

[image: image1.jpg]iz

Waltham Forest



Date: 1 April 2019
	Maternity AND ADOPTION Support Leave {supplementing PAternity PAy and Leave} 



1.0
Introduction








Page 2
2.0
Maternity Support Leave eligibility and entitlement 


Page 2
2.1
Applying for Maternity Support Leave 




Page 2
2.2
Right to return to work following Maternity Support Leave

Page 2
3.0
Adopters Support Leave for employees who’s partners are adopting 
Page 3
3.1
Applying for Adoption Support Leave 




Page 3
3.2
Right to return to work following Adoption Support Leave 

Page 3
4.0
Statutory Paternity Leave and Pay





Page 4
4.1
Statutory Paternity Leave and Pay eligibility criteria and entitlement
Page 4
5.0  
Premature Birth 







Page 4
6.0
Full term Hospitalised Baby Leave and Pay 



Page 5
7.0
Supporting employees dealing with premature birth and sick babies
Page 5
7.1
Employee Assistance Provider





Page 6
	Version No
	Purpose/Change
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	1
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	Feb 16
	Management Board / Union consultation

 
	Feb 16
	Feb 18

	2
	Implementing the Smallest things
	Jane Blanche
	01.01.18
	
	Feb 16
	01.01.20

	3 
	Implementing two weeks Maternity Support Leave, Implementing Full Term Hospitalised Baby Pay
 
	Isabel Foster 
	01.01.19
	Councillor initiative
	01.01.19
	01.01.21


	4
	Revised EAP, application process 
	Jane Blanche, HR consultant
	01.04.19
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	01.01.19
	01.01.21

	5
	Implementing full pay until premature baby’s due date, removing hospitalisation clause
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	01.07.19
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1.0
Introduction
Maternity and Adoption Support Leave assists parents in managing the work / life balance when dealing with the responsibilities of family life. This Procedure exceeds the Council’s statutory responsibilities in relation to Paternity Leave and Pay. 

Please refer to Foresthub for further information on Maternity Leave, Shared Parental Leave or any other leave measures available to employees.   

Eligible employees will be allowed to take up to two weeks off work to meet their commitments and the arrangements. 

2.0
Maternity Support Leave eligibility and entitlement 
Maternity Support Leave is available for   employees whose partner is having a baby and equates to two week’s paid leave.


Employees must meet the following criteria to receive Maternity Support Leave:

· Must be the biological father of the child or the mother’s husband or partner. 

This also applies to same sex relationships.

Eligible employees will be entitled to receive the following:

· Two week’s paid Maternity Support Leave at full pay, and if eligible may be supplemented by an employee’s entitlement to statutory Paternity Pay. 

2.1
Applying for Maternity Support Leave 

Employees must advise the Council of the following:

· The week the baby is due to be born
· When they wish their Maternity Support Leave to commence
Employee’s requesting Maternity Support Leave must complete the Hornbill process here. The Council may request appropriate evidence, MATB1 form, from the employee who is requesting Maternity Support Leave. 
Maternity Support Leave can commence on any day of the week, within 56 days of the actual birth of the child, or if the child is early within the period from the actual date of birth up to 56 days after the expected week of birth. Only full weeks can be granted, one off, odd days will not be granted.

Maternity Support Leave can commence:

· On the day the child is born.

· For a set number of days following the birth

· From a chosen date, following the birth

Only one period of leave will be granted irrespective of whether more than one child is born as a result of the same pregnancy.

Employees will be entitled to Maternity Support Leave and Pay if the child is still born after 24 weeks of pregnancy or if the child is born alive at any point during the pregnancy.  

Employees have the right to change their mind on the date on which they wish their leave to commence, providing they advise the Council at least 28 days in advance, unless this is not reasonably practicable.

All Maternity Support Leave documentation must be sent to HR Admin team (HRA) by the Manager via Manager Self Service or via helpdesk and will then be retained on an employee’s personal file. 

Employees must inform the Council of their intention to take Maternity Support Leave by the 15th week prior to the expected week of the birth of the child to be entitled to their Statutory Paternity Pay entitlement. The Council will pay eligible employees two consecutive weeks of Statutory Paternity Pay (SPP) at the statutory amount per week as well as the Maternity Support Pay. Please refer to section 4, Statutory Paternity Leave and Pay for further information.   

2.2
Right to return to work following Maternity Support Leave.

Employees are entitled to return to the same post following Maternity Support Leave.  If a redundancy situation has occurred within their existing post, the employee will be offered an alternative suitable vacancy, where one exists. This post must involve suitable work and the terms and conditions no less favourable than the original post. If no alternative employment is available, the employee will be made redundant, and receive redundancy pay in line with their statutory and contractual entitlements.

Employees will be protected from suffering unfair treatment or dismissal for taking, or seeking to take this Leave. 

3.0
Adopters Support Leave for employees who’s partners are adopting

Following a placement of a child for adoption, Adopters Support Leave can be granted to eligible employees if they meet the following criteria.  

