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The following information was requested on 4 September 2024:

Could you provide copies of the following documents:
- Template of the employment contract issued to new employees
Your pay policy
Your maternity policy
Your paternity policy
Your pay bands / grades / scales for the years 2022-23 and 2023-24.

For clarity, by pay bands I'm referring to the starting salaries and subsequent progression points
of employees at each grade in your organisation.

Could you also confirm:

- The number of days annual leave offered to new employees, and explain how this
increases over time.

- Whether employees are allowed to buy and sell annual leave. If so, how many days?

- How many days of annual leave employees can carry over from one year to the next?

- The number of days employees are allowed to volunteer for (paid)?

- The number of days employees are allowed to volunteer for (unpaid)?

- Sickness entitlement of employees e.g. months paid at the full rate, half rate and what
qualifying period?

- Whether the organisation closes between Xmas and New Year? If so, whether the days
between Xmas and New Year are part of your employees annual leave allowance?

- What the organisations % employer pension contributions are? If this varies by
grade/band please specify.

- What the organisations % employee pension contributions are? If this varies by
grade/band please specify.

If you do not have any of the above information, please provide copies of documents or
answers to as many requests as possible.
Our Response
- Template of the employment contract issued to new employees
Contract of employment 2024 template attached below.
- Your pay policy

We do not have an internal pay policy but follow NHS Agenda for Change terms and
conditions for pay.



The NHS handbook can be found here:
https://www.nhsemployers.org/publications/tchandbook

- Your maternity policy

Parenting Policy & Procedure is attached below.
- Your paternity policy

Parenting Policy & Procedure is attached below.

We have withheld the names of junior staff under Section 40 (Personal information in
relation to third parties). Please see refusal notice below.

- Your pay bands / grades / scales for the years 2022-23 and 2023-24.

Please see this link to pay bands for 2022/2023 - Pay scales for 2022/23 | NHS

Employers
Please see this link to pay bands for 2023/2024 - Pay scales for 2023/24 | NHS

Employers

- The number of days annual leave offered to new employees, and explain how
this increases over time.

Please see the table below, also in the contract and in the NHS Agenda for Change
handbook. Please note the public holidays are subject to change (for example, 7 days
in 2024/2025, 10 days in 2023/2024, 8 days in 2022/2023).

Previous NHS service at other NHS organisations is taken into account within the
length of service figure used to calculate entitlement.

Length of service Annual leave

On appointment 27 days + 8 public holidays
(202.5 hours and 60 hours)

After 5 years' NHS service 29 days + 8 public holidays
(217.5 hours and 60 hours)

After 10 years' NHS service 33 days + 8 public holidays
(247.5 hours and 60 hours)

- Whether employees are allowed to buy and sell annual leave. If so, how many
days?

We do not currently offer an annual leave buy and sell scheme.

- How many days of annual leave employees can carry over from one year to the
next?

Maximum 5 days, unless agreed otherwise by a director or the employee has been on
long term leave (e.g. maternity/sickness).

- The number of days employees are allowed to volunteer for (paid)?

We do not currently have a volunteering policy, requests would be reviewed on an
individual basis.


https://www.nhsemployers.org/publications/tchandbook
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsemployers.org%2Farticles%2Fpay-scales-202223&data=05%7C02%7Ce.kazior%40nhs.net%7C93a5c3eaa49341caf01a08dcd0f7d76c%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638615010458483419%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lwshzYQP5ZbIe9lcXRACx9mgnFb2TyVTJMb47OrhZkU%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsemployers.org%2Farticles%2Fpay-scales-202223&data=05%7C02%7Ce.kazior%40nhs.net%7C93a5c3eaa49341caf01a08dcd0f7d76c%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638615010458483419%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lwshzYQP5ZbIe9lcXRACx9mgnFb2TyVTJMb47OrhZkU%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsemployers.org%2Farticles%2Fpay-scales-202324&data=05%7C02%7Ce.kazior%40nhs.net%7C93a5c3eaa49341caf01a08dcd0f7d76c%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638615010458492837%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=M0%2FBBtzs%2BR%2BrCDquXbxOwuAFPTfWA5FYV%2Bg8aaZtpcA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsemployers.org%2Farticles%2Fpay-scales-202324&data=05%7C02%7Ce.kazior%40nhs.net%7C93a5c3eaa49341caf01a08dcd0f7d76c%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638615010458492837%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=M0%2FBBtzs%2BR%2BrCDquXbxOwuAFPTfWA5FYV%2Bg8aaZtpcA%3D&reserved=0

- The number of days employees are allowed to volunteer for (unpaid)?

We do not currently have a volunteering policy, requests would be reviewed on an
individual basis.

- Sickness entitlement of employees e.g. months paid at the full rate, half rate and
what qualifying period?

Please see details in the table below (also in the contract and NHS handbook).

Years of service Entitlement

Dwring first year of service One month's full pay and two months" half
pay

Dwring second year of service Two months” full pay and two months' half
pay

Dwring third year of service Four months' full pay and four months’ half
pay.

During fourth and fifth years of | Five months’ full pay and five months' half

service pay

After five vears' service Six months” full pay and six months’ half pay

- Whether the organisation closes between Xmas and New Year? If so, whether
the days between Xmas and New Year are part of your employees’ annual leave
allowance?

The organisation does not close between Christmas and new year.

- What the organisations % employer pension contributions are? If this varies by
grade/band please specify.

The employer contribution has been 23.7% since 01 April 2024.

All employees within the NHS Pension scheme receive the same employer contribution
percentage. (NHS Employers - Employer Pension Contributions 2024-2025)

- What the organisations % employee pension contributions are? If this varies by
grade/band please specify.

The employee contribution rates vary depending on their level of pensionable pay.

The latest percentage rates since 01 April 2024 can be found here:
NHS Employers Member Contributions 2024-2025.

Personal Data Exemption

The names of junior staff is exempt under Section 40(2) by virtue of section 40(3A)(a) of
the FOI Act, where disclosure to a member of the public would contravene one or more
of the data protection principles. The data protection principles are set out in Article 5 of
the General Data Protection Regulation. We take the view that it would not be fair or
lawful to disclose such information and any disclosure would therefore contravene the
first data protection principle.


https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsemployers.org%2Farticles%2Fnhs-pension-scheme-employer-contributions-april-2024%23%3A%7E%3Atext%3DThe%2520employer%2520contribution%2520rate%2520from%2Cknown%2520as%2520the%2520scheme%2520valuation&data=05%7C02%7Ce.kazior%40nhs.net%7C93a5c3eaa49341caf01a08dcd0f7d76c%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638615010458499165%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=CicFdLisq%2FIofQyt5k4q1%2FwwDF0O4fEBWGrVoeiu5yc%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsemployers.org%2Fpublications%2Fnhs-pension-scheme-member-contributions-202425%23%3A%7E%3Atext%3D12.5%2525-%2CEmployer%2520contributions%2Crate%2520on%2520our%2520web%2520page&data=05%7C02%7Ce.kazior%40nhs.net%7C93a5c3eaa49341caf01a08dcd0f7d76c%7C37c354b285b047f5b22207b48d774ee3%7C0%7C0%7C638615010458505760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=iSeSY2qd0qZCh0DUbaTe83wn7I%2BH%2FXBSoK32OlSSHQU%3D&reserved=0

These individuals were not told their personal data would be processed in this way and
we do not believe they would have a reasonable expectation that their personal
information will be used in this way. NHS Resolution believes it has a greater
responsibility to protect those individuals’ identities, as disclosure could potentially
cause damage and/or distress to those involved.

This concludes our response to your request.

If you are not satisfied with the service that you have received in response to your
information request, it is open to you to make a complaint and request a formal review
of our decisions. If you choose to do this, you should write to Tinku Mitra, Deputy
Director of Corporate and Information Governance for NHS Resolution, within 28 days
of your receipt of this reply. Reviews of decisions made in relation to information
requests are carried out by a person who was not involved in the original decision-
making about the request.

If you are not content with the outcome of your complaint, you may apply directly to the
Information Commissioner for a review of the decision. Generally, the Information
Commissioner will not make a decision unless you have exhausted the local complaints
procedure. The address of the Information Commissioner’s Office is:

Woycliffe House
Water Lane
Wilmslow
Cheshire

SK9 5AF
https://ico.org.uk/



mailto:tinku.mitra@nhs.net
https://ico.org.uk/
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CONTRACT OF EMPLOYMENT

1. PERSONAL DETAILS

SURNAME: «Surname» FIRST NAME(S): «First_Name»

2. POST DETAILS

POST/JOB TITLE: «Position_Title»
BAND: «Band»
DATE OF APPOINTMENT: «Start_Date»

For the purposes of Employment Rights Act (1996) your continuous start date with NHS
Resolution is (INSERT DATE). Your NHS Continuous Service Date (CSD) is (INSERT
DATE).

3. PLACE OF WORK:
You will be based at «Base»

NHS Resolution reserves the right under reasonable circumstances to change your place
of work to that of another NHS Resolution base, or require you to work, for a specific
period at another NHS Resolution base. You will be given reasonable notice of any
move and the opportunity to discuss the situation should it arise.

You will be required to undertake such travel and work in other locations as is required
by the duties of the post to which you are employed, for which approved travel and
subsistence expenses will be reimbursed.

DUTIES AND RESPONSIBILITIES

Your main duties and responsibilities are those set out in the Job Description previously
issued. The Job Description issued at the time of appointment reflects the current main
duties of the post. However, NHS Resolution reserves the right to vary your duties and
responsibilities from time to time. Any major changes will be subject to consultation.

5. SPECIAL CONDITION RELATING TO THIS APPOINTMENT
PROBATIONARY EMPLOYMENT
The first six months of your employment is a probationary period, during or at the end of
which, either you or NHS Resolution may terminate your employment by providing one
week’s notice.
This probationary period may be extended at NHS Resolution’s discretion and is without
prejudice to NHS Resolution’s right to terminate your employment before the expiry of

the probationary period. During your probationary period NHS Resolution policies on
discipline, capability and attendance will not apply.

Page 1 of 11



NHS

Resolution

Subject to the satisfaction of the above conditions, your appointment is on a
«Contract_Type_» basis commencing on «Start_Date» until
«Fixed_Term_End_Date» .

