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Paternity Leave and Pay Procedure

1. Am I entitled to Paternity Leave and Pay?

Yes, if you have
 continuous employment with Worcester City Council for at least 26 

weeks by the Qualifying Week: Childbirth This is the end of the 15th 
week before the expected week of childbirth.  Adoption    This is the 
week in which the adopter is notified of being matched with a child 
for the purposes of adoption

 You have or expect to have responsibility for the child's upbringing.
 You are the biological father of the child or the mother / adopter’s 

husband or partner (including same sex relationships), the child’s 
adopter or the intended parent (if you’re having a baby through a 
surrogacy arrangement)

 You give the correct notification to take Paternity Leave.

You may also be eligible for our Maternity / Adoption Support Leave 
& Pay, to use alongside or instead of Paternity Leave and Pay.  

2. What are my rights?

 Up to 2 weeks Paternity Leave and Pay (pro rata for part time staff) 
 Right to pay increases during leave, accrued annual leave and to 

return to work in the same role.
 Right to reasonable unpaid time off to accompany your partner (or 

a surrogate mother) to 2 antenatal appointments.
 Right to reasonable unpaid time off to attend 2 adoption 

appointments after you have been matched with a child.

3. Am I eligible for Statutory Paternity or Statutory Adoption Pay?

Yes, if your average weekly earnings in the eight weeks before the end of 
the Qualifying Week are not less than the lower earnings limit for the 
payment of national insurance contributions. If you are not entitled to SPP 
or SAP, you could apply for income support. Statutory Paternity / 
Adoption Pay (SSP/SAP) is currently at a rate of £139.58  per week, or 
90% of your average weekly earnings, whichever is lower. 

4. How do I give notice to take Paternity Leave?

 Childbirth: you must give notice of your intention to take Paternity 
Leave by the end of the Qualifying Week.

 UK Adoption: you must give notice of your intention to take 
Paternity Leave no more than seven days after you are notified of 
being matched with the child.

 Overseas adoption: you must give at least 28 days’ notice of your 
intention to take Paternity Leave.  The start date can be the date on 
which your adopted child arrives in the UK but cannot be later than 
28 days after the child enters the UK.  
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In some cases it will not be possible for you to give the notice 
required, in which case you must give notice as soon as reasonably 
practicable.  

5. When can I take Paternity Leave? 

Childbirth:  Paternity Leave can not start before the birth. It must be 
taken within 56 days (8 weeks) of the birth.  

Adoption:   Paternity Leave can start on the date of placement;
 or an agreed number of days after the date of placement;
 or on the date the child arrives in the UK or an agreed number of 

days after this (overseas adoptions only);
 or the day the child’s born or the day after, if you are working that 

day (surrogate parents);
 it must be taken within 56 days (8 weeks) of the date of placement 

or the child’s arrival in the UK (overseas adoptions).

You must give the Council 28 days notice in writing if you want to change 
your start date, or as soon as is reasonably practicable. 

6. Sometimes difficulties may arise…

Premature births 

If you child is born prematurely, Paternity Leave will be taken at any point  
between the actual date of birth and 56 days (8 weeks) following the
expected week of childbirth. You would still qualify for Paternity Leave and 
SSP even if you have not been continuously employed by Worcester City 
Council for 26 weeks when the child is born, provided that this is before 
the Qualifying Week. You would have been continuously employed for 
such a period if this employment had continued until the Qualifying Week.

Miscarriage, stillbirths or loss

You will be entitled to Paternity Leave and SPP if a child was miscarried or 
stillborn after 24 weeks of pregnancy, or later died. If a miscarriage or 
stillbirth occurs before the end of the 24 weeks of pregnancy, you will not 
be entitled to Paternity Leave or SPP.

Disrupted placements (adoption)

If the child’s placement does not go ahead, you are not entitled to 
Paternity Leave or SPP. If the placement comes to an end or is otherwise 
disrupted after you have started Paternity Leave, you remain entitled to 
your full Paternity Leave and SPP. 

Multiple Births

Your entitlement does not change if there is a multiple birth – eg. you are
not entitled to double Paternity Leave and SPP for twins.
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7. What if I terminate my employment?

