date you choose on which you wish your SAP to end;
8.2.3 [bookmark: _heading=h.k75k0vt4qucp]at least eight weeks before the date you have chosen, you must (if you have not already obtained one for the purpose of bringing your SAL to an end using the procedure under paragraph 9.1 above) obtain from your line manager a copy of the form entitled 'Curtailment notice: adoption leave and/or adoption pay period', complete section B of it (and perhaps section A as well, see paragraph 9.1.2 above), and submit the form to Grow (by one of the methods listed above at paragraph 1.6 of this policy). It is obligatory to complete all parts of section B of the form with the information requested on it.
8.3 [bookmark: _heading=h.gz5pxuw4i0rh]If you are the Adopter, and are planning to leave Grow's employment before the date on which you would otherwise commence your SAL, taking SAL or SPL from Grow will no longer be a relevant consideration for you personally, as you will no longer be employed by it. In some cases, you may, despite having left Grow's employment, remain entitled to receive SAP from Grow. If you do remain entitled to SAP from Grow after your employment ends, and you would like the Adopter's Partner to be able to take SPL from their employment, they will not be able to do so unless you first fix a date, before the end of the SAP period, on which your entitlement to receive SAP from Grow will come to an end. If you wish, in these circumstances, having already left Grow's employment, to bring your entitlement to receive SAP from Grow to an end, please submit a request to do so using the same procedure set out under paragraph 9.2 above.
9 [bookmark: _heading=h.1o2tfk6knzal]Booking periods of leave
9.1 [bookmark: _heading=h.kr511uf2vl55]Provided you have submitted your notice of entitlement (see paragraph 8 above), you will then be a position to make a firm booking of one or more specific periods of SPL by submitting a second type of notice called a 'period of leave notice'.
9.2 [bookmark: _heading=h.2r1j0n285bsa]You must use the form entitled 'Shared parental leave booking form (period of leave notice) (adoption)', which must be obtained [from your line manager. It is obligatory to complete all parts of the form with the information requested on it.
9.3 [bookmark: _heading=h.ii56p5ec31fq]A period of leave notice may contain a request for just one period of leave, or for two or more periods of leave (between which you intend to be working). You must submit the notice to Grow (by one of the methods listed above at paragraph 1.6 of this policy) not less than eight weeks before the start date of the first period of SPL that is requested in it.
9.4 [bookmark: _heading=h.eq32n2z19cgy]When booking the very first period of SPL that you wish to take, you may, if you wish, submit your first period of leave notice at the same time as you submit your notice of entitlement, provided that both are submitted at least eight weeks before the start date of the first period of SPL to be taken by you. Alternatively, you may have submitted your notice of entitlement at an earlier date. You may not, however, submit a period of leave notice before you have submitted your notice of entitlement.
9.5 [bookmark: _heading=h.q7rt8kume93k]No particular period of SPL may be taken unless Grow has received from you, at least eight weeks before the proposed start date of that period, a period of leave notice that includes a request in respect of that period.
9.6 [bookmark: _heading=h.2b3tbfrij1uk]Unlike the notice of entitlement (see paragraph 8 above and its subparagraphs), you may end up submitting more than one period of leave notices in relation to leave taken to care for a particular child, each of which may request one or several periods of leave. It is also possible to request a change to periods of leave that have already been booked, using a 'variation notice' (see paragraph 13, below). There is, however, an overall limit of three to the number of either type of notice that you may submit[ (although this limit may be altered or disapplied if Grow in its absolute discretion agrees to do so)], ie you are limited to submitting one of the following combinations:
9.6.1 [bookmark: _heading=h.79f8x7uo7hdz]three period of leave notices; or
9.6.2 [bookmark: _heading=h.noudmllttv24]one period of leave notice and two variation notices; or
9.6.3 [bookmark: _heading=h.f7b8qb83kasm]two period of leave notices and one variation notice.
9.7 [bookmark: _heading=h.m6jn71cjxt28]Once you have submitted a period of leave notice, the process for discussing and agreeing the leave that will in fact be taken will start: see paragraph.11 below.
9.8 [bookmark: _heading=h.gsobubaa433n]Where you have submitted a period of leave notice that contains requests for two or more periods of leave, you have a right to withdraw it on or before the 15th day after it was submitted, by HR , provided that an agreement on the periods of leave to be taken has not been reached with you in the interim.
10 [bookmark: _heading=h.fr1y9ygk5gs2]Discussion and agreement of periods of leave
10.1 [bookmark: _heading=h.hm8tb9tlvmjb]If a period of leave notice that you submit only requests in it a single period of SPL, and complies with the rules in all other respects, Grow will agree to that request and you will be allowed to take that leave. In such cases, the period of leave requested will become a firm booking as soon as Grow receives the period of leave notice, and you will be sent a letter confirming this.
10.2 [bookmark: _heading=h.guypdao21zw3]Where, on the other hand, a period of leave notice that you submit requests in it two or more periods of SPL (between which it is proposed that you work), Grow is under no obligation to agree to your request. In such cases, Grow will, within the two week period following receipt of the notice, choose either to:
10.2.1 [bookmark: _heading=h.wg873y1suhj9]consent to the periods of leave requested; or
10.2.2 [bookmark: _heading=h.wycyjjgai2yh]propose alternative dates for the periods of leave; or
10.2.3 [bookmark: _heading=h.ag7siricffk]refuse the periods of leave requested without proposing alternative dates.
10.3 [bookmark: _heading=h.kwaq2lg8ic8j]In cases where your period of leave notice requests two or more periods of SPL, and Grow is not immediately willing to consent to your proposal, you may be invited to a meeting by HR  to discuss your prospective SPL arrangements further.
10.4 [bookmark: _heading=h.gpvy32i9v73t]If, within the two week period following receipt of the notice, Grow consents to the original request in your period of leave notice for two or more periods of leave, or agreement is reached with you on alternative dates for two or more periods of discontinuous periods of leave, the periods of leave consented to or agreed will from then onwards become firm bookings, and you will be sent a letter confirming this.
10.5 [bookmark: _heading=h.52rb3r4swmt5]Where two or more periods of leave have been requested, but no agreement is reached within the two week period following receipt of the notice:
10.5.1 [bookmark: _heading=h.5yvrxi9l5bye]you may, if you wish, choose to add up the overall amount of leave that was comprised in the two or more periods that you requested in the notice and decide to take that amount of leave as one continuous period of leave instead;
10.5.2 [bookmark: _heading=h.e6lw15l2tmlu]if you choose to do this, you must notify Grow of your intention to do so, using the form entitled 'Notice of wish to take all requested periods of shared parental leave as one period', which must be obtained from your line manager. It is obligatory to complete all parts of the form with the information requested on it. This form, duly completed, should be submitted to your line manager. It may not be submitted less than two weeks after the day on which the period of leave notice was submitted, or more than two weeks and five days after the day on which the period of leave notice was submitted. You may also include in that notification a start date of your choosing for that single continuous period of leave, which may be any valid date more than eight weeks after the date on which the period of leave notice was submitted. If your notification does not specify such a chosen start date, the start date will be the start date originally specified for the earliest period of leave that was requested in the period of leave notice. Following receipt by Grow of such a notification, that single continuous period of leave will become a firm booking, and you will be sent a letter confirming this.