6. APPOINTMENT- TERMS AND CONDITIONS OF SERVICE

Your appointment is governed by Agenda for Change, as amended from time to time.
Details of which are contained in the NHS Agenda for Change (AfC) Terms and
Conditions of Service Handbook.

7. RATES OF PAY

The salary scale for this post is currently, «Band» («Salary_Range» per annum). Your
starting salary will be «Salary» per annum.

In addition you will receive a High Cost Area Supplement (HCAS) of 20% of basic salary,
subject to a minimum payment of and a maximum payment of INSERT MAXIMUM (pro
rata for part time staff). This is currently «cHCAS» per annum.

Your salary will be paid monthly by Credit transfer on the final working day of every
month.

7a INCREMENTAL DATE AND PAY PROGRESSION

Incremental date and pay progression will be managed in accordance with the national
terms and conditions of service.

8. AUTHORISED OVERTIME

Employees in AfC Pay Bands 1 to 7 are eligible for payment for authorised overtime.
Employees in AfC Pay bands 8 and 9 are not eligible for payment for overtime.

There is a single harmonised rate of time-and-a-half for all agreed overtime, with the
exception of overtime on general Public Holidays, which will be paid at double time.
Overtime payment will be based on your hourly rate provided on a basic day plus any
long-term Recruitment and Retention Premia.

Part-time employees will receive payments for the additional hours at plain time rates
until their hours exceed the standard weekly hours of 37%2 hours a week.

The single Overtime Rate will apply whenever excess hours are worked over full-time (ie
37.5 hours per week) unless Time Off in Lieu is taken, provided that your Line Manager
has agreed with you to the work being performed outside of your standard work hours.
You may request to take Time Off in Lieu as an alternative to overtime, however, if for
operational reasons you are unable to take the Time Off in Lieu within three months, you
will be paid the overtime rate if you are eligible for such a payment. Time Off in Lieu of
overtime will be at plain time rates.

9. DEDUCTIONS FROM PAY

In signing this agreement, you agree and consent that NHS Resolution may recover any
overpayment in salary, expenses, professional subscriptions or recoverable training
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costs or other emoluments or remuneration to you howsoever made, by deducting the
excess from subsequent payment of salary over a reasonable period of time.

Any outstanding sums owed by you to NHS Resolution at the time of your termination of
employment will be deducted from your final salary. NHS Resolution will seek to agree
arrangements with you to recover any amounts which cannot be deducted from your final
salary.

NHS Resolution also reserves the right, following investigation, to withhold payment or
deduct a day’s pay for each day of any unauthorised absence.

If it is necessary to make an adjustment to your salary for an overpayment, NHS
Resolution will endeavour to notify you in advance.

10. HOURS OF DUTY

Your weekly contracted hours are «Hours» exclusive of meal breaks. It is possible that
you may on occasion, be asked to work such additional hours as are necessary to meet
the requirements of NHS Resolution, including cover for absent colleagues on a
voluntary basis which will attract appropriate remuneration or Time off in Lieu in
accordance with Paragraph 8 of this statement.

The Working Time Regulations (1998) require that you should not work for more than 48
hours per week averaged over a 17 week period. If you have a job with another employer
your total number of hours worked in all your jobs per week should not exceed the
average of 48 hours. You are therefore required to inform your Line Manager if you have
a job elsewhere or take up work elsewhere during your employment with NHS
Resolution, and to provide details of the number of hours you have worked.

NHS Resolution does not encourage employees to work more than an average of 48
hours a week. You may choose to agree to work more hours if you wish, if you agree
this in writing with your Line Manager and, it is required by the service. In the event that
you are or are likely to be working over the 48-hour maximum weekly limit, you are
required to:

e Bring this to the attention of NHS Resolution in writing; and,
e Consider signing an opt-out agreement certifying that you choose to exceed the
48 hour limit.

You have the right not to be subjected to any unlawful detriment by reporting any
concerns under the Regulations.

11. ANNUAL LEAVE

Your full Annual Leave entitlement is ?? days plus 8 days Public Holidays. The Annual
Leave year runs from 1 April to 31 March each leave year. You are required to give
reasonable notice of any leave that you wish to take in accordance with NHS
Resolution’s Annual Leave Policy and Procedure.

Your Annual Leave entitlement is determined in accordance with the following table

which reflect Agenda for Change entitlements for full-time employees working a standard
five day week.
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Length of service Annual leave
On appointment 27 days + 8 public holidays

(202.5 hours and 60 hours)
After 5 years’ NHS service 29 days + 8 public holidays

(217.5 hours and 60 hours)
After 10 years’ NHS service 33 days + 8 public holidays

(247.5 hours and 60 hours)

Your Annual Leave entitlement should normally be taken during the Annual Leave to
which it relates (ie 1 April — 31 March). However, you may make a request to carry over
a maximum of five working days (pro-rata for part-time employees) from one Annual
Leave year to another. This must be agreed in writing, in advance, by your Line
Manager.

Staff will receive the entitlement to Annual Leave and general Public Holidays as set out
in the table above. Entitlements shown are for a full-time member of staff working a
standard day of the same number of hours on five days each week. Part-time staff will
receive a pro-rata entitlement to Annual Leave. Part-time workers will be entitled to paid
Public Holidays no less than pro-rata to the number of Public Holidays for a full-time
worker, rounded up to the nearest half-day.

All part-time employees and employees working a pattern other than five equal working
days of equal length each week will have their Annual Leave, including any entitlement
to general Public Holidays calculated as a total leave entitlement in hours in line with
NHS Resolution’s Annual Leave Policy.

Pay during Annual Leave is calculated on the basis of what you would receive had you
been at work and will include regularly paid supplements, including any Recruitment and
Retention Premia, payments for work outside normal hours and High Cost Area
Supplements.

Your Annual Leave and Public Holiday entitlement will be adjusted and amended
accordingly if your weekly contracted hours are either increased or decreased.

You are entitled to payment of Annual Leave accrued but untaken at date of termination
of your employment. Any excess leave taken at date of termination will be recovered by
NHS Resolution by a pay adjustment from your final salary.

This paragraph and the Annual Leave Policy, form a relevant agreement for the purposes
of arrangements for paid holiday in the Working Time Regulations.

12. SICKNESS PAYMENTS

If you are absent due to sickness or injury, you must comply with NHS Resolution’s
Sickness Absence and Promoting Attendance Policy and Procedure; details of which
can be obtained from your Line Manager or the Intranet. It is essential that you notify
NHS Resolution as soon as possible on the first day of absence when you know you are
unable to attend for work because of sickness in order that other arrangements can be
made and, wherever possible, such notification should be before you are due to start
work. Details of sick pay are set out in the NHS Agenda for Change (AfC) Terms and
Conditions of Service Handbook.

Payment for periods of absence due to sickness will be made in accordance with the
regulations laid down in Agenda for Change (NHS Terms and Conditions of Service) and
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in accordance with the regulations promulgated under the Social Security Housing
Benefits Act (1982) covering Statutory Sick Pay.

NHS Resolution reserves the right to require you to undergo, at any reasonable time, a
medical examination and in signing this agreement you consent to the provision of your
medical records to NHS Resolution’s Medical Practitioner if required so to do.

If you are absent from duty owing to illness (including injury or other disability) you will
be entitled to Occupational Sick Pay Allowance in accordance with the following scale:-

Years of service Entitlement

During first year of service One month’s full pay and two months’ half
pay

During second year of service Two months’ full pay and two months’ half
pay

During third year of service Four months’ full pay and four months’ half
pay.

During fourth and fifth years of | Five months’ full pay and five months’ half

service pay

After five years’ service Six months’ full pay and six months’ half pay

Entitlements are calculated on a rolling twelve month period (e.g. if you fall sick on the
4th August, payroll will take into account any previous sickness absence going back to
5th August of the previous year). Sickness absence may be a ground for termination of
employment notwithstanding outstanding sick leave entitlement.

NHS Resolution will require Medical Statements at regular specified intervals, but not
more frequently than weekly.

You are required, in your own interest, to report any personal accidents or injury,
however trivial, arising out of the course of your employment, to your Line Manager as
soon as possible after the incident.

Sick pay is not normally payable for an absence cause by an accident due to active
participation in sport as a profession, or where contributory negligence is proved. In
addition, if you are absent as a result of an accident (about which you must notify your
Head of Department); you are not entitled to sick pay if damages are received from a
third party. In such circumstances, you will be advanced a sum not exceeding the
amount of sick pay payable in accordance with the table of entitlements below, providing
you repay the full amount when damages are received. Once received, the absence will
not be taken into account for the purposes of the entitlements below.

Full pay will include regularly paid supplements including long term recruitment and
retention premium, payments for work outside normal hours and high cost supplements
if applicable. Full pay is also inclusive of any statutory benefits received.

Half pay means half the amount normally payable for the period except that half pay plus
SSP, or State Benefit together must not exceed full pay. Where it does the half pay will
be reduced accordingly.

In the event of your employment coming to an end, entitlement to sick pay ceases from
the last day of employment.

You will not be entitled to an additional day off if sick on a statutory Public Holiday.
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13. NHS PENSIONS

Subject to the prevailing rules of the NHS Pension Scheme, this appointment is
pensionable and your remuneration will be subject to deduction of pension contributions
in accordance with the NHS Pension Scheme.

14. TERMINATION OF EMPLOYMENT

GIVING NOTICE: After successfully completing the probationary period referred to
above, you are required to give the NHS Resolution four weeks’ (Band 1-7), 12 weeks
(Band 8 and above) notice of termination in writing.

RECEIVING NOTICE: After successfully completing the probationary period referred to
above, you are entitled to receive from NHS Resolution four weeks’ notice of termination
of your employment, increasing after four years’ service by one further week for each
completed year of service up to a maximum of 12 weeks for 12 years’ service (or more).
NHS Resolution reserves the right to pay you in lieu of notice should it require. NHS
Resolution also reserves the right to exclude you from the premises, and/or to amend
your duties for the duration of your notice period, including requiring that no duties be
undertaken, should it require.

None of the above will prevent either party from waiving the right to all or lesser notice,
if agreed, nor does it affect the right of either party to terminate the contract without notice
by reason of the conduct of the other party. Further information regarding this issue can
be found in NHS Resolution’s Disciplinary Rules and Procedures, a copy of which may
be obtained from your Line Manager and on the Intranet.