If your employment ends before the child is born or placed for 
adoption or enters the UK, you are not entitled to Paternity Leave or 
SPP. If your employment ends after the date of birth or placement or 
entry into the UK, you remain entitled to SPP. Should you, however, 
start working for another employer, you will lose your entitlement to 
SPP from that date. 

8. Can I take Parental Leave as well?

Yes, if you take a Parental Leave to follow on from Paternity Leave, you 
should contact the Council as soon as possible with the request and no 
later than 21 days before the proposed period of leave is due to begin.  
The Council will consider your request based on operational needs and 
staffing. 

If you take Paternity Leave with a period of Parental Leave of more than 
four weeks, and it is not reasonably practicable for you to return to the 
same job, you will be offered an alternative position on no less favourable 
terms and conditions.

9. What is Shared Parental Leave?

Shared Parental Leave will enable eligible mothers, fathers, partners and 
adopters to choose how to share time off work after their child is born or 
placed for adoption. This could mean that the mother or adopter shares 
some of the leave with her partner, perhaps returning to work for part of 
the time and then resuming leave at a later date.  Please refer to the 
Shared Parental Leave Procedure or speak with People Services.

10. What happens with my annual leave?

Annual Leave must be taken in the year that it is earned. If your holiday 
year is due to end, you are encouraged to take any outstanding leave 
which will be accrued during that holiday year before the commencement 
of your Paternity Leave.  Your line manager may also allow you to carry 
over 5 days of your accrued entitlement to the following holiday year.

11. Is my pension affected ?

Whilst on Paternity Leave, the amount of LGPS pension you build up will 
not be affected.  

This means that if you have a period of reduced contractual pay during 
Paternity Leave, your pension is still worked out using an average of your 
usual pensionable pay (before the reduction in pay took place). You will 
only pay your contributions on any pay that you receive.  The Council will 
notify you of the lost amount of Pensionable Pay for the period and you 
can elect to cover the period of pension "lost" by taking out an Additional 
Pension Contribution (APC) contract.  
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Where an APC contract is taken out to cover the pension "lost" during a 
period of unpaid Parental Leave, the cost is shared 1/3rd to the employee 
and 2/3rds to the employer, provided that the member makes an election 
to buy "lost" pension within 30 days or returning to work. 

12.   What if I am unhappy with a decision on Paternity?

If you are dissatisfied with any decision made in respect of Paternity 
rights, you should firstly highlight it to your manager, or speak to People 
Services.  You are also able to raise your concern via the Council’s 
formal grievance procedure, which is found on shareportal.  

13. Our other Family Friendly Procedures.

 Parental Leave
 Flexible Working
 Adoption Leave and Pay
 Maternity Leave and Pay
 Shared Parental Leave
 Maternity Support Leave and Adoption Support Leave.
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14. Appendix 1 APPLICATION FOR PATERNITY LEAVE AND PAY

Employee Name

Post Title

Service Area

Payroll Number

Line Manager Name

Dates for Pay and Leave  
 
Birth: What is the Due Date?

Birth: Would you like the Paternity 
Leave and SSP to start on the date 
the baby is born?  (Yes or No).  
Adoption: have you been given an 
adoption date?  (Yes or No)
I want to take the following 
paternity leave (one or two weeks)   

One Week Two Weeks

Anticipated dates of Paternity Leave From: To:

 Paternity Leave (Childbirth) may only be taken during the period 
starting from the birth and ending 8 weeks later. 

 Paternity Leave (Adoption UK) no more than seven days after you 
are notified of being matched with the child. (Adoption from 
Overseas) you must give at least 28 days notice

 You may only take 1 or 2 whole weeks but a week can begin on any 
day. You must take your leave in one go.

I am requesting Maternity/Adoption Support Leave. (yes / no)

Declaration
 I have had continuous employment with Worcester City Council for 

at least 26 weeks by the Qualifying Week, and will still be employed 
by the Council until birth or matched for adoption.

 I have or expect to have responsibility for the child's upbringing.
 I am the biological father of the child or the mother / adopter’s 

husband or partner, the child’s adopter or the intended parent 
(surrogacy).

 I will take time off work to support the mother or care for the child.

Signed:__________________________   Date: _______________

Application approved

Manager Signed: _______________________    Date: _______________ 

Name: _______________________________