10.5.3 [bookmark: _heading=h.mzkpb4c47yr0]if you do not wish to consolidate the originally requested periods of leave into one continuous period, as described in paragraphs 10.5.1 and 10.5.2 above:
(a) [bookmark: _heading=h.yja0g2nw5xa]you may instead withdraw the period of leave notice, provided you do so on or before the 15th day after it was submitted, by HR  (if you do this, the withdrawn period of leave notice will not count towards your maximum of three notices; this maximum is explained in paragraph 9.6, above);
(b) [bookmark: _heading=h.h7mveadw0b0n]if you do not withdraw the period of leave notice within that timeframe, you will be sent a letter confirming that the request for two or more periods of leave made in the period of leave notice has not been agreed and that no alternative agreement has been reached either; and
(c) [bookmark: _heading=h.732ku5q7m05e]in either case, it will be open to you (provided you have not already reached the maximum number of notices permitted—see paragraph 9.6, above) to submit a further period of leave notice making a different suggestion for one or more periods of leave.
11 [bookmark: _heading=h.m40mctkl61fz]Special rules regarding leave where circumstances change
11.1 [bookmark: _heading=h.5aruxjn9iq6t]As noted above at paragraphs 7.14 and 7.15, there are certain changes in circumstances that will cause an employee who has the right to take SPL to lose it:
11.1.1 [bookmark: _heading=h.94sxt4y2y3h8]if you are the Adopter, you will lose your right to take SPL if you cease to care for the child;
11.1.2 [bookmark: _heading=h.kyd9eywuzi1v]if you are the Adopter's Partner, you will lose your right to take SPL if you cease to care for the child, or if the Adopter's SAL is no longer curtailed, or their SAP period is no longer reduced.
11.2 [bookmark: _heading=h.y2fhq5y4miy4]In some circumstances, where a period of SPL has already been firmly booked, and you unexpectedly inform Grow (either before that leave or during it) that you have lost your entitlement to take that leave for one of the reasons set out under paragraph 11.1, it will be very difficult for the employer to alter arrangements at such short notice to allow you instead to work during that period (or during the remainder of that period) of SPL.
11.3 [bookmark: _heading=h.osi54556bo2x]Where you inform Grow of one of the changes of circumstances listed at paragraph 11.1 above less than eight weeks before you are due to take a period of SPL, Grow may require you to take a period of leave beginning on the date that the booked period of SPL was due to start, and ending no later than eight weeks after the date you informed Grow of the change in circumstances, or no later than the original end date of the booked period of SPL if that is earlier.
11.4 [bookmark: _heading=h.nnodth7dic8a]Similarly, where you inform Grow of such a change of circumstances at a time when you are already taking a period of SPL, Grow may require you to remain on leave until no a date no later than eight weeks after the date you informed Grow of the change in circumstances, or no later than the date on which the current period of SPL was due to end if that is earlier.
11.5 [bookmark: _heading=h.3jupybf4dm5s]Other special rules apply with regard to the entitlement to SPL where, at any point before the first anniversary of the child's placement for adoption, the Adopter, or the Adopter's Partner, or the child dies. In such circumstances, you should contact your line manager.
12 [bookmark: _heading=h.tbyexhmvgxq6]Requesting changes to booked periods of leave
12.1 [bookmark: _heading=h.k9psrl9iypi0]Where a period of leave has already been firmly booked, and you wish to change the arrangement, you should submit a 'variation notice' to Grow as soon as possible. You must use the form entitled 'Request to change booked period of shared parental leave (variation notice)', which must be obtained from your line manager. It is obligatory to complete all parts of the form with the information requested on it.
12.2 [bookmark: _heading=h.zrim1tu9h3b]If you wish to change the start date or the end date of a period of booked leave, the variation notice requesting that must be submitted not less than eight weeks before both the original (start or end) date and the revised (start or end) date; and provided that amount of notice is given, and provided the variation notice contains requests to change the start and/or end date of only one period of SPL, you will be entitled to make that change and, following Grow's receipt of the variation notice, you will be sent a letter confirming the revised dates.
12.3 [bookmark: _heading=h.bwzy166qji4v]If you wish to convert a single period of leave that has been booked into two or more periods of leave, you should submit a variation notice requesting that. Grow will not be obliged to agree to that request; rather it will treat such a variation notice in the same way as it would a period of leave notice that requests two or more periods of leave (see paragraphs 10.2 to 10.5, above).
12.4 [bookmark: _heading=h.we9pbzwe7k56]If you wish to convert two or more periods of leave that have been booked into a single period of leave, you should submit a variation notice requesting that. Provided that the variation notice is submitted at least eight weeks before it is proposed that that single period should start, and provided the variation notice contains only that request to consolidate those periods into one period, you will be entitled to make that change and, following Grow's receipt of the variation notice, you will be sent a letter confirming the revised dates of the period of leave to be taken.
12.5 [bookmark: _heading=h.gf6pv6s8iwh5]If you wish to alter the length of a period of booked leave, you should submit a variation notice requesting that. This will inevitably involve changing the start date and/or the end date of the relevant period of booked leave, so the rules under paragraph 12.2 above apply with regard to the amount of notice that needs to be given in relation to each start or end date that you wish to change:
12.5.1 [bookmark: _heading=h.fpd5bz2owr]provided the variation notice gives the required amount of notice and contains requests to change the start and/or end date of only one period of SPL, you will be entitled to make that change (and, following Grow's receipt of the variation notice, you will be sent a letter confirming the revised dates of the period of leave to be taken); whereas
12.5.2 [bookmark: _heading=h.9onb3rmnrl8q]where the variation notice requests changes to the start and/or end dates of two or more periods of SPL, Grow will not be obliged to agree to that request; rather it will treat such a variation notice in the same way as it would a period of leave notice that requests two or more periods of leave.
12.6 [bookmark: _heading=h.gd2lkvg1unf9]If you wish to cancel a period of booked leave altogether, you should submit a variation notice requesting that. Provided that variation notice is submitted no less than eight weeks before the booked period of leave in question was originally due to start, you will be entitled to cancel it and, following Grow's receipt of the variation notice, you will be sent a letter confirming the cancellation.
12.7 [bookmark: _heading=h.1o3zk3lheehe]As explained above at paragraph 9.6, there is an combined overall limit of three to the number of period of leave notices and variation notices that you may submit. Once this limit has been reached, Grow may ignore any further variation notice that is submitted, and your rights as described in paragraphs 12.2 to 12.6 will not apply in such cases.
13 [bookmark: _heading=h.5lyo8x6wsdoo]Requesting changes to when ShPP will be paid
13.1 [bookmark: _heading=h.jsypthgvxr0h]If you are entitled to claim ShPP, you will initially set out the dates of all the weeks in which you intend to claim it in your notice of entitlement, as explained in paragraph 7.10 above. You are entitled, after you have submitted your notice of entitlement, to change your mind about how many weeks of ShPP you will claim, and/or which weeks those will be, provided your request to make changes falls within the bounds of the conditions set out in the following two paragraphs, and does not claim more weeks of ShPP in total than the amount to which you are entitled.