15. DISCIPLINARY AND GRIEVANCE POLICIES AND PROCEDURES

Matters relating to Disciplinary or Grievance issues should be discussed initially with your
immediate manager in line with Policy. The disciplinary rules and procedures which form
part of your Contract of Employment are available on NHS Resolution’s Intranet or from
your Line Manager. During a Probationary Period, employees are not subject to those
rules and procedures, but will not be disciplined or dismissed without the approval of a
Director of NHS Resolution.

In the case of some Officers, employment can only be terminated by a decision of the
NHS Resolution. In all other cases the power to dismiss in accordance with the
procedure rests with a Director of NHS Resolution.

16. NON-DISCLOSURE OF CONFIDENTIAL INFORMATION

In the course of your employment you may become aware of confidential medical and
other information and data relating to NHS bodies and their staff, patients, visitors, NHS
Resolution and other members of staff and claims handled by NHS Resolution. Such
information must not be divulged to anyone other than those employees of NHS
Resolution or others clearly associated with the provision of NHS Resolution’s services
authorised to receive it in the course of their duty.

If, during the course of your employment, you become concerned about the clinical
competence of any individual employed by the National Health Service or providing
clinical services to NHS patients, clinical practices in a particular National Health Service
organisation or a department of such an organisation, those concerns should be raised
in the first instance with NHS Resolution’s Chief Executive.
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Any breach of confidentiality is viewed as a serious matter and could lead to disciplinary
action in accordance with NHS Resolution’s agreed procedure. If in doubt at any time,
you should ask the Chief Executive or, an Officer nominated by the Chief Executive for
guidance.

You agree that following the termination of your employment with NHS Resolution you
will keep confidential the information as referred to in this paragraph.

The General Data Protection Regulation, the UK Data Protection Act 2018 (“the Data
Protection Legislation”) regulates the use of all information relating to any living
identifiable individual that NHS Resolution may hold, regardless of the media in which it
is held. This information may be as basic as name and address. Unauthorised disclosure
of any of this information may be deemed a criminal offence. If you are found to have
permitted the unauthorised disclosure of any such information, you and NHS Resolution
may face legal action.

You are required to maintain confidentiality and abide by NHS Resolution’s
Confidentiality Agreement as a condition of your employment. You are also expected to
observe the Six Caldicott Principles of information management. Misuse of or failure to
safeguard confidential information and/or patient data will be regarded as
misconduct/gross misconduct.

Should you be in any doubt regarding the use of information in the pursuit of your duties
you should seek advice from your Line Manager before communicating such information
to any third party.

None of the provisions of this paragraph limit your right to disclose matters which are in
the public interest in accordance with the provisions of the Public Interest Disclosure Act
(1998). If you ever have a concern that something may be going badly wrong at work
and wish to report this to NHS Resolution in a confidential manner or if you are in any
doubt regarding the use of information in the pursuit of your duties or in connection with
the Data Protection Legislation you should seek advice from your Line Manager before
communicating such information to any third party as all such disclosures should be
made in accordance with NHS Resolution’s Whistle Blowing Policy, a copy of which is
available on NHS Resolution’s Intranet or from your Line Manager.

16a FREEDOM OF INFORMATION

You are required to understand NHS Resolution’s obligations under the Freedom of
Information Act 2000, which gives the general public the right to see information relating
to how NHS Resolution operates. You are expected to recognise such requests and to
abide by the formal procedure for dealing with them.

17. OUTSIDE EMPLOYMENT AND FINANCIAL INTERESTS

You must not engage in any outside employment without first obtaining NHS Resolution’s
written consent. Such consent will not be unreasonably withheld, provided NHS
Resolution is satisfied that the employment does not conflict with the interests of the
organisation, the performance of your normal duties or with the requirements of the
Working Time Regulations. NHS Resolution retains the right to ask you to resign from
such other outside employment.
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In addition the NHS Code of Conduct and Standards of Business Conduct for NHS Staff
requires you to declare all situations where you or a close relative or associate has a
controlling interest in a business (such as a private company, public organisation or other
NHS or voluntary organisation) or in any activity which may compete for any NHS
Contracts to supply goods or services to NHS Resolution. You must therefore register
such interests with NHS Resolution, either on appointment or subsequently whenever
such interests are gained.

You should not engage in such interests without the written consent of NHS Resolution,
which will not be unreasonably withheld. It is your responsibility to ensure that you are
not placed in a position which may give rise to a conflict between your private interests
and your NHS duties.

HEALTH AND SAFETY AT WORK

You are reminded that, in accordance with the Health and Safety at Work Act (1974) and
subsequent legislation, you have a duty to take reasonable care to avoid injury to yourself
and to others by your work activities, and required to co-operate with NHS Resolution in
meeting statutory requirements. As an employee of NHS Resolution you are obliged to
attend and participate in NHS Resolution Health and Safety training identified as relevant
to your work. All accidents sustained at work must be reported in accordance with the
Health and Safety Policy.

PERSONAL PROPERTY

NHS Resolution accepts no responsibility for personal property lost or damaged on its
premises whether by fire, burglary, theft, or otherwise. You are advised to cover yourself
as far as you think proper against all risks.

INTELLECTUAL PROPERTY

All copyright, works, designs, text, records, administrative and financial material and
systems made, written or designed or originated by you during the course of your
employment with NHS Resolution and in connection with your appointment shall be the
property of NHS Resolution. Employees must not make commercial use of services or
products developed in NHS Resolution’s employment without the prior agreement of
NHS Resolution. For the avoidance of doubt, copyright, as created by you outside of
working hours, on a private basis and exclusively relating to NHS Resolution shall remain
your own property with the agreement of the Chief Executive.

DATA PROTECTION

In accordance with the Employer’s privacy notice for employees, the Employer will hold
computer records and personnel files relating to you which contain personal data. The
Employer will comply with its obligations under the General Data Protection Regulation,
the UK Data Protection Act 2018 and all other data protection legislation. The data the
Employer holds may include employment application details, references, bank details,
performance appraisals, holiday and sickness records, salary reviews and remuneration
details and other records, (which may, where necessary, include special category data
and criminal offence data relating to your health, data held for ethnic monitoring
purposes, and regarding DBS checks). The Employer requires such personal data for
personnel administration and management purposes and to comply with its obligations
regarding the keeping of employee records. The privacy notice sets out the Employer’s
legal basis for processing your personal data. Your rights of access to this data are
prescribed by law.
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You will familiarise yourself with the Employer’s data protection policy which sets out its
obligations under the General Data Protection Regulation, the UK Data Protection Act
2018 and all other data protection legislation. You must comply with the Employer’s data
protection policy at all times and you agree that you will only access the systems,
databases or networks to which you have been given authorisation and only for the
purposes of your work for the Employer. The Employer will consider a breach of its data
protection policy by you to be a disciplinary matter which may lead to disciplinary action
up to and including summary dismissal. You should also be aware that you could be
criminally liable if you disclose personal data outside the Employer’s policies and
procedures. If you have any queries about your responsibilities in respect of data
protection you should contact the Employer’s Data Protection Officer.

22. GRATUITIES

You should refuse to accept any gift, favour or hospitality which might be interpreted as
seeking to exert influence to obtain preferential treatment. The Fraud and Corruption
Policy sets out advice to employees in dealing with courtesy gifts and hospitality.

23. MONITORING OF COMMUNICATIONS

NHS Resolution reserves the right to monitor e-mail and other communications in line
with the Information Security and Data Storage policy, which is available from your Line
Manager or on the Intranet.

24. THIS APPOINTMENT IS SUBJECT TO THE FOLLOWING:

Continuation of employment with NHS Resolution is subject to satisfactory performance.
Your performance of the duties in the position and your progress in achieving the set of
objectives will be reviewed at regular intervals. The primary objective of this will be to
assist you to achieve the best level of performance, but unsatisfactory performance, as
assessed under the Annual Appraisal and Performance Review arrangement, may be
regarded as grounds for action under the NHS Resolution Capability Policy and
Procedure.

24a Your employment is subject to various other policies and procedures of NHS Resolution,
copies of these are available on the Intranet or from your Line Manager but not limited
to:

Code of Conduct Policy

Dignity at Work Policy and Procedure

Disciplinary Policy and Procedure

Drug and Alcohol Policy

Equality, Diversity and Inclusion Policy and Procedure
Grievance Policy and Procedure

Health, Safety and Well Being Policy and Procedure

No Smoking Policy

Social Media Policy

Information Security Policy

Acceptable Use Policy

Anti-Fraud, Bribery and Corruption Policy and Procedure
Sickness Absence and Promoting Attendance Policy and Procedure
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24b Your employment with NHS Resolution is subject to any future changes to the NHS
Agenda for Change (AfC) Terms and Conditions of Service, which are promulgated
nationally.

24c Where relevant you may be required to provide NHS Resolution with documentary
evidence that you are able to be lawfully employed in the United Kingdom. In the event
that your entitlement to work in the UK ceases or if your status changes, you are required
to notify NHS Resolution immediately. Failure to do so will be treated as misconduct
under NHS Resolution’s Disciplinary Policy and Procedure.

You should also comply with the following:
I. Documentary proof of entitlement to work in the United Kingdom
[I. Medical fitness to carry out the duties of the post.
Ill. Compliance with all NHS Resolution policies, procedures and protocols as may be in
force from time to time.
IV. Appropriate statutory qualifications and current registration with the appropriate
professional body.

Page 10 of 11



NHS

Resolution
SIGNED FOR AND ON BEHALF OF NHS RESOLUTION

NAME: «HR Contact»
(Print) (Signed)

POSITION: HR and Recruitment Services Coordinator

DATE:

PLEASE DO NOT DETACH

l,«First Name»«Surname», have read and understood the Terms and Conditions of
Employment and details contained herein and attached and, | confirm that | accept them as
the Terms and Conditions of my Contract of Employment with NHS Resolution.

| have provided accurate information in relation to my employment history, qualifications and
identity and understand that | may be subject to formal actions if the information supplied is
found to be inaccurate or false.

| understand that my employment is subject to the rules, regulations and policies of NHS
Resolution. | understand that NHS Resolution reserves the right to alter or amend my terms
and conditions from time to time. | accept that NHS Resolution has offered me employment
subject to its terms and conditions and their offer and my acceptance of it shall together
constitute a contract between the parties.