· They have or expect to have responsibility for the upbringing of the child.

· They are the adopter’s spouse or partner. This includes employees within same sex relationships.

For further information on Adoption Leave, please refer to the Adoption Leave Procedure. 

Employees must advise the Council of the following:

3.1
Applying for Adoption Support Leave 

Adopter’s partners must inform the Council of their intention to take Paternity Leave within 7 days of them being notified by their adoption agency that they have a match with a child, unless this is not reasonably practicable. 

Employees must advise the Council:

· When the child is expected to be placed with them by the adoption agency

· If they wish to take one or two consecutive weeks Paternity Leave

· When they wish their leave to commence

Leave can start on any day of the week on or following the child’s placement, however must be completed 56 days following the placement. 

Only one period of leave will be granted, regardless of whether more than one child had been placed as part of the same adoption arrangement.

The Council will request appropriate evidence from the employee who is requesting the leave.

Employee’s requesting Adoption Support Leave must complete the Hornbill process here. The Council may request appropriate evidence from the employee who is requesting Adoption Support Leave. 
Adoption Support Leave can commence on any day of the week, within 56 days of the placement of the child. Only full weeks can be granted, one off, odd days will not be granted.

Only one period of leave will be granted irrespective of whether more than one child is adopted.

Employees have the right to change their mind on the date on which they wish their leave to commence, providing they advise the Council at least 28 days in advance, unless this is not reasonably practicable.

All Adoption Support Leave documentation must be sent to HR Admin team (HRA) by the Manager via Manager Self Service or via helpdesk which will then be retained on an employee’s personal file. 

Employees must inform the Council of their intention to take Adoption Support Leave by the 15th week prior to the expected week of the birth of the child to be entitled to their Statutory Paternity Pay entitlement.
The Council will pay eligible employees two consecutive weeks of Statutory Paternity Pay (SPP) at the statutory amount per week as well as the Adoption Support Pay. Please refer to section 4, Statutory Paternity Leave and Pay for further information.   

3.2
Right to return to work following Adoption Support Leave.


Employees are entitled to return to the same post following Adoption Support Leave.  

If a redundancy situation has occurred within their existing post, the employee will be offered an alternative suitable vacancy, where one exists. This post must involve suitable work and the terms and conditions no less favourable than the original post. If no alternative employment is available, the employee will be made redundant, and receive redundancy pay in line with their statutory and contractual entitlements.

Employees will be protected from suffering unfair treatment or dismissal for taking, or seeking to take this Leave. 

4.0
Statutory Paternity Leave and Pay

Paternity Leave and Pay is a statutory entitlement available for eligible employees. Paternity Leave is incorporated into the Adoption or Maternity Support Leave.    

4.1
Statutory Paternity Leave and Pay eligibility criteria and entitlement
Employees must meet the following statutory criteria to receive Paternity Leave:

· Have or expect to have responsibility for a child’s upbringing

· Be the biological father of the child or the mother’s husband or partner

· This also applies to same sex relationships

· Have worked for the Council continuously for 26 weeks prior to the 15th week before the baby is due

Paternity Leave and Pay entitlement consists of:

Leave: 

· Two week’s consecutive Statutory Paternity Leave {Paternity Leave is incorporated into the Adoption or Maternity Support Leave.    

Pay:

·  Two week’s Statutory Paternity Pay* {in addition to either Maternity or Adoption Support Pay}
Employees who have average weekly earnings below the lower limit for National Insurance purposes will not qualify for Statutory Paternity Pay (SPP). These employees may be entitled to alternative benefits from the Department of Works and Pensions (DWP). Employees must contact their local office for further information. 

HRA will forward the SPP1 form to employee’s who are not eligible for Statutory Paternity Pay, outlining the reasons for this.

The payment of Statutory Paternity Pay (SPP) will cease if any of the following conditions apply:

· The employee works during the SPP week

· If the employee is taken into legal custody

· If the employee on Paternity Leave dies

5.0  
Premature Birth 

The Council wants to take a proactive step to assist its employees in dealing with the premature birth of their baby which is why it has adopted the ‘Smallest Things’ campaign. https://thesmallestthings.org/
 
Parents of babies born at or before 37 weeks will be entitled to receive an extra week’s Premature Baby Leave and Premature Baby Pay for every week until their babies original due date.  This leave entitlement will be added to the end of the employee’s Maternity Support Leave / Paternity Leave period after this Leave entitlement has been exhausted. It is important that Line Managers advise HRA of the premature birth so that HRA https://service.hornbill.com/walthamforest/servicemanager/ can make the necessary arrangements for the Premature Baby Pay and leave to be implemented. 

Any queries regarding this scheme or extending an employee’s entitlement can be discussed with Human Resources HR@walthamforest.gov.uk

It is important to note that the employee’s normal entitlement to Maternity Support Leave and Paternity Leave will continue to apply and will not be affected by this scheme.  
Employees will be eligible for this Premature Baby Leave entitlement if they are the biological father of the child or the mother’s husband or partner. This also applies to same sex relationships.