13.2 [bookmark: _heading=h.3aly3e8n2ymv]To make changes of this sort, you must use the form entitled 'Request to make changes to ShPP claimed (adoption)', which must be obtained from your line manager. You should submit it to Grow as soon as possible. It is obligatory to complete all parts of the form with the information requested on it.
13.3 [bookmark: _heading=h.4a46obhiduod]Although a form requesting changes to ShPP may request both a change to the overall number of weeks of pay you intend to claim, and also one or multiple changes to the specific weeks in which you will claim it, Grow will only act on the form at all, and implement any of the proposed changes, if it is submitted at least eight weeks before the earliest week mentioned in the form in which you now intend (in line with your requested changes) to claim ShPP.
14 [bookmark: _heading=h.z50037ul9im]Terms and conditions during SPL
14.1 During any period of SPL that you take, you will continue to receive all of your contractual benefits as set out in your contract of employment (with the exception of any sums payable by way of wages or salary). In particular, holiday entitlement under your contract will continue to accrue (see paragraph 15 below) and pension benefits will continue as set out in paragraph 16 below.
14.2 [bookmark: _heading=h.wxgd50g173nz]During any period of SPL that you take you will be expected to continue to comply with the terms of your contract of employment, for example your duties as to confidentiality and the duty of fidelity.
15 [bookmark: _heading=h.cirf8r8llo8c]Annual leave issues relating to SPL
15.1 [bookmark: _heading=h.du70shwtc1fa]Holiday entitlement will continue to accrue during SPL at the rate provided under your contract. Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before your SPL begins. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your SPL straddles two holiday years), you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager in good time before starting SPL. All holiday dates are subject to approval by your line manager in the normal way.
16 [bookmark: _heading=h.a27v7263p89o]Keeping in touch during leave (SPLIT days etc)
16.1 [bookmark: _heading=h.40jgyw6j97a4]Shortly before your first period of SPL starts, Grow will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact during your leave. Grow may make reasonable contact with you from time to time during any periods of SPL that you take.
16.2 [bookmark: _heading=h.57oaw5n30htw]Taking into account all periods of SPL that you take in relation to the care of a particular child, you are permitted to work (including attendance at training sessions) on an overall total of up to 20 days that would otherwise be days on which you have booked SPL without bringing your SPL entitlement or ShPP entitlement to an end. These are referred to as 'Shared Parental Leave In Touch days' or 'SPLIT days'. The arrangements for any SPLIT days (including any payment for these days) will be agreed between you and Grow. Grow cannot oblige you to work any SPLIT days, and similarly you are not entitled to insist on working any SPLIT days. Furthermore, you are not entitled to attend work for any other reason during a period of booked SPL.
16.3 [bookmark: _heading=h.vs16eqp00u1s]Working a SPLIT day does not increase the overall amount of SPL available; rather in this respect it is counted against the overall remaining shared parental allowance as if you had been on SPL that day.
16.4 [bookmark: _heading=h.a6zrn1xmfgw5]If you work on a day that would otherwise have been a day of SPL, this will count as one whole SPLIT day against your 20-day allowance, irrespective of how long you work for on that day.
16.5 You will be paid at your normal basic rate of pay for time spent working on a SPLIT day and this will be inclusive of any statutory ShPP entitlement.
17 [bookmark: _heading=h.txx69pxrnxe6]Returning to work after SPL
17.1 [bookmark: _heading=h.hx3qz4wyb02r]Periods of SPL that you have taken will all have been to care for the same child, who will be referred to in the following paragraphs as 'the relevant child'. The nature of your rights when you return to work following SPL differ depending on how much leave you have taken in total in relation to the relevant child:
17.1.1 [bookmark: _heading=h.auhr0dkwbtb7]If you are the Adopter, you must calculate, as at the date of your return to work from a period of SPL, how much leave you have taken in total in relation to the relevant child, including all periods that were taken as ordinary adoption leave, additional adoption leave or SPL.
17.1.2 [bookmark: _heading=h.xcsrwpbgvqe5]If you are the Adopter's Partner, you must calculate, as at the date of your return to work from a period of SPL, how much leave you have taken in total in relation to the relevant child, including all periods that were taken as ordinary paternity leave or SPL.
17.2 [bookmark: _heading=h.sic5ye2fqluw]If the total amount of leave, as calculated under paragraph 17.1.1 or 17.1.2 (as the case may be), is 26 weeks or less, you will be entitled (subject to three exceptions set out below at paragraph 17.4) to return to the job in which you were employed before your most recent period of continuous absence (ie before the overall period of absence from which you have just returned).
17.3 [bookmark: _heading=h.bup56nuip8kc]If the total amount of leave, as calculated under paragraph 17.1.1 or 17.1.2 (as the case may be), is more than 26 weeks, then:
17.3.1 [bookmark: _heading=h.kgk6ogfcfg9d]if it is reasonably practicable for Grow to permit you to return to the job in which you were employed before your most recent period of continuous absence (ie before the overall period of absence from which you have just returned), you will be allowed to do so; but
17.3.2 [bookmark: _heading=h.dyomboq5kl2z]if it is not reasonably practicable for Grow to permit you return to that job, you will be entitled instead to return to another job which is both suitable for you and appropriate for you to do in the circumstances.
17.4 [bookmark: _heading=h.nsu1g4rv98bj]In certain circumstances, your rights on return to work will be as described in paragraph 17.3 (rather than as described in paragraph 17.2) even though the total amount of leave taken in relation to the relevant child, as calculated under paragraph 17.1.1 or 17.1.2 (as the case may be), is 26 weeks or less:
17.4.1 [bookmark: _heading=h.3j8qkwiuvljp]the first set of circumstances where this is the case is where you have returned from one continuous period of leave, the last part of which was categorised as SPL, which also included within that overall continuous period of leave from work a period of 'parental leave' that was more than four weeks long (see Grow's separate 'Parental Leave Policy' for further information regarding parental leave, which is a different type of leave from SPL);
17.4.2 [bookmark: _heading=h.owntvtlf0svq]the second set of circumstances where this is the case is where you have returned from one continuous period of leave, the last part of which was categorised as SPL, which also included within that overall continuous period of leave from work a period of additional maternity leave that was taken in relation to a child other than the relevant child. These circumstances would apply where you took some additional maternity leave in relation to that other child, and then, without returning to work, moved on without any breaks to a further period or periods of statutory leave in relation to the relevant child, the last of which was a period of SPL, and only returned to work after that;
17.4.3 [bookmark: _heading=h.e0ml3v1kygxs]the third set of circumstances where this is the case is where you have returned from one continuous period of leave, the last part of which was categorised as SPL, which also included within that overall continuous period of leave from work a period of additional adoption leave that was taken in relation to a child other than the relevant child. These circumstances would apply where you took some additional adoption leave in relation to that other child, and then, without returning to work, moved on to one or more periods of leave in relation to the relevant child, culminating (without any intervening break) with a period of SPL in relation to the relevant child, and only returned to work after that.
17.5 [bookmark: _heading=h.kvunzedlfhkm]Shortly before you are due to return to work from a period of SPL, Grow may invite you to have a discussion (whether in person or by telephone) about the arrangements for your return to work. This may include updating you on any changes that may have occurred, discussing any necessary training and discussing any changes to working arrangements.