Signature:

Date:

Please sign and return one copy to Human Resources & Organisation Development
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Parenting policy and procedure
(Maternity, Adoption, Shared
Parental leave, New Parent

Support, Parental leave)
HR37

Beware when using a printed version of this document. It may have been subsequently amended.
Please check online for the latest version.

Applies to: All Employees

Version: 1

Date of JNC review,

Date of FTSU rep review: 24 November 2023

Date of ODG review: 28 November 2023
Date approved by WDG: 15 January 2024
Next Review date: 15 January 2027

Human Resources & Organisational

Author Development Department

Human Resources & Organisational

Owner:
Development Department
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Equality statement and impact assessment

NHS Resolution aims to design and implement services, policies and measures that
meet the diverse needs of our service, population and workforce, ensuring that none
are placed at a disadvantage over others. It is a requirement that we conduct equality
iImpact assessments on all policies and services within the organisation.

As part of its development, this policy and its impact on equality have been reviewed
in consultation with trade union and other employee representatives in line with

NHS Resolution’s equality impact assessment (Appendix A). The purpose of the
assessment is to minimise and, if possible, remove any disproportionate impact on
employees on the grounds of race, sex, disability, age, pregnancy and maternity,
marriage and civil partnership, gender reassignment, sexual orientation, religious or
other belief.

Introduction

The Parenting policy and procedure groups together NHS Resolution’s family related
employment provisions and previous policies in one document, which comprises of
maternity, adoption (including surrogacy), new parent support, fertility treatment,
shared parental leave and pay entitlement.

NHS Resolution is committed to ensuring the health, safety and wellbeing of all staff
as far as is reasonably practicable including supporting staff with their work life
balance. The policy provides guidance to employees on the process and steps that
need to be undertaken, at each stage of the relevant provision, including how to apply
for their leave entitlement. The policy also sets out the arrangements for keeping in
touch (KIT) days, shared parental leave in touch days and arrangements for returning
to work. NHS Resolution will ensure it remains compliant with any amendments to the
relevant legislation governing maternity, new parent support, adoption, shared
parental or surrogacy leave.

The provisions within this document do not form part of an employee's contract of
employment and may be amended, including the time limits, as deemed appropriate.

There may be circumstances in which the provisions included in the HR38 Leave from
work policy and procedure, specifically relating to carers’ leave and the right to take

reasonable unpaid leave, to deal with an emergency or an unexpected situation
relating to a dependant, may be applicable.

Purpose

The purpose of the policy and procedure is to:

e Provide details of the range of family related provisions and support available
for prospective and new parents and the links between them.
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e Outline each related provision with cross reference to the specific guidance
(where applicable) under separate sections setting out the entitlements,
requirements and administrative processes.

o Clarify the responsibilities and / or actions required by Line managers,
employees, HR&OD, Payroll and Occupational Health (OH) at the different
stages of application and leave processes.

Scope

This policy applies to all employees at NHS Resolution regardless of any protected
characteristic (including sexual orientation and/or gender reassignment). It does not
apply to agency, consultants, self-employed, contractors, volunteers or externally
seconded staff into the organisation. The exception to this is in relation to paid time off
for antenatal care provisions for agency staff after a twelve-week qualifying period (if
the appointments cannot be arranged outside of working hours). In all other
situations, the individual should seek specific advice from their employer.

The document is written in line with the relevant legislation ACAS guidelines, and
Statutory regulations relating to maternity, adoption, surrogacy, new parent support
and shared parental leave.

This policy also reflects the rights of employees as they are set out in the Agenda for
Change Terms and Conditions of Service and may be amended from time to time.
Should any conflict arise between this policy and the Agenda for Change Terms and
Conditions of Service as amended from time to time, the Agenda for Change Terms
and Conditions of Service will have priority.

Glossary of terms

Term ' Description

Childbirth This means the live birth of a child, or a still birth

after a pregnancy lasting at least 24 weeks.

Partner The child’s biological father or the partner

(including same sex) of the mother/adopter. This
can be a spouse, civil partner or a partner who
Is in a relationship with the mother and spouse

Mother A woman who gives birth to a child

Adopter This is an employee or their partner who has a

child matched and placed for adoption as well
as designated for the purposes of the relevant
leave and/or pay. (They can be male or female).

Expected Week of Childbirth (EWC) This is the week in which the baby is expected

according to the MATB1 certificate. For the
purposes of working out Maternity Pay, a week
always begins on a Sunday and ends on a
Saturday.
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Qualifying Week

This means the 15" week before an expectant
employee’s EWC

Maternity Allowance (MA)

This is the payment from the Department of
Work and Pensions (DWP) which can be
claimed by all new or expectant mothers up to a
maximum of 39 weeks if they are employed but
do not qualify for SMP; or have recently been
employed; or are self-employed

MATB1

This is a certificate confirming the date of
confinement. This will usually be provided by the
mid-wife or GP around the 20th week of the
pregnancy. The document is required by the
Line Manager and Human Resources (HR) for
official proof of the pregnancy, and to make the
appropriate arrangements for the expected due
date and maternity pay.

Matching Certificate (MC)

This is a document which confirms that the
named person(s) has been matched with a child
for adoption by the adoption agency for the
purposes of statutory adoption leave and pay. If
the employee is adopting from abroad, they
need official notification from the relevant
domestic authority.

Multiple Births

This is a term used when expecting two or more
babies at the same time.

Occupational Maternity Leave (OML)

Minimum entitlement of 39 weeks’ maternity
leave, irrespective of length of service and hours
worked.

New Parent Support Leave (including
Paternity Leave provisions)

In recognition of the diverse nature of families, ,
paternity leave is referred to as new parent
support Leave. It applies to the biological father
of the child, adoptive parents, , the mother’s
spouse or partner (whether opposite or same
sex), or nominated carer (i.e., second parent).
The term ‘paternity’ does appear within the policy
as it is the legislative title for leave and pay
provisions.

)

Private Adoption

This is an independent arrangement that
involves placements outside of the formal
adoption processes, such as a local authority or
registered adoption agency

Statutory Maternity Leave (SML)

SML is an entitlement for pregnant employees,
with at least 26 weeks’ service by the qualifying
week
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Statutory Maternity Pay (SMP) SMP is a statutory amount, which is payable to
all employees with at least 26 weeks’ service at
the 15th week prior to EWC.

Occupational Adoption Pay (OAP) OAP is payable to employees who have been
continuously employed for 12 months ending
with the week in which they are notified of being
matched with the child for adoption, by NHSR or
another NHS organisation AND who intend to
return to work following the end of their adoption
leave

Surrogacy This is an arrangement where a woman (the
surrogate mother) carries and gives birth to a
baby for the intended parent(s), who become
the child’s legal parent at birth

Statutory Adoption Pay (SAP) SAP is a statutory minimum level of adoption
payment due to employees who meet the
necessary eligibility criteria

Intended Parent(s) These are couples or individuals who are
considering surrogacy to become a parent. They
may be heterosexual or same — sex couples in a
marriage, civil partnership or living together /co-
habiting or individuals.

Parental Order A Parental Order (PO) is a court document
which transfers legal parentage from the
surrogate mother (and her spouse/civil partner)
to the person or persons who is to be the
primary carer of the child. .

Shared Parental Leave (SPL) SPL enables eligible mothers, fathers, partners
and adopters to choose how to share time off
work following a child’s birth or adoption
placement

Shared Parental Pay (ShPP) ShPP enables eligible mothers, fathers, partners
and adopters to choose how to share or split
into blocks the paid leave during shared parental
period

Unpaid Parental Leave Eligible parents will be able to take up to 18
weeks unpaid parental leave, per child, up to
each their child’s 18th birthday.

Keeping in Touch Days (KIT)’ or ‘Shared | Number of days that an employee may agree
Parental Leave in Touch (SPLiT)’ Days. mutually with their line manager to work as part
of their phased return during the
maternity/adoption or shared parental leave
period.
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6. Roles and responsibilities

6.1. Human Resources & Organisational Development (HR&OD) will:

e Ensure fairness and consistency in the application of the provisions set out
within the policy and in accordance with changes in legislation.

e Provide advice and guidance to managers and employees on the application of
the policy and relevant entitlements

e Ensure that the relevant paperwork is completed and provided to the Payroll
Department in a timely manner on receipt of the relevant documentation

e Confirm the employee’s relevant leave arrangements in writing. If requested by
the employee, OD will facilitate transition sessions to enable them to participate
in the return-to-work mentoring scheme following the period of relevant leave
taken.

e Ensure any new legal provisions are included in amendments to policies and
that staff and managers are notified as soon as practicable.

6.2. Line managers will:

e Familiarise themselves and apply this policy and procedure fairly and
consistently.

e Discuss appropriate support with employees applying for maternity, new parent
support, shared parental, and adoption leave and pay and following advice from
HR, Occupational Health (OH) or Employee Assistance Programme (EAP).

e Refer to the manager checklist (Appendix 1) for staff taking maternity or
adoption leave so that they are aware of actions required before, during and
after the specified leave.

e Conduct relevant assessments to mitigate any risk to the health of the
expectant mother, the unborn child or a new mother who has advised is breast
feeding and a copy is submitted to HR and Health and Safety.

e Agree and maintain regular contact with the employee before, during and after
leave, ensuring the ability for the employee to engage with Keeping in Touch
(KIT) or Shared Parental Leave in Touch (SPLIT) days and any departmental
developments and organisational changes.

e Ensure that all the appropriate documentation (e.g., change of employment
detail forms, termination forms for non-returners, relevant notification forms,
etc.) is completed in conjunction with the employee and submitted to HR in a
timely manner.

e Ensure any appropriate adaptations to the work environment and/or working
practices are considered and put in place as soon as practically possible.

6.3. Employees will:

e Notify their manager of maternity leave, new parent support leave, shared
parental leave and adoption leave within the timeframes stipulated in this policy.
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Familiarise themselves with the policy and procedure including using the
checklist in Appendix 2 and seeking advice were necessary from their manager
or HR.

Submit any relevant information and documents as well as completing the
relevant notification forms required for consideration and action, as early as
possible to ensure timely progression of applications and payment.

Inform their line managers of any changes to circumstances including those
that might affect their application for leave or pay.

Keep their line manager updated on any health and wellbeing concerns at the
earliest convenience and progress of the pregnancy, adoption or surrogacy
process.

Provide their line manager with appointment dates and requests for time off
giving as much notice as possible.

Comply with requests to attend Occupational Health when necessary.
Complete relevant risk assessments whilst also complying with any measures
implemented by their line manager to reduce or eliminate risks.

Complete the Personal Emergency Evacuation Plan (PEEP) if the employee
plans to continue attending the office during pregnancy.

Inform their line manager of their intentions to return to work following the
respective leave.

6.4. Occupational Health (OH) will:

Provide advice and/or guidance following a management referral on any
specific concerns or issues raised via the OH referral for expectant mothers or
those breastfeeding.

Advise managers and staff of the risks involved in undertaking certain work
activities while pregnant or breast feeding.

6.5. Health and safety teams will:

Provide advice and/or guidance on any specific concerns or issues raised via
the risk assessment and PEEP for expectant mothers or those breastfeeding.
This may include producing a tailored evacuation plan for when the pregnant
employee attends the office.

Ensure that the appropriate forms and assessments are completed in
accordance with the NHS Resolution’s Health, Safety and Wellbeing Policy
(ITFA04).

6.6. Payroll team will, once notified by HR, ensure that:

Payments are made in line with both current Occupational and Statutory
obligations.

The necessary information and documentation are actioned in time.
Employee is notified of the paid and unpaid leave entitlements or statutory
entitlements if they do not qualify under this policy.
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e Statutory Maternity/Adoption Pay forms are issued to employees not entitled to
statutory benefits to allow possible claims direct from the Department for Work
and Pensions.

e Ensure managers and/or employees are informed of any material changes to
payments during maternity or related leave.

Pregnancy and maternity leave

Leave provisions

All expectant employees are entitled to take up to 52 weeks of maternity leave
irrespective of their length of service.

If you are working full-time or part-time you will be entitled to paid and unpaid
maternity leave under the NHS contractual maternity pay scheme.

To receive the occupational maternity leave entitlements, the employee needs to
satisfy the following requirements:

e 12 months’ continuous service with one or more NHS employers at the
beginning of the 11th week before the expected date of childbirth.

e Notify their manager of the pregnancy.

e Complete the Maternity leave notification form in Appendix 3 before the end of
the 15th week of Expected Week of Childbirth (EWC) (or if this is not possible,
as soon as is reasonably practicable thereafter) which will include:

a) their intention to take maternity leave

b) the date they wish to start their maternity leave

c) confirmation of their return-to-work date

d) a MATB1 form from their midwife or GP giving the expected date of

childbirth.

Failure to give the required notice and provide the organisation with the MATB1 form
may affect the employee’s entittiement to maternity leave and pay. However, it’s also
recognised that sometimes, it may not always be possible for employees to comply
with the above notification requirements due to the pregnancy, birthing complications,
or premature births.

An employee can choose to start their maternity leave from up to 11 weeks before
their baby is due until the day they give birth, provided they give the required notice.
The earliest an employee can take their maternity is from the Sunday at the beginning
of the 11th week before their baby is due and up until the day, they give birth.

Maternity pay entitlement
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An employee’s maternity pay entitlement will be dependent upon their length of
service and whether they intend to return to NHS Resolution or another NHS
employer. On receipt of the relevant forms, the HR and Payroll teams will write to the
employee within 28 days confirming the arrangements, pay entitlements and dates in
which the employee is expected to return to work.

The amount an employee is paid during their maternity leave is calculated with
reference to their earnings in the 8 weeks prior to the start of the 25th week of the
pregnancy. However, if a pay award becomes due after that period or during the paid
maternity leave, the amount will be recalculated.

The maternity pay comprises of:
a) Occupational maternity pay (OMP)

To be eligible for OMP under the NHS terms and conditions, the employee must
satisfy the following requirements:

e Have at least 12 months continuous service with an NHS employer by the start
of the 11th week before the EWC. A break in service of three months or less
will be disregarded.

e Intend to return to NHS Resolution or another NHS employer for a minimum of
least 3 months following the end of their maternity leave. If an employee
decides to leave NHS Resolution and not work for another NHS employer
following maternity leave, they may need to repay any OMP received.

By prior agreement, the OMP may be paid in a different way, e.g., a combination of
full pay and half pay, or a fixed amount spread equally over the maternity leave
period. Where occupational maternity leave has been paid in a different way, and the
employee subsequently chooses to access shared parental leave (SPL) and pay,
there may be a requirement to re-calculate payments to ensure that there has not
been any over or underpayments of entitlements.

b) Statutory maternity pay (SMP)

To be eligible for SMP provisions, the employee must satisfy the following
requirements:

e Have been employed by NHS Resolution for a continuous period of at least 26
weeks by the 15th week before their EWC but less than 12 months’ service

e Their average earnings are equal to or above the lower earnings limit of
National Insurance contributions for the 8 weeks up to and including the 15th
week before the EWC.

c) Maternity Allowance (MA)
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All new or expectant mothers are entitled to claim a maximum of 39 weeks Maternity

Allowance from the benefits agency if:

e They are employed but do not qualify for SMP; or

e have recently been employed; or
e are self employed

Entitlement to MA is based on the employment and earnings before the EWC.

If all these conditions are met and the employee intends to return to work, they will be
entitled to 39 weeks paid maternity leave at the following rate, subject to tax and

National Insurance deductions.

Number of weeks for leave entitlement Type of pay entitlement

8 weeks (i.e., weeks 1 to 8) inclusive (OML)

OMP less any SMP (Statutory Maternity
Pay) or MA (Maternity Allowance).

If applicable, SMP is paid by NHS
Resolution through the payroll without the
need for the employee to take any action.

18 weeks (i.e., weeks 9 to 26) inclusive
(OML)

Half pay plus any SMP or MA (provided the
total does not exceed full pay)

13 weeks (i.e., weeks 27 to 39) inclusive
(AML)

SMP or MA

13 weeks (i.e., weeks 40 to 52) inclusive
(AML)

No pay

Time off for antenatal care and pay

All pregnant employees are entitled to reasonable paid time off to attend antenatal
care, regardless of their length of service or the number of hours worked.

Antenatal care may include classes, appointments for ultrasound scans, screening /
blood tests, health checks etc. and parenting classes recommended by the doctor or

midwife.

After the first antenatal appointment, the employee should show their manager the
appointment card and discuss the need for time off so that their manager has time to
make any necessary arrangements to cover their absence. Whilst there may be
exceptional circumstances where the manager may request an employee to change
the time of their appointment due to service needs, the manager should not
unreasonably refuse an employee to attend antenatal care appointments.

If an expectant mother is required to attend a clinic more frequently, their manager
may consider referring the employee to OH. This will enable the manager to have an
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informed discussion with the expectant mother regarding their health and make
reasonable adjustments to enable continuity in their job role, as deemed appropriate.

An expectant partner of a pregnant woman has the right to take time off work to go to
two antenatal appointments (including for IVF and other fertility treatment such as
assisted conception). This time off is usually unpaid and is limited to six and a half
hours per appointment.

Time off for antenatal appointments should be recorded as special leave and the line
manager will need to complete a special leave form and send a copy to the HR
Advisory team via the People Portal.

Women who have recently given birth may be eligible for paid special leave to deal
with post-natal care and attendance at health clinics.

Agency staff will need to work for 12 weeks with NHS Resolution to qualify for the
provisions in this section.

Changes to maternity leave start date

If an employee wants to change the start date of their maternity leave, they will need
to notify their line manager at least 28 days before the date the leave will begin (or, if
this is not possible, as soon as it is reasonably practicable beforehand, particularly
where the baby may be overdue).

HR will write to the employee within 28 days of the start of the maternity leave
confirming the revised date that they must return to work if they are opting to take
their full 52-week entitlement to maternity leave.

Compulsory maternity leave

A new mother may not return to work immediately after childbirth. There is a compulsory
period of two weeks maternity leave from the birth of the child.

Absence prior to childbirth

Employees who are sick for a pregnancy related reason in the four weeks before the
EWC, will normally automatically commence their maternity leave the day after their
first day absent. The line manager will record, monitor, and manage the employee’s
sickness absence prior to the four weeks before the EWC, in line with the Sickness
Absence and Promoting Attendance policy and procedure (HR09). The line manager
should seek advice from the HR Advisory team where clarity is necessary as the
individual would not normally be subject to the formal management stages i.e., formal
review meetings.
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7.6.2.

7.7.

7.7.1.

7.7.2.

7.7.3.

7.7.4.

7.7.5.

7.7.6.

7.7.7.

7.8.
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Managers must complete the change of employment details form and submit it to HR
Services and Payroll Team advising that the maternity leave has commenced and
must also notify the employee concerned that they are formally on maternity leave.

Premature birth

If a baby is born prematurely, the employee is entitled to the same maternity leave
and pay as if their baby had been born at full term.

Where an employee’s baby is born before the 11th week before the EWC and the
employee has worked during that week, the maternity leave will begin on the first day
of the absence from work.

Where the employee’s baby is born before the 11th week before the EWC and the
employee has been absent from work for a pregnancy related reason (i.e., and
medically certified or suspended on health and safety grounds) during the actual
week of childbirth, the maternity leave will start on the day after the birth.

Where an employee’s baby is born before the 11th week before the expected week of
childbirth and the baby remains in hospital following birth, the employee has an option
to split their maternity leave entitlement, taking a minimum period of two weeks’ leave
immediately after childbirth and the rest of their leave following their baby’s discharge
from hospital.

Whilst each case may be different and should be treated on its own merits,

interrupted maternity leave may require the application of special provisions or a
return to the workplace between the two weeks maternity leave and the baby’s
discharge from hospital. The supporting documents would need to be submitted to the
line manager and the HR Advisory Team via the People Portal. On these occasions,
the employee will need to notify their line manager and HR Advisory team as soon as
practicable to ensure that the maternity entitlement is recalculated, and wellbeing
support is provided.

Where an employee’s baby has ongoing medical needs (for example, requiring
regular hospital appointments and check-ups), following their return to work, NHS
Resolution will follow best practice guidance, consider formal and informal flexible
working arrangements where appropriate and consider offering additional paid or
unpaid leave.