6.0
Full term Hospitalised Baby Leave and Pay 
With effect from 1 January 2019, parents of babies who are hospitalised immediately following full term birth due to illness will be entitled to receive Full Term Hospitalised Baby Leave and Pay for a period of up to 4 weeks. This leave entitlement will be added to the end of the employees Maternity Support Leave period, after the Maternity Support Leave entitlement has been exhausted. Full term hospitalised baby pay is equivalent to full pay and will be paid to applicable employees at the beginning of their Maternity Support Leave period. 

It is important that line managers advise HRA https://service.hornbill.com/walthamforest/servicemanager of the hospitalisation so that the necessary arrangements can be made for the Pay and leave to be implemented. 
Any queries regarding this scheme or extending an employee’s entitlement can be discussed with Human Resources HR@walthamforest.gov.uk 

It is important to note that the employee’s normal entitlement to Maternity Support Pay {and if eligible Paternity Pay} will continue to apply and will not be affected by this scheme. 

7.0
Supporting employees dealing with premature birth and sick babies 
Coping with a premature birth or a sick baby is one of the most stressful experiences a new parent can face. Although congratulations may not feel appropriate, it is important that the Manager acknowledges the birth of the baby and approaches all conversations regarding the situation with compassion and sensitivity.

To support employees during this difficult time the Council asks that the line manager: 

· Ensures that employees have provided documents required to commence their leave and pay entitlements. For employees coping with premature birth, due to the unexpected nature of the birth this may not have happened. If this is the case employees should be reminded of the requirements to ensure that their Statutory and Occupational payments can commence as quickly as possible following the birth.

· Discusses the best method of and regularity of contact to be maintained between the Council and the employee or their nominated representative during this time, respecting the employee’s right to privacy if the employee would prefer to be left alone during this difficult time. 

· Discusses with the employee the information that they would like their colleagues to be told about the situation. 

7.1
Employee Assistance Provider

It is important to understand that parents of premature or sick babies are likely to experience a range of emotions caused by their babies’ ill health; these emotions could include anxiety, depression, isolation, stress and fear. Remind the employee of the Council’s Employee Assistance Programme. The Employee Assistance Helpline offers employees and their family access to information, advice and counselling on a variety of personal and workplace issues.  The service is paid for by the London Borough of Waltham Forest and is provided by WSM Ltd., an external company.  

Assistance: A team of counsellors and advisors can help with a wide range of problems including:

	Work-related issues:
	Personal & family issues:

	· Coping with workplace change
	· Debt and money worries

	· Balancing work and home life 
	· Relationships, separation & divorce

	· Managing work-related pressures
	· Legal advice on personal matters

	· Bullying & workplace relationships

· Support after traumatic incidents
	· Depression and anxiety

· Bereavement and loss

	
	


Confidentiality: This is a confidential service. Only in the most extreme circumstances would confidentiality and anonymity ever be broken, for example, if a counsellor considered that there may be a significant danger to the employee or others.
Making contact: Employees and their family members aged over 16 {who lives at the same address} can contact the helpline, 24-hours a day. The friendly team will ask employees for some basic information about them and ask for a contact telephone number (preferably a mobile number) as well as a convenient time for one of the counsellors, lawyers or advisors to call back.  Alternatively employees can book an appointment online.
Counselling support: If an employee wants to talk to a counsellor, the first appointment will always be a telephone counselling session. This initial counselling session will be arranged at a time to suit the employee and it includes a clinical assessment. The counsellor may recommend having a course of counselling, or they may suggest a referral to another specialist. The nationwide team of counsellors are all highly qualified and experienced; talking with a sympathetic and objective professional is the first step to feeling better.  
Practical advice: If employees have a legal question, they can arrange a free telephone consultation with a fully qualified lawyer. Money, debt and everyday practical advice is also provided. Normally a single advice call will answer all questions posed; however employees can speak with the same advisor again to work through a more complex issue.  Where appropriate, they will also put an employee in touch with other organisations that provide specialist information and expert advice.
For confidential counselling support, information and advice, call free on:

0800 328 1437

From a UK mobile: 0800 328 1437
From outside UK: +44 (0) 1482 661 814
Minicom: 01482 661 911 

(Minicom Hours 8.30am – 6.00pm)

Employee Assistance Online

The Employee Assistance Online website gives employees links to many useful sources of practical help and advice, as well as contacts and details for many other specialist helplines who are leading experts in their fields. It also provides different methods for getting in touch with the team, for example employees can email about any issue and arrange an appointment for one of the counsellors or advisors to call back.  To enter the Employee Assistance Online website, employees will need to use the access code “LBWF”. The use of the website is completely anonymous and confidential.
Visit Employee Assistance Online at:     

www.employeeassistance.org.uk
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