17.6 [bookmark: _heading=h.lcd538o8x81k]If you are made redundant while on a period of SPL, you are entitled to be offered a suitable alternative vacancy if there is one.
17.7 If, on returning to work, you decide that you would like to explore the possibility of changing the number of hours you work, and/or the times when you are required to work, and/or the location where you work, please consult Grow's Flexible Working Policy.
17.8 If a redundancy situation arises during SPL, or otherwise during an additional protected period (usually ending 18 months after your child’s birth), you may be entitled to be offered a suitable available vacancy if there is one.
17.9 If, while on SPL, you decide that you do not wish to return to work, you should notify Grow as soon as possible. In such circumstances, you must give notice of resignation to Grow in accordance with your contract of employment. When you give notice to Grow you should ensure that you have sufficient leave left to run (ie at least equal to your notice period), as otherwise you might be required to return to work for the remainder of the notice period.
12 [bookmark: _heading=h.jt2a7rak2q7y]Shared parental leave (birth) 
1 [bookmark: _heading=h.8est5esyskir]Introduction
1.1 This policy outlines the arrangements for shared parental leave and pay in relation to the birth of a child. If you are adopting a child, please refer to our Shared parental leave (adoption) policy instead. 
1.2 This policy applies to all employees. The aspects of this policy relating to shared parental pay also apply to those who are not employees but are in 'employed earner's employment' with us. If you are unclear as to whether you fall into this category, please contact HR . No other aspects of this policy apply to non-employees, such as consultants or self-employed contractors.
1.3 This policy is for guidance only and does not form part of your contract of employment and we may amend it at any time. It outlines the rights employees and others are given by law but is intended to be a summary only and not a complete statement of your rights. Please contact HR  if you have any queries about your entitlement.
1.4 The definitions in this paragraph apply to this policy.
	Expected Week of Childbirth (EWC)
	1 the week, beginning on a Sunday, in which the doctor or midwife expects your child to be born;

	parent
	2 one of two people who will share the main responsibility for the child's upbringing (and who may be either the mother, the father or the mother's partner if not the father);

	partner
	3 your spouse, civil partner or someone living with you in an enduring family relationship, but not your sibling or half-sibling, child, parent, adoptive parent or former adoptive parent, grandparent, grandchild, aunt, uncle, niece or nephew;

	Qualifying Week
	4 the fifteenth week before the EWC.


2 [bookmark: _heading=h.45gk45zbyn77]Shared parental leave
2.1 Shared parental leave (SPL) allows working parents to share periods of leave or pay entitlement following the birth of a child. It can be taken if you are the mother of a child, the father of a child or the partner of a mother.
2.2 Up to 50 weeks of statutory maternity leave (SML) and up to 37 weeks of statutory maternity pay (SMP) (or, if the mother is not entitled to SMP, maternity allowance (MA)) may be available to be shared. The leave can be shared so that it is taken at the same time as your partner or at different times.
2.3 The amount of leave and pay available to be shared will depend on how much SML has been used by, and how much SMP (or MA) has been paid to, the child's mother. Only the untaken balance of SML and SMP/MA is available to be shared. For example, if the child's mother is entitled to 52 weeks' maternity leave and 39 weeks' statutory maternity pay and has taken 16 weeks' of leave and pay, the balance of 36 weeks' leave and 23 weeks' pay can be shared.
2.4 SPL is optional: if you decide you wish to take it you need to opt to do so (see paragraph 6).
2.5 In order for SPL to be taken, the mother must bring her entitlement to maternity leave or maternity pay/maternity allowance to an end. The process for doing this is outlined below (see paragraph 6.5). However, if you are the mother, you must take two weeks of compulsory maternity leave following the child's birth; this cannot be shared.
2.6 If you are the child's father, any entitlement to SPL is in addition to any entitlement to statutory paternity leave and pay. The former right to take additional paternity no longer exists. For further information on paternity leave and pay, see our Paternity leave policy.
3 [bookmark: _heading=h.rb4uvjm747xr]Who may take shared parental leave
3.1 Provided you and your partner comply with the eligibility requirements (see paragraph 4) and the conditions regarding the giving of notices (see paragraph 6), you may take SPL if you are:
3.1.1 the child's mother;
3.1.2 the child's father; or
3.1.3 the mother's partner, if the child's father does not share the main responsibility for the care of the child.
3.2 In each case, in order to be eligible to take SPL, you must share the main responsibility for the care of the child.
4 [bookmark: _heading=h.b563s2uyiva7]Eligibility requirements
4.1 [bookmark: _heading=h.ocm4pw6d88fr]You must have at least 26 weeks' continuous employment with us by the end of the Qualifying Week and still be employed by us in the week before the SPL is to be taken.
4.2 [bookmark: _heading=h.9mrlg6xsb2tv]The other parent of the child (or the partner of the mother) must have worked (in employed or self-employed capacity) in at least 26 of the 66 weeks before the EWC and have had average weekly earnings of at least £30 during 13 of those weeks.
4.3 In addition to the requirements in paragraphs 4.1 and 4.2, you and the other parent (or partner of the mother) must give the required statutory notices and declarations summarised in paragraph 6.
5 [bookmark: _heading=h.pcywzipk8ytf]Evidence of entitlement
5.1 We may require you to give us a copy of the child's birth certificate or, if you have not yet obtained a birth certificate, a signed declaration of the child's date and place of birth, and the name and address of the other parent's employer (or a declaration that they have no employer).
6 [bookmark: _heading=h.2jnrdnate3oy]How to opt to take shared parental leave and pay
6.1 If you are a mother who wishes to take SPL, you will need to give us:
6.1.1 a leave curtailment notice; and
6.1.2 a notice of entitlement; and
6.1.3 a period of leave notice.
6.2 If you are the child's father, or the mother's partner, you will only be able to take SPL once the mother has either:
6.2.1 returned to work; or
6.2.2 given her employer a curtailment notice to end her maternity leave or her SMP (if she is entitled to SMP); or
6.2.3 given a curtailment notice to the benefits office to end her MA (if she is not entitled to maternity leave or SMP).
6.3 You must give us:
6.3.1 a notice of entitlement; and
6.3.2 a period of leave notice.
6.4 [bookmark: _heading=h.vbx0i9uyb3la]Leave curtailment notice
6.4.1 If you are the child's mother and you are still on maternity leave, you must give us not less than eight weeks' written notice to end your maternity leave (known as a leave curtailment notice) before you can take SPL. The notice must state the date your maternity leave will end.
6.4.2 You can give us the leave curtailment notice before or after you give birth but your maternity leave cannot end until two weeks after the child's birth, as this period of maternity leave is compulsory.
6.4.3 Unless you gave us the leave curtailment notice before your child was born, once you have given us a leave curtailment notice you cannot normally withdraw it.
6.5 [bookmark: _heading=h.xv7owj8lm24b]Notice of entitlement
6.5.1 If you wish to take SPL, you must give us a written notice of entitlement, which explains that you are entitled to take SPL and that you intend to take it.