Employees/parents returning to work following the birth of a premature baby may be
referred to Occupational Health by their line manager for support to meet their unique
needs and in acknowledgement of the situation. This support will also include the
offer of EAP services.

Miscarriage and stillbirth
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7.8.1.

7.8.2.

7.9.

7.9.1.

7.9.2.

7.9.3.

7.9.4.

7.9.5.

7.9.6.

7.9.7.
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In the event where an employee has a miscarriage in the first 24 completed weeks of
pregnancy, normal sickness absence provisions will apply.

In the event where an employee’s baby is stillborn after the end of the 24 weeks of
pregnancy, the employee will be entitled to the same amount of maternity leave and
pay as if their baby was born.

Health, safety, and wellbeing of employees pre and post birth
NHS Resolution has a duty to take care of the health and safety of all its employees.

All new and expectant mothers are advised to familiarise themselves with the
established guidance and information in order to understand their obligations and
what is required as a minimum to ensure their safety. Both documents can be
accessed on connect.

A risk assessment must be carried out with the employee when the line manager
receives confirmation / documentary evidence that they are:

e Pregnant

e Breastfeeding or

e Have given birth in the last 6 months.

The reason for conducting a risk assessment is because an expectant mother’s
workplace or work activity could involve a risk to their health and safety so an
assessment of their working conditions is required as soon as possible and should be
reviewed regularly. This would also apply to new mothers who have given birth in the
last 6 months or if it's found that normal duties would prevent them from successfully
breastfeeding the child.

The completed risk assessment forms must be submitted to the IT service desk for
review by the Health and Safety Leader and all the information submitted is treated as
confidential.

Employees who are pregnant and plan to attend the office are also required to
complete a PEEP which needs to be submitted to the Health and Safety team. Once
received, the Health and Safety team will produce a tailored evacuation plan for when
the individual attends the office. The aim is to reduce the risk of injury to the unborn
child and/or mother whilst carrying out their duties.

Where a manager is concerned about an employee’s health, safety, and wellbeing, an
OH referral may be required for advice. If a medical practitioner or OH Adviser
considers that an employee, or unborn child, would be at risk if they were to continue
with their normal duties, then the following options should be considered by
management:

e Putting reasonable adjustments in place to reduce risk. These could include
temporary adjustments to working conditions and / or hours of work, etc.
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7.9.8.

7.9.9.

8.1.1.

8.1.2.
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e Redeployment (i.e., offer of suitable alternative work which could be in the
same different team /department) into a less risky environment for which the
employee will receive their normal rate of pay unless the role is unreasonably
refused. If the alternative job role is at a lower grade, the expectant mother’s
pay would be protected.

If any of the above is not feasible, the manager should consider encouraging the
expectant mother to take any accrued annual leave or temporarily suspend them from
work on maternity grounds. The manager should seek guidance from OH and HR if
they consider, that continued attendance, may affect the expectant mother or the
baby's health. The employee will be suspended from work on full pay for maternity
reasons following a discussion with the line manager. Suspension would end either
when the risks are removed or until the start of the maternity leave(four weeks before
the expected date of delivery). Alternatively, an employee could request to start their
maternity leave from the 11th week before EWC or the date from which they intended
to take their maternity leave, whichever is sooner.

These provisions also apply to an employee who has recently given birth or is
breastfeeding if it is found that their normal duties would prevent them from
successfully breastfeeding their child.

Adoption leave

Leave provisions

Individuals and couples who adopt a child are entitled to up to 52 weeks of adoption
leave irrespective of their length of service and have the right to adoption leave from
the first day of employment.

An employee working full-time or part-time will be entitled to paid and unpaid adoption
leave in accordance with occupational adoption pay scheme if:

e they are the primary carer in the adoption arrangement including Dual
Prospective Adopters made by an official adoption agency for a child under the
age of 18 years, or they are the intended parent through a surrogacy
arrangement and commit to applying for a parental or adoption order (see
https://www.gov.uk/legal-rights-when-using-surrogates-and-donors)

e they have 12 months’ continuous service with one or more NHS employers by
either:
a) the beginning of the week in which they are notified of being matched
with a child for adoption; or
b) the 15th week before the baby’s due date if applying via a
surrogacy arrangement and where the employee is eligible and
intends to apply for a parental order;
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8.1.3.

8.1.4.

8.2.

8.2.1.

8.2.2.

8.3.

8.3.1.

8.4.

8.4.1.

8.4.2.
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¢ they notify their manager in writing and complete the appropriate form
(Appendix 5) within seven days in which they are notified of being matched with
a child for adoption, or by the 15th week before the baby’s due date.

If both adopters are NHS Resolution employees, the period of adoption leave and pay
may only be taken by either parent, but not both irrespective of the number of children
being placed for adoption as part of the same arrangement. This means that if one
employee is identified as the primary carer then that employee is entitled to the
adoption leave as only one parent can take this leave at one time. The other adopter
partner may be entitled to new parent support leave, and both may be entitled to
shared parental leave and/or unpaid parental leave depending on the couple’s
individual circumstances and subject to compliance with the statutory requirements.

It is recognised that it is not always possible to give advance warning of a placement
for adoption. Late applications for adoption leave will be given full consideration by
managers.

Adoption order criteria and qualifying conditions

Adoption leave and pay is available to eligible employees who become the legal parents
following an application for adoption or parental order.

Adoption using a registered adoption agency, will be necessary for the intended
parent(s) to become the legal parent(s) if neither are genetically related.

Adoption pay entitlement

The Adoption pay entitlements are aligned to the maternity pay entitlement provisions
outlined in section 7.2.

Notification requirements

If the child is already in the UK, adopting employees are required to comply with
requirements as outlined in section 8.1.

If the child is coming to the UK specifically for the purposes of adoption, employees
must:

e notify the employer of the date of official notification and either the estimated or
actual date that the child will arrive in the UK. This must be done within 28 days
of receipt of the official notification.

e give their manager at least 28 days' written notice of when they wish their
Adoption Leave to start or if they change their mind about the date unless this is
not reasonably possible; and

e provide appropriate documentation and proof of the adoption to the employer
including but not limited to the official notification and evidence the child has
entered the UK.
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8.4.3.

8.4.4.

8.5.

8.5.1.

8.5.2.

8.6.

8.6.1.

8.6.2.

8.6.3.

8.6.4.

8.7.

8.7.1.
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If the child is already in the UK, an employee must provide their manager with
evidence of the appropriate documentation and proof of the adoption but not limited to
the official notification from the Adoption Agency.

On receipt of the relevant forms the HR Advisory and payroll teams within 28 days the
arrangements, pay entitlements and setting out the date on which the employee is
expected to return to work.

Adoption leave commencement dates

UK adoption: If the child is already in the UK, adoption leave may begin on the date
the child’s placement begins, whether this is earlier or later than expected, or from a
fixed date up to 14 days before the expected date of the placement.

Overseas adoption: If an employee is adopting a child from overseas’ the adoption
leave may begin on the date the child enters the UK or a date up to 28 days later. The
leave cannot start before the child has entered the UK, but employees may wish to
arrange to take other types of leave, e.g. annual leave or unpaid, before starting their
adoption leave.

Time off for adoption appointments

The primary carer for the adopted child will be entitled to take paid time off for up to 5
adoption appointments (i.e. a maximum of six and a half hours during working hours)
for both UK and overseas adoptions subject to eligibility for adoption leave.

It also extends to those who will become parents through a surrogacy arrangement if
they expect to satisfy the conditions for and intend to apply for a Parental Order for
the child born through that arrangement.

Examples of where employees may need to take time off to attend appointments from
work include to meet the child or social worker, visit their doctor, or attend court for
the adoption order hearing before the effective date of the adoption. These
appointments should be agreed with the line manager in advance to facilitate
reasonable time off with pay being granted and supporting documentation should be
provided to management.

Where the partner is the secondary adopter, they will be entitled to take unpaid time
off for 2 appointments. In either case, the period of time off is up to a maximum of 6.5
hours for each appointment.

Fostering to adopt (Dual Approved Prospective Adoption)
An employee who is fostering to adopt is considered as a dual approved prospective

adopter and is entitled to take adoption leave and pay from up to 2 weeks before the
child is expected to be placed with the family with the expectation that they will adopt
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the child in accordance with Section 22C of the children’s act 1989 (i.e., initially for
fostering).

8.8. Eligibility for leave
8.8.1. To be eligible for adoption leave the dual approved prospective adopter must:

e Have notified the local authority that they agree to the placement (initially for
fostering) and the date it will take place.

¢ Notify NHSR within 7 days of being notified by the local authority in
accordance with Section 22C about being matched with a child for adoption
or confirmation of the adoption placement if fostering a child permanently and
fostering to adopt.

8.8.2. The adopter’s partner may qualify for new parent support leave and pay. In the joint
cases of joint adoptions, if both of the dual approved prospective adopters are
eligible, they can decide between themselves who will take the adoption leave and
pay and who will take the new parent support leave and pay.

8.8.3. NHS Resolution recognises that the amount of notice an employee will be able to
provide may depend on the period between when the employee is notified of being
matched with a child and when the child arrives — although the employee will know if
they are being considered for adoption on this basis. Employees are encouraged to
give as much notice as it's reasonably practicable to do so.

8.8.4. No further notice can be given to book leave and only one variation notice may be
given to reduce a period of leave or to aggregate discontinuous weeks of a leave into
a single block of leave.

8.9. Disruption/breakdown of adoption

8.9.1. An adoption is ‘disrupted’ where:

e the employee has begun a period of adoption leave in respect of a child
before the placement of the child, and is notified that the placement will not be
made;

e during the employee’s period of adoption leave the child sadly passes away;

e during the employee’s period of adoption leave the child is returned.

8.9.2. Should the adoption break down (i.e. be disrupted), the employee will be
entitled to continue their adoption leave for the full duration and receive the
appropriate payment for that time.

Advise / Resolve / Learn
18



8.10.
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9.1.1.

9.1.2.

9.1.3.

9.1.4.

9.1.5.

9.2.

9.2.1.
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Exceptions

An ‘adopter’ will not qualify for adoption leave and pay if they:

e Arrange a private adoption

e Become a special guardian or kinship carer

e Adopt or foster to adopt a stepchild or relative/ family member where an
adoption agency is not involved.