6.5.2 The notice of entitlement must state:
(a) your name and the name of your partner;
(b) the start date and end dates of your (or the mother's) maternity leave or, where there is no entitlement to maternity leave, the start date and end dates of any SMP or MA period;
(c) the total SPL available (ie 52 weeks less the number of weeks of maternity leave, SMP or MA period taken or to be taken by the mother);
(d) how much of that SPL will be allocated to you and how much to your partner (you can change the allocation by giving us a further written notice later and you do not have to use your full allocation);
(e) if you are claiming statutory shared parental pay, the total shared parental pay available (ie 39 weeks less the number of weeks of SMP or MA period taken or to be taken by the mother);
(f) how much of that available shared parental pay you will take and how much will be used by your partner (you can change the allocation by giving us a further written notice and you do not have to use your full allocation);
(g) suggested start and end dates for each period of leave (this indication will not be binding at this stage but please give as much information as you can about your future intentions); and
(h) declarations by you and your partner that you meet the statutory conditions for entitlement to SPL and shared parental pay.
6.5.3 The notice of entitlement must be given to us not later than eight weeks before you want the SPL to start.
6.6 [bookmark: _heading=h.i987ugv81q3z]Period of leave notice
6.6.1 You must give us a period of leave notice that sets out the start and end dates of your SPL. This can be given at the same time as your leave curtailment notice and/or your notice of entitlement. It must be given not less than eight weeks before you want your SPL to start.
6.6.2 You must also state in your period of leave notice the dates on which you intend to claim shared parental pay, if applicable. For further information on shared parental pay, see paragraph 8.
6.6.3 You can give us a maximum of three period of leave notices. Therefore if you wish to make any further arrangements for leave once you have reached this maximum, this must be with our prior agreement.
7 [bookmark: _heading=h.elrx3m36wdc0]When shared parental leave may be taken
7.1 SPL can be taken at any time until 12 months after the baby is born. It cannot start until two weeks after the birth.
7.2 Your period of leave notice (see paragraph 6.7) specifies when you want to take SPL. SPL cannot be taken in odd days; it can only be taken in complete weeks.
7.3 You can choose to take SPL at the same time as your partner or at different times to your partner. You can also choose to take a continuous block of time as SPL or you can ask to take it as discontinuous periods. If you ask to take it as discontinuous periods, we may refuse your request and propose alternative dates for your leave or ask you to take it as a continuous block instead.
7.4 You can give up to three period of leave notices. If the period of leave notice is validly given and provides dates for a single continuous block of SPL, you will be entitled to take the leave set out in the notice. If you have requested to take your leave in discontinuous periods and we have refused that request, you may take your leave either on the alternative dates we agree between us or as one continuous period of leave.
7.5 The rules regarding discontinuous periods of leave are particularly complicated so please seek early advice from HR  if you propose taking your SPL in discontinuous periods.
7.6 You should discuss your proposed periods of leave with you manager as early as possible in advance of submitting your formal request. This will give us more time to consider your request and make arrangements to cover your absence.
7.7 Once you have given us a period of leave notice, you can usually either cancel or vary the period of SPL by giving us not less than eight weeks' notice in writing.
8 [bookmark: _heading=h.o205qj7c0nqh]Shared parental pay
8.1 Statutory shared parental pay of up to 39 weeks (less any weeks of SMP claimed by you or the other parent) may be available provided you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your average earnings are not less that the lower earnings limit set by the government each year. Statutory shared parental pay is paid at a rate set by the government each year. Grow can advise you of the current rate.
8.2 Note that you may be eligible for SPL but not eligible for shared parental pay. Some employees will be entitled to take shared parental leave, and entitled to claim some shared parental pay, but will have exhausted their entitlement to shared parental pay by the time a particular week of shared parental leave is taken. In such cases, the week of shared parental leave may be taken but it will be unpaid.
8.3 You should tell us in your period of leave notice(s) whether you intend to claim shared parental pay during your leave and, if applicable, for what period. If it is not in your period of leave notice, you can tell us separately in writing instead, not less than eight weeks before you want shared parental pay to start.
9 [bookmark: _heading=h.en284ambkn0]Other terms and conditions during shared parental leave
9.1 Your terms and conditions of employment remain in force during SPL, except for the terms relating to pay.
9.2 Holiday entitlement will continue to accrue during SPL at the rate provided under your contract. Where possible, you must take all of your holiday entitlement during the holiday year in which it accrues, which may mean taking holiday before your SPL begins. If you are unable to take all of your holiday entitlement before the end of the holiday year in which it accrues (because your SPL straddles two holiday years), you may carry it forward to the next holiday year. Please discuss your holiday plans with your line manager in good time before starting SPL. All holiday dates are subject to approval by your line manager in the normal way. 
9.3 If you are a member of our pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any shared parental pay you are receiving. If you wish to make up any shortfall in employee contributions, you must inform HR.
10 [bookmark: _heading=h.7o6xjiikb9t5]Keeping in touch during shared parental leave (SPLIT days)
10.1 We may make reasonable contact with you from time to time during any periods of SPL you take, for example to discuss arrangements for your return to work, although we will keep this to a minimum. You should discuss with your line manager what contact we may make.
10.2 You may be asked to work (including attending training) on up to 20 'keeping in touch' days during your SPL (known as SPLIT days). This is in addition to any keeping in touch days (or KIT days) that you may have taken during maternity leave. SPLIT days are not compulsory and must be discussed and agreed with your line manager.
10.3 You will be paid at your normal basic rate of pay for time spent working on a SPLIT day and this will be inclusive of any statutory shared parental pay entitlement. 
11 [bookmark: _heading=h.i4quutw4q5f3]Returning to work
11.1 If you want to end a period of SPL early, you must give us not less than eight weeks' written notice of the new return date. If you have already given us three period of leave notices, you will not be able to end your SPL early without our agreement.
11.2 If you still have unused SPL remaining and wish to extend your SPL, you must give us a written period of leave notice (see paragraph 6.6) not less than eight weeks before the date you were due to return to work. If you have already given us three period of leave notices, you will not be able to extend your SPL without our agreement. You may instead be able to request annual leave or (ordinary) parental leave, subject to the needs of the business.
11.3 You are normally entitled to return to work in the position you held before starting SPL and on the same terms and conditions of employment. However, if it is not reasonably practicable for us to allow you to return to the same position, we may give you another suitable and appropriate job on terms and conditions that are no less favourable, but only in the following circumstances:
11.3.1 if your SPL and any maternity or paternity leave you have taken in relation to the relevant child adds up to more than 26 weeks in total (whether or not it was taken consecutively); or
11.3.2 if you took SPL consecutively with more than four weeks of (ordinary) parental leave.
11.4 Shortly before you are due to return to work from a period of shared parental leave, we may invite you to have a discussion (whether in person or by telephone) about the arrangements for your return to work. This may include updating you on any changes that may have occurred, discussing any necessary training and discussing any changes to working arrangements.
11.5 [bookmark: _heading=h.74s8veyf67x1]If you would like to explore the possibility of changing your hours or other working arrangements on return from SPL, please consult our Flexible Working Policy. It is helpful if any request under the policy is made as early as possible.
11.6 If a redundancy situation arises during SPL, or otherwise during an additional protected period (usually ending 18 months after your child’s birth), you may be entitled to be offered a suitable available vacancy if there is one.
11.7 If, while on shared parental leave, you decide that you do not wish to return to work, you should notify us as soon as possible by contacting HR . You must give notice of resignation to us in accordance with your contract of employment. When you give notice to us you should ensure that you have sufficient leave left to run (ie at least equal to your notice period), as otherwise you might be required to return to work for the remainder of the notice period.
12 [bookmark: _heading=h.liegy4f2lu18]Special cases
12.1 Special rules regarding shared parental leave and pay apply where:
12.1.1 the child is born earlier than expected;
12.1.2 you or your partner cease to care for the child; or
12.1.3 the mother, father, partner or the child dies.
12.2 In such circumstances, you should contact HR  for advice as soon as possible.
13 [bookmark: _heading=h.kuelv0fr8h1c]Compassionate leave
1 [bookmark: _heading=h.snb0fr7dley0]Introduction
1.1 Compassionate leave is designed to enable you to cope with the death of a close relative, make necessary arrangements and attend the funeral. It may also be granted where a close relative is seriously or critically ill.
1.2 This policy sets out the approach that Grow (the Company)will take in relation to compassionate leave and the steps you should take if you need to make a request for compassionate leave.
1.3 This policy applies only to employees. It does not apply to agency workers, consultants, contractors, volunteers, interns or casual workers. 
1.4 Employees have certain statutory rights to unpaid time off to deal with emergencies or unexpected events affecting their dependants. Further details are set out in Grow's dependants leave policy. This policy should be read in conjunction with that policy as, in some circumstances, there may be a degree of overlap between them. Where you have a right to leave in similar circumstances in respect of a particular family member under both this policy and Grow's dependants leave policy, you may exercise your right under both policies, or only one of them if you prefer.
1.5 Employees have the right to neonatal care leave and pay to pay for a child who receives neonatal care. This policy should be read in conjunction with that policy as, in some circumstances, there may be a degree of overlap between them. Where you have a right to leave in respect of a child who receives neonatal care under both this policy and the neonatal care leave policy, you may exercise your right under both policies, or under only one of them if you prefer.
1.6 Employees also have the right to parental bereavement leave and pay following the death of a child. For further information, see Grow's parental bereavement leave policy. This policy should be read in conjunction with that policy as, in some circumstances, there may be a degree of overlap between them. Where you have a right to leave in respect of the death of a child under both this policy and the parental bereavement leave policy, you may exercise your right under both policies, or under only one of them if you prefer.
1.7 This policy does not form part of any contract of employment and Grow may amend it at any time.
2 [bookmark: _heading=h.pb5vyz6joyx6]Definitions 
2.1 Compassionate leave is time off given to employees when a member of their immediate family or a close friend dies. This may also include a sudden breakdown of normal caregiver arrangements where no immediate solution is available. 
2.2 Emergency leave is defined as any serious situation requiring the immediate attention of an employee (e.g. illness of a dependent, automobile accident, disaster involving the employee’s property, etc.)
2.3 A dependant is any parent, spouse, partner, child, or other individual living as part of an employee’s family for which that employee is the primary caregiver. This can include any person who relies on an employee for personal assistance or care.
2.4 Grow defines family as any living arrangement or cohabitation within the employee’s home with other persons, including children and unmarried and/or same-sex partners. Family also includes grandparents, aunts, uncles, first cousins, nieces, nephews, foster children, foster parents, foster brothers, foster sisters, stepparents, stepchildren, stepbrothers, and stepsisters. This definition does not include tenants, lodgers, or boarders who live in the employee’s home.
2.5 Friends are also an important part of our lives and their loss may hurt as much as losing a relative. Should you lose a close friend, you’re still entitled to the same amount of bereavement leave to attend the funeral and mourn.
3 [bookmark: _heading=h.3qq9ojogtd9r]Procedure
3.1 The following statements set forth all policy and procedures for granting compassionate and emergency leave to Grow employees:
3.1.1 Paid emergency or compassionate leave will normally be given to cover the duration of the initial situation. However, Grow understands that some situations may require greater time to remedy. Generally, it is up to the Managing Director’s discretion to determine the length of the extended leave, as well as whether the leave will be paid or unpaid. In certain circumstances, the employee may use a combination of paid leave, unpaid leave, annual vacation time, or parental leave (if applicable). 
3.1.2 Paid emergency or compassionate leave shall have no impact on an employee’s current salary and/or benefits. Performance objectives and goals for the employee will be adjusted so that he or she will not be penalized for being absent during peak hours. 
3.1.3 Grow employees are legally protected from dismissal, termination, selection for redundancy, or any other detriment to employment for making appropriate and authorised use of this policy.
3.1.4 Employees may be authorised paid emergency leave for up to 30 days for emergency situations within his or her immediate family, or regarding a dependant for whom the employee is a primary caregiver. 
3.1.5 Leave will be authorised for serious illness or injury of a family member, (e.g. any bodily threat deemed grave, critical, or life-threatening), including sudden injuries (e.g. vehicle accident) or even less serious illnesses or injuries of family members wherein the absence of the employee would result in great personal hardship for the immediate family.
3.1.6 Employees will be granted paid compassionate leave of up to 30 days upon the death of a close relative or dependant. Paid leave of one (1) day may be granted to attend the funeral of a distant relative/ colleague/ friend (i.e. where the employee is not responsible for funeral arrangements, or where no long-distance travel is required).
3.1.7 Emergency or compassionate leave is not intended for personal employee illnesses or for scheduled doctor/dentist/other health practitioner visits – all routine wellness visits must defer to Grow’s sick leave policy. 
3.1.8 Emergency leave for dependants is not intended to be used for taking or accompanying dependants to planned routine wellness visits (i.e. flu shot visits to the hospital, dental appointments, etc.). If the employee knows in advance that a dependant will be admitted to hospital, the employee must make alternated working arrangements. In these circumstances, an employee may request holiday leave or unpaid leave. 
3.1.9 In addition to paid leave, it is possible to grant unpaid additional leave for up to four (4) working weeks, subject to operational requirements, when extensive time is needed to care for an unwell dependant or family member, and the employee’s domestic responsibilities increase greatly. In situations such as these, it may be possible to grant the employee part-time hours for an indefinite period. 
3.1.10 Situations may arise that are not addressed by the policy statements above. These situations will be addressed sympathetically by Grow on a case-by-case basis. 
4 [bookmark: _heading=h.ojshvbgwffi4]Application for leave
4.1 Employees must inform their line managers immediately once they know that emergency or compassionate leave is required. 
4.2 The employee shall inform his or her line manager of the situation at hand, and how much leave will likely be required to address the situation. 
4.3 The employee will also advise his or her line manager of any potential longer-term implications as soon as they make themselves evident.
4.4 Line managers will listen to requests sensitively and diplomatically, and then make a sound decision as to whether paid or unpaid leave is warranted. The line manager will make his or her decision without delay.
4.5 In deciding on what type of leave to approve (e.g. paid or unpaid, a combination of the two with annual leave, etc.), line managers should consider if the situation is exceptional, if operational needs can still be met, the amount of emergency or compassionate leave used by employee in the last twelve months, and whether or not alternative working arrangements can be made with the employee. 
4.6 Line managers should exercise discretion when inquiring about type of leave, especially where bereavement is concerned. In some cases, the line manager should wait until the employee returns from a funeral before discussing leave.
4.7 There will likely be circumstances where the employee contacts his or her line manager on extremely short notice to explain that they are not able to attend work that day because of a crisis. Again, the line manager should wait until the employee returns from a funeral before discussing leave.
4.8 Both the employee and the line manager will agree to the type and extent of leave, confirm this agreement in writing, and will each sign the document.
14 [bookmark: _heading=h.8fq0znez37m3]Time off for dependants
1 [bookmark: _heading=h.nrk3jlvtoxg2]Introduction
1.1 [bookmark: _heading=h.yj3ny1iwl52c]This policy sets out the approach that Grow (the Company) will take in relation to the statutory right that employees have to take unpaid time off work to deal with unexpected events affecting their dependants and the steps you should take if you need to make a request for such leave.
1.2 This policy applies only to employees. It does not apply to agency workers, consultants, contractors volunteers, interns or casual workers. 
1.3 This policy does not form part of any contract of employment and Grow may amend it at any time.
2 [bookmark: _heading=h.4i0enp8g2d4i]Leave entitlement
2.1 [bookmark: _heading=h.bce11z7frlrg]You are entitled to take a reasonable amount of time off during working hours in order to take action which is necessary:
2.1.1 to provide assistance when a dependant falls ill, or is injured or assaulted (this includes mental or physical illnesses and they do not have to be life-threatening or need full-time care; it could be an existing condition that has got worse);
2.1.2 to provide assistance when a dependant gives birth (for example if a dependant goes into labour unexpectedly and they rely on you to take them to the hospital);
2.1.3 to arrange care for a dependant who is ill or injured (for example to make arrangements for a dependant's longer term care in hospital);
2.1.4 in consequence of the death of a dependant;
2.1.5 because of the unexpected disruption or termination of care arrangements for a dependant (for example if a nursing home closes unexpectedly, or a child minder or carer fails to turn up to look after a dependant); or
2.1.6 to deal with an incident which involves your child or one of your children and which occurs unexpectedly while the child is at school or nursery (for example if their nursery closes unexpectedly, or if your child have been involved in a fight, injured on a school trip or suspended from school).
2.2 Please note that time off is limited to the time that is reasonable to enable you to deal with the immediate emergency situation and, where necessary, to make appropriate ongoing arrangements for your dependant only. You are not entitled to time off under this policy if you know about a situation beforehand. For example, leave under this policy is not available if you need to take your child to hospital for a pre-booked appointment.
2.3 You may take a reasonable amount of time off work to take action which is necessary to deal with one of the emergency situations listed at paragraph 2.1. Generally speaking, it will be very rare that any absence lasting more than one day will be covered. For example, you may take leave under this policy to deal with the immediate care needed if your child falls ill while at school and has to be collected, but it would not cover time off to care for the child for the duration of the illness.
2.4 Where you need to take time off in relation to a dependant but it is not an emergency, you may apply for annual leave, parental leave, or, where appropriate, parental bereavement leave and/or compassionate leave instead. Please refer to the relevant Company policies for further information on those types of leave. You should make any request for such leave to your line manager in accordance with the usual procedure for requesting leave.
3 [bookmark: _heading=h.ta9u3480u2xa]Dependants
3.1 [bookmark: _heading=h.1jaoihghoc9v]For these purposes, a 'dependant' is:
3.1.1 your spouse, or civil partner;
3.1.2 your child;
3.1.3 your parent; and
3.1.4 a person who lives in the same household as you (but excluding tenants, lodgers or boarders, or anyone you employ).
3.2 Where the time off is (a) to provide assistance when a dependant falls ill, gives birth or is injured or assaulted, or (b) to make arrangements for the provision of care for a dependant who is ill or injured, a 'dependant' will also include, in addition to the categories set out in paragraph 3.1 above, any person who reasonably relies on you for assistance if they fall ill or are injured or assaulted, or to make arrangements for their care in the event of illness or injury. For example, this may include your grandparents, a step-child or a grandchild.
3.3 Where the time off is sought because of the unexpected disruption or termination of arrangements for the care of a dependant, your 'dependants' will also include, in addition to the categories set out in paragraph 3.1 above, any person who reasonably relies on you to make arrangements for the provision of care for them.
3.4 There is no right to time off under this policy to care for a person who is not a dependant, or when a person you know who is not a dependant dies. If you wish to take time off work in those circumstances, you should apply for annual leave or compassionate leave as appropriate. Please refer to the relevant Company policies for further information on those types of leave.
4 [bookmark: _heading=h.b3zq8xd70nvu]Pay
4.1 Leave under this policy is unpaid.
5 [bookmark: _heading=h.wb5tc01pid29]Requesting leave
5.1 [bookmark: _heading=h.21i5mi998gvs]In order to have the right to time off work, you must notify Grow, as soon as reasonably practicable, of:
5.1.1 the reason for your absence, and
5.1.2 for how long you expect to be absent.
5.2 [bookmark: _heading=h.6ww1int9azye]You should do this by telephoning and speaking to your line manager or someone in HR  as soon as practicable. We expect you to ask someone do this on your behalf if you are unable to notify us yourself. If you need to notify us out of normal working hours or if you cannot get through on the telephone to your line manager or someone in HR , you should leave a voicemail message and send an email to your line manager and HR  giving the relevant information instead.
5.3 While Grow acknowledges that you may not be able to request leave in advance (ie before you are due to start work on the day in question), you must notify Grow of your need to take leave as soon as possible. In most cases, we would expect you to be able to notify us at some time during the first day of absence.
5.4 [bookmark: _heading=h.ua8epz9spvlr]In the unlikely event that it is not reasonably practicable to tell us the reason for your absence until after you have returned to work, you must do so as soon as you return.
5.5 If the reason for a continuing absence changes from the reason you originally notified to us, you must contact us again as soon as reasonably practicable, to inform us of the new reason, in accordance with paragraphs 5.1 to 5.4 above.
5.6 When you speak to your line manager or HR, you may also wish to discuss what, if anything, should be communicated to your colleagues regarding your absence.
5.7 We may ask you to confirm the reason for your absence in writing when you return to work. We may also ask you to provide evidence of the reason for taking leave.
5.8 Employees should take care to follow the notification requirements set out in this policy. Any failure to follow these procedures, or abuse of the right to leave under this policy, may result in disciplinary action under Grow's Code of conduct and disciplinary and dismissal procedure.
15 [bookmark: _heading=h.y29btya3q008]Time off for jury service or court attendance
1 [bookmark: _heading=h.3dygp9aun9uy]Introduction
1.1 Grow acknowledges that any employee summoned for jury service is under a legal obligation to serve and Grow, as employer, is legally obliged to allow time off for this.
1.2 You are expected to work with Grow to ensure that serving on a jury does not adversely affect Grow, its business or its staff.