Keeping in Touch Days (KIT)

Definitions

Staff who are on maternity and adoption leave may work as part of their phased
return by voluntary agreement with their manager during the maternity or adoption
leave period. Such days worked are herein referred to as ‘Keeping in Touch Days
(KIT)

KIT days enable an employee to agree with their manager on maternity or adoption
leave to work up to ten days except for during the first two weeks after the baby is
born for new mothers.

The KIT days are voluntary and should be agreed by both employee and manager.
They relate to work or activities which enable the employee to keep in touch with the
workplace or manager and facilitate a smooth return to work.

Before going on leave, the employee and the line manager should discuss and agree
any voluntary arrangements for keeping in touch during the employee’s leave,
including:

e any voluntary arrangements that may help the employee keep in touch with
developments at work and, nearer the time of their return, to help facilitate the
return to work.

e keeping their line manager in touch with any developments that may affect
their return-to-work date

Whilst on leave the manager should keep the employee updated about new and
amended policies, events, NHS Resolution news updates, job vacancies and
organisational / departmental changes or restructures.

Working arrangements

The type of work that can be undertaken should be agreed with the line manager and
employee. This can include any work undertaken including:

e Training and team events
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9.3.1.

9.4.

9.4.1.

9.4.2.

9.4.3.

9.4.4.

10.
10.1.

10.1.1.

10.1.2.

10.2.
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e Conferences
e Departmental / team meetings

Risk assessments

Before an employee participates in KIT days, it may be necessary for a risk assessment
to be undertaken to ensure there are no risks to those who have recently given birth
and/or who are breastfeeding.

Payment during KIT

Working for part of any day counts as one of the KIT days. If KIT days are used, the
employee will be paid for the ‘hours’ worked at the basic rate of pay including high
cost area supplement where applicable less the applicable occupational or statutory
maternity/adoption/shared parental leave payments.

The amount of work undertaken on a KIT day counts as one full KIT day even if the
employee comes into work for less than a full day, e.g., training session or to attend a
meeting.

To ensure that the employee is paid for this, the manager will need to complete a
change of employment details form and forward this to HR Services confirming the
KIT day, including the hours worked. If the KIT day lasts less than an hour, then the
employee will receive payment for the full hour.

If an employee works for the NHS Resolution for more than 10 KIT days during a
period of paid maternity leave, they will lose their right to receive SMP for the whole of
the week in which they carry out their work, even if they only work for a few hours
during that week. This will not affect any entitlement to receive payments under the
NHS maternity pay scheme. Any deductions which may need to be made as a result
of an overpayment of SMP will be made in arrears.

Surrogacy and parental order

Provisions

The surrogate mother who gives birth to the child will be treated as the birth parent,
however, parental responsibility can be transferred by either an adoption or parental

order.

If an employee becomes pregnant as part of the surrogacy agreement, they will be
managed under the maternity arrangements within this policy.

Eligibility
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10.2.1. Couples or individuals who are considering surrogacy to become a parent may be
heterosexual or same sex couples in a marriage, civil partnership or living together
/co-habiting or individuals regardless of their relationship status.

10.2.2. Intended parents (employed by NHS Resolution) in a surrogacy arrangement who are
entitled to and intend to apply for a Parental Order may be eligible for Adoption Leave
and Pay or new parent support Leave and Pay (birth and adoption), if the criteria and
qualifying conditions in section 9.3 are met.

10.2.3. Intended parents can apply for:

e a parental order — if one intended parent is genetically related to the child.

e an adoption order — if the intended parent(s) is/are not genetically related to
the child. If you apply for an adoption order, the rules for adoption are
different.

10.3. Criteria and qualifying conditions

10.3.1. For the intended parents, the qualification criteria for adoption leave and pay relate to
milestones and circumstances associated with the birth of their child (e.g. the baby’s
due date and actual date of birth). The qualification requirements do not relate to
‘matching a child’ or ‘placement for adoption’ as that does not happen where the
parents intend to obtain or have obtained a Parental Order for the child. This means
that in the case of Parental Order parents, the qualifying week for the purposes of
entitlement to adoption leave is the end of the 15th week before the expected week of
the child’s birth (provided the employee is eligible and intends to apply for a parental
order), and pay is calculated based on the 8 weeks leading up to that date.

10.3.2. In order to meet the criteria and qualifying conditions, at least one of the intended
parents must be genetically related to the child to be able to apply for a Parental
Order and include one of the couple who has obtained a Parental Order for the child
or who, on the day of the child’s birth, applied for or intend to apply for, a Parental
Order for the child.

10.3.3. The Parental Order must be made within 6 months after the child’s birth. This means
that the child will legally be treated as the parents’ child and any links to the surrogate
mother (and her spouse/legal partner, if applicable) will cease.

10.4. Eligibility for leave and pay resulting from a surrogacy arrangement
10.4.1. The leave and payment entitlement will depend on the circumstances of each case.

10.4.2. Every pregnant employee has the right to 52 weeks’ maternity leave and one of the
intended parents in a surrogacy arrangement may be eligible for adoption leave and
pay if they intend to apply for and expect to obtain a parental order for their child
under the Human Embryology and Fertilisation Act 2008
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10.4.3. If both intended parents are potentially eligible for adoption leave and/or pay, they can
decide between themselves who will take the leave and/or pay and who will take new
parent support leave and/or pay (if they are eligible for this). Both parents may be
entitled to shared parental leave and/or unpaid parental leave depending on the
couple’s individual circumstances and subject to compliance with the statutory
requirements. This is the parents’ choice, and it is irrelevant which of the parents has
a genetic link to the child.

10.4.4. Once the Parental order has been granted, to apply for adoption leave, please refer to
section 8 and complete the form in appendix 5.

10.4.5. If one of the parental order parents is eligible for new parent support leave and pay,
the employee can choose to take one week or two consecutive weeks of leave and
pay. The leave and pay must be taken within the first 56 days of birth (i.e., before the
baby is 9 weeks old). Where employees are also considering a period of shared
parental leave, they should be aware that new parent support leave must be taken
prior to shared parental leave.

10.5. Refusal of a parental order

10.5.1. If any of the following circumstances occur, employees should be aware that their
entitlement to adoption leave will end 8 weeks later or at the end of the adoption
leave, whichever is earlier:

e the employee does not apply for a parental order within the legal time limit;

e the employee’s application for a parental order is refused, withdrawn or otherwise
terminated;

e the child sadly passes away

10.5.2. Where an employee has already booked (or taken) shared parental leave, they may
still take any booked leave. However, any leave that hasn’t been booked would no
longer be available. In these circumstances no further notice can be given to book
leave and only one variation notice may be given.

10.6. Time off for ante-natal appointments
10.6.1. Both parents in a surrogacy arrangement (i.e. Parent order parents) are entitled to
unpaid time off for up to two antenatal appointments (of up to 6 and half hours each

appointment) with the surrogate mother.

10.6.2. The same provision applies where the employee is the biological father of the child.
There is no right to additional time off on the basis of being the father.

10.6.3. Alternatively, employees may opt to take unpaid parental leave or annual leave.

10.7. Overseas surrogacy
T
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10.7.1. If the surrogate gives birth abroad, an employee needs to get the relevant advice as
different countries may have different rules for surrogacy arrangements. In addition,
more information may be obtained from the government website on how to deal with
children born outside of the UK and returning to the UK.

10.7.2. For leave and pay arrangements, please see paragraph 9.4.

11. New parent support (Paternity) leave

11.1. Leave provisions

11.1.1. In accordance with the Agenda for Change terms and conditions handbook paternity
leave, referred to as new parent support Leave, applies to the father of the child
(including adoptive fathers), the mother’s spouse or partner (whether opposite or
same sex), or nominated carer (i.e., second parent).

11.1.2. The leave may begin on any day of the week, but it must be taken as continuous and
may not be taken as odd days.

11.2.  Eligibility criteria

11.2.1. Eligible employees may take up to a maximum of two working weeks of new parent
support leave, either as one period or as two consecutive periods of one week each.

11.2.2. To qualify for ordinary new parent support leave and pay, the employee must have or
expect to have responsibility for the child's upbringing, or care of their partner. They
must be one or both of the following:

e the child's father

e married to, the civil partner, partner of the mother, birth parent or adopter — this
includes same-sex partners

e the child’s adopter

e the intended parent (if you are having a baby through a surrogacy arrangement)

11.3. Commencement of new parent support leave
11.3.1. New parent support leave may begin:

e at any time from the birth or placement of the child for adoption, whether this is
earlier or later than expected

e from a chosen period after the birth or the placement, whether this is earlier or
later than expected

e from a chosen date subject to the provisions below

11.3.2. All new parent support leave must be completed:
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e within 56 days of the date of the birth or

e if the child is born early, within the period from the actual date of the birth up to
56 days after the expected week of the birth or

e within 56 days of the date of the placement of the child or the arrival of the
child in the UK in the case of adoption

¢ In the event of extended absence, leave cannot be granted after 56 days from
the date of the birth

11.3.3. Employees who are considering a period of SPL will need to consider the timing of
their new parent support leave when making any leave plans to ensure the 56-day
limit for taking new parent support leave is observed.

11.3.4. Multiple births and adoptions do not attract multiple entittlements to new parent
support leave.

11.4. Applying for new parent support leave

11.4.1. An employee wishing to apply for new parent support leave should notify their
manager and complete the form in Appendix 6 by the 15th week before EWC or
within seven days of the adopter being notified by the Adoption Agency that they have
been matched with a child unless this is not reasonably practicable. The notification
should include when the birth or placement is expected (i.e., MATB1 or adoption
certificate), whether he or she wishes to take one or two weeks’ leave, and when he
or she would like the leave to begin.

11.4.2. Managers should consider applications for new parent support leave after the 15th
week before the baby is due, in relation to the needs of the service. Applications
should always be made as early as possible, to allow for arrangements to be made to
cover the absence.

11.4.3. Employees must give 28 days’ notice if they wish to change the date of their new
parent support leave or as soon as practicable.

11.4.4. Employees are entitled to their normal terms and conditions of employment, except
for terms relating to remuneration, during new parent support leave.

11.4.5. In the case of couples who are both employees, only one employee may be granted
new parent support leave in respect of each birth or adoption (see “Adoption leave”
section).

11.4.6. Managers are responsible for submitting the new parent support leave form together
with the completed change of employment details form to the HR Advisory and
Payroll teams so that the requests can be actioned.

11.5. Pay during new parent support leave

11.5.1. To be eligible for full pay during new parent support leave, an employee must have:
T
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e atleast 26 weeks continuous service with NHS Resolution or;
e 12 months continuous service within the NHS

11.5.2. Pay will be calculated based on the average weekly earnings rules used for
occupational maternity/adoption pay, less any statutory new parent support pay
receivable.

11.5.3. Employees who do not meet these criteria are still entitled to 2 weeks unpaid new
parent support leave.

11.5.4. Only one period of new parent support pay is ordinarily available when there is a
multiple birth.

11.6. Time off for ante-natal appointments

11.6.1. The same provisions apply to take unpaid time off work to attend up to two antenatal
appointments (including for IVF and other fertility treatment such as assisted
conception). This time is limited to six and a half hours per appointment. Alternatively,
employees may opt to take annual leave.

11.7. Support for premature babies and their families

11.7.1. Where an employee’s baby is born prematurely (before the 37th week) the employee
will be entitled to up to two weeks paid compassionate leave, in addition to new
parent support leave.

12.  Shared parental leave

12.1. Provisions

12.1.1. Shared Parental Leave (SPL) enables eligible parents to choose how to share the
care of their child during the first year after:

¢ their birth or adoption providing two weeks’ compulsory maternity or
adoption leave has been taken first
e getting a parental order if they have the child through surrogacy.

12.1.2. Its purpose is to give parents more flexibility in considering how to best care for, and
bond with, their child taking account of their preferences and circumstances. Unlike
maternity/adoption leave, eligible employees can stop and start their SPL and return
to work between periods of leave with each eligible parent.
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12.1.3. All eligible employees have a statutory right to take SPL and have an entitlement to
Shared Parental Pay (ShPP — see paragraph 11.9). Both parents must inform their
employer of their intentions to take shared parental leave.

12.2. Eligibility for shared parental leave and pay

12.2.1. Eligible employees may be entitled to take up to 50 weeks SPL during the child’s first
year in their family. The number of weeks available is calculated using the
mother’s/adopter’s entitiement to maternity/adoption leave, which allows them to take
up to 52 weeks’ leave. If they reduce their maternity/adoption leave entitlement, then
they and/or their partner may opt-in to the SPL system and take any remaining weeks
as SPL.

12.2.2. SPL can only be used by two people:

e The mother/adopter and either:
e the father of the child (in the case of birth); or
e the spouse, civil partner, or partner of the child's mother/adopter.

12.2.3. Both parents must share the main responsibility for the child at the time of birth and
placement for adoption

12.2.4. An employee seeking to take SPL must:

e Dbe entitled to either maternity /adoption leave, SMP/SAP or MA and have
curtailed, or given notice to reduce their maternity /adoption leave, or their
pay/allowance (if not eligible for maternity /adoption leave)

e have notified NHS Resolution of their entittement and have provided the
necessary declarations and evidence.

e gsatisfied the ‘continuity of employment test’ and their partner must meet the
‘employment and earnings test’. The tests require that:

Continuity of employment test Employment and earnings test

The employee must have worked The employee’s partner must have
continuously for at least 26 weeks by the | worked for at least 26 of 66 weeks
end of the 15th week before the due date | prior to taking the leave and have

(or date matched with their adopted
child) and continue to remain employed
by NHS Resolution before the start of
each block of SPL period taken

earned above the MA threshold.
Sometimes only one parent will be
eligible. e.g., a self-employed parent
will not be entitled to SPL
themselves, but they may still pass
the ‘employment and earnings test’
so their partner, if they are an
employee may still get it.
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12.2.5. Workers including agency, contract, and staff on zero-hour contracts are not entitled
to SPL but may be able to get SPP.

12.3. Requesting shared parental leave

12.3.1. An employee that is entitled and intending to take SPL must complete the form in
appendix 6 and give their line manager minimum notification of their entittement and
intention to take to SPL, of at least eight weeks before they can take any period of
SPL. The employee can also refer to workflow in appendix 8 which explains the SPL
process.

12.3.2. To receive SPL, the birth parent or primary adopter must first give notice to end their
maternity or adoption leave, which is known as ‘notice of curtailment’. This releases
the number of untaken weeks to be shared by the partner. The maternity or adoption
leave cannot be reduced or stopped before the end of the two-week compulsory
maternity/adoption leave and pay period.

12.3.3. The completed form should be returned to the employee’s line manager to notify them
of their intention to take leave, and the manager should forward it to the HR Advisory
team via the People Portal to action the request.

12.4. Taking shared parental leave
12.4.1. SPL can:

e Start on any day of the week after the mother has taken legally required two
weeks of maternity leave immediately following the birth of the child.

e Only be taken in complete weeks.

e Be taken by providing up to three separate notices to book leave. Each period
would count as one notification.

e Be taken by the partner, while the mother is still on maternity /adoption leave if
the mother reduces their entitlement to maternity /adoption leave and pay.

e Either be for a ‘continuous’ block or multi ‘discontinuous blocks.

e Be taken after new parent support leave entitlements (as father / partner cannot
take new parent support leave or pay once they have taken SPL or ShPP).

12.4.2. If both parents are employees and both meet the qualifying requirements, then there
will be a joint entitlement and the parents will have to determine how to divide the
leave entitlement once the mother has decided to curtail the maternity /adoption
leave.

12.4.3. Shared parental leave does not have to be limited to a single period of leave and can
be taken concurrently by the partner (who can start leave while the mother/primary
adopter is still on maternity or adoption leave) or can be taken consecutively with
parents alternating between caring for their child and working.
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12.4.4. Different ways staff can take SPL:

e the birth parent or primary adopter returns to work early from maternity or
adoption leave and takes SPL at a later date

e the birth parent or primary adopter returns to work and their partner takes SPL

e both parents are off at the same time

e both parents take SPL evenly and are off at different times

e Dboth parents return to work at the same time and take SPL at a later date

12.4.5. The mother can take SPL after she has taken the legally required two weeks of
maternity leave immediately following the birth of the child. The adopter can take SPL
after taking at least two weeks of adoption leave.

12.4.6. The father/partner/spouse can take SPL immediately following the birth/placement of
the child but may first choose to exhaust any new parent support leave entitlements
(as the father/partner cannot take new parent support leave or pay once they have
taken any SPL or ShPP).

12.4.7. How much SPL or ShPP eligible parents get will depend on how much maternity
entitlement the birth parent has taken or adoption entitlement the primary adopter has
taken. It would be the same amount even if the parents have more than one baby,
e.g., twins or more than one child in the same adoption placement.

12.5. Types of shared parental leave notifications

12.5.1. Each notice to book SPL can be for either:

e A continuous block: This means taking a number of weeks in a single unbroken
period of leave, e.g., this could be a notification for a period of six weeks in a
row. An employee has the right to take a continuous block of leave notified in a
single notification, so long as it does not exceed the total number of weeks of
SPL available to them (specified in the notice of entitlement) and the employer
has been given at least eight weeks’ notice. An employee may submit up to
three separate notifications for continuous periods of leave.

e Multi ‘discontinuous’ blocks: This means where a single notification may contain
a request for two or more periods of leave by asking for a set number of weeks
of leave over a period of time, where blocks of time off work are mixed with time
back at work (for example, an arrangement where an employee will take six
weeks of SPL and work every other week for a period of three months).

12.5.2. Where discontinuous periods of leave are requested, there is no obligation to agree to
the requested pattern. The line manager has two weeks to either accept the request,
propose alternatives or to refuse the request.
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12.5.3. All requests should be discussed with the employee, and managers are encouraged
to seek the advice of the HR Advisory Team where they are considering refusing a
request.

12.5.4. If a decision is taken to refuse the request(s), the employee can still elect to take the
total amount of leave requested as a single continuous period. This should
commence on a date specified by the employee but be no less than eight weeks from
the date the original notice was provided to the employer.

12.6. Changing arequest and altering dates for shared parental leave

12.6.1. Employees can make a maximum of three changes to their leave plans during the
total leave period of 52 weeks. A change is considered a notification and therefore
employees should be aware that if they have already made up to three notifications
when originally requesting their leave, NHS Resolution is under no obligation to
consider or grant the request to change the leave.

12.6.2. NHS Resolution recognises there may be occasions where employees may have
already made their three notifications and a situation arises outside of their control
that causes them to request a further change to leave, e.g., family illness or a
disruption or withdrawal of planned childcare. Line managers have the discretion to
choose to consider an additional notification; however, any surplus notification should
be notified to HR Advisory team and discussed before a decision is made to ensure
consistency and equality across the organisation.

12.6.3. An employee may withdraw their notice to book discontinuous blocks of leave within
15 days of submitting their notice provided that an agreement has not been reached
regarding when they will be absent from work. Once the 15th day has passed any
changes must be made using a variation notice and eight weeks’ notice. In all other
circumstances, to change a period of leave an employee would need to provide eight
weeks’ notice in advance of the new dates that are requested.

12.7. Cancelling arequest for shared parental leave

12.7.1. If an employee has given their notice of curtailment to end her maternity leave before
the birth or adoption occurs and subsequently changes her mind, she can only revoke
that notice within six weeks after birth to remain on maternity leave.

12.7.2. In very exceptional circumstances the decision to end maternity or adoption leave can
be revoked and cancelled however the conditions below must be met:

e The originally intended end date must not have already passed and the
employee must not have returned to work,
e The death of one parent
e revocation is taking place less than 6 weeks of the birth (and the mother gave
notice before the birth). In this second scenario a reason for revocation is not
needed.
T
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e during the eight weeks’ notice period to take leave it is discovered that neither
partner is eligible for either SPL or ShPP

12.7.3. In all cases the employee would need to give written consent.
12.8. Changes to personal circumstances

12.8.1. If the employee taking the SPL stops sharing responsibility for the child, they must
notify their manager immediately. Arrangements will be made for SPL and SPP to be
ended and they may be required to return to work. If it's not practical for the manager
to have the employee back to work immediately, the employee could be required to
be off for any SPL they had booked for up to 8 weeks.

12.9. Shared parental pay