1.3 This policy also covers other occasions when your attendance at court may be required.
2 [bookmark: _heading=h.5so0ycfmg4qo]Jury service
2.1 On receiving a summons to serve on a jury you must:
2.1.1 report the fact to Grow as soon as the summons is received;
2.1.2 [notify Grow of:
(a) the date you are required to attend;
(b) where known, the duration of the jury service; and
(c) the court you are required to report;
2.1.3 provide a copy of:
(a) the Confirmation of Jury Service letter; and
(b) the Certificate of Loss of Earnings; and
2.1.4 [bookmark: _heading=h.tvoixhio9i0u]make a formal request for leave to Grow.
2.2 Leave will be granted unless exemption or deferral from jury service has been secured.
2.3 Grow will pay your basic salary for up to 10 working days for time spent on jury service but payments will be reduced by the amount of any allowance(s) you are entitled to claim. 
2.4 If you are not required to appear on a particular day or part-day, you should report for work as normal.
2.5 If jury service is cancelled or completed earlier than expected:
2.5.1 you should inform Grow and return to work immediately. Failure to do so will render you absent without permission and disciplinary action may be taken; and
2.5.2 you must ensure that the leave request is cancelled.
2.6 If you consider that you have not been allowed reasonable time off for jury service to which you are entitled, your recourse in first instance is through Grow's Grievance Procedure.
2.7 It would be against the law for Grow to treat you unfairly as a consequence of your jury service.
3 [bookmark: _heading=h.jguz5rf20n6l]Other court attendance
3.1 Witness to a crime:
3.1.1 if you are called as a witness to a crime, you will be released from work to fulfil that duty. The time off will be unpaid; and
3.1.2 claims for loss of earnings and/or travel and subsistence expenses should be made through the court system (see Jury service above).
3.2 Character witness:
3.2.1 you will be given reasonable time off, at Grow's discretion, to allow you to act as a character witness during a court hearing;
3.2.2 this time off will be unpaid; and
3.2.3 your claim for loss of earnings and/or travel and subsistence expenses should be submitted via the relevant solicitor.
3.3 Court appearance on your own behalf:
3.3.1 you are required to use annual leave and/or work flexibly to make time up; and
3.3.2 authorised unpaid leave will be granted if you have insufficient annual leave entitlement or if time cannot be made up.
16 [bookmark: _heading=h.oq4pow6al53t]Time off for public duties
1 [bookmark: _heading=h.ywt601s8y1w0]Introduction
1.1 Grow recognises the value to staff, the business and the wider community in enabling staff to take on public duties. Grow also recognises its statutory responsibilities and any request for reasonable time off for public duties will generally be supported.
1.2 This document sets out Grow's policy on the provision of time off for public duties as set out in section 50 of the Employment Rights Act 1996 (ERA 1996). It provides guidelines for staff and their managers. Grow will consider requests for time off for public duties consistently in accordance with this policy.
1.3 All Company employees, regardless of length of service, hours worked or staff grade are entitled to the right to time off for public duties.
2 [bookmark: _heading=h.mlnzdpolip1a]Public duties
2.1 You have the right to time off work for certain public duties, including if you are:
2.1.1 a magistrate;
2.1.2 a local councillor;
2.1.3 a member of a statutory tribunal (eg employment tribunal);
2.1.4 a member of an independent prison monitoring board;
2.1.5 a member of a relevant health body (eg the NHS Commissioning Board, an NHS foundation trust or the National Institute for Health and Care Excellence);
2.1.6 [bookmark: _heading=h.t53zst8zhgcd]a governor of a maintained school;
2.1.7 a member of the managing or governing body of a further education corporation, sixth form college corporation or higher education corporation); or
2.1.8 a member of the Environmental Agency or the Scottish Environment Protection Agency.
2.2 [bookmark: _heading=h.d9oop6qcu285]For full details of the duties that give rise to the right to time off, contact HR.
2.3 Before becoming involved in any public duties office, you should discuss the opportunity with HR.
2.4 If you wish to participate in any public or civic duty not listed above, you should contact HR for advice.
3 [bookmark: _heading=h.hvv09xt9wtn1]Time off and pay
3.1 The activities for which you will be permitted reasonable time off include:
3.1.1 attendance at meetings;
3.1.2 performance of your duties;
3.1.3 any duties of a magistrate.
3.2 When considering a request for time off, Grow will consider:
3.2.1 how much time off is generally required to perform the duties in question;
3.2.2 how much time off has been requested;
3.2.3 how much time off have you already been permitted for this or other public duties;
3.2.4 how much time off have you already been granted for trade union duties and/or activities; and
3.2.5 what effect your absence will have on Grow.
3.3 Grow has the right to refuse a request for time off:
3.3.1 which is judged unreasonable or excessive; or
3.3.2 if it is necessary to maintain appropriate levels of service.
3.4 Grow will normally grant unpaid leave for public duties of up to 5 days per calendar year. This leave entitlement will be pro-rated for staff working part-time hours.
3.5 Where the amount of time off exceeds what is considered 'reasonable', Grow may consider granting a further period of leave on an unpaid basis or as part of annual leave entitlement.
4 [bookmark: _heading=h.j26h2v60jv2]Terms and conditions during time off
4.1 Employees who take unpaid time off for public duties are still employed by Grow during their leave and therefore are required to comply with their contractual obligations towards Grow.
4.2 Relevant Company Policies and Procedures will continue to apply to all employees on unpaid time off for public duties (eg Grievance or Disciplinary Procedure).
4.3 During time off for public duties statutory annual leave will continue to accrue. Contractual leave will be pro-rated to exclude any weeks where you were absent on unpaid time off for public duties.
5 [bookmark: _heading=h.h7oek8b82ogh]Procedure for requesting time off
5.1 Time off for public duties will be granted subject to agreement in advance by Grow.
5.2 You should submit a written request to Grow, specifying the start and end dates of the leave and the purpose of the leave.
5.3 You should discuss with Grow how best the time commitment needed can be accommodated to minimise disruption to Grow, including any arrangements needed for cover during your absence.
5.4 Time off for public duties should be agreed at the beginning of each new calendar year. Where this is not possible, Grow will consider any requests provided reasonable notice is given.
5.5 Grow reserves the right to request evidence of your public office and of the leave required.
5.6 Applications for leave involving organisations not currently listed in paragraph 2 above should be presented for consideration by Grow in the same way as those already listed.
5.7 If your request is granted, Grow will provide you with written confirmation of the time off to be taken.
5.8 All time off for public duties must be recorded and appropriate records kept.
6 [bookmark: _heading=h.sktff48twwm4]Fees received for a public duty
6.1 If you receive any fee, attendance allowance or other payment for your public duty services, you may retain such payment if it relates to work done in your own time.
6.2 [bookmark: _heading=h.v6kvxh4wc10n]If you receive any fee or other payment which relates wholly or in part to work done during time off from your normal working hours, Grow will make a deduction from pay. Any deduction will not exceed your standard rate of pay for the period of leave involved.
7 [bookmark: _heading=h.3ddrxiccz6xv]Making a complaint
7.1 If you consider that you have been unreasonably refused time off for public duties to which you are entitled, your recourse in first instance is through Grow's Grievance Procedure.
7.2 You can complain to an employment tribunal if you are unreasonably refused time off for statutory public duties or are dismissed on the basis of asserting your right to time off for statutory public duties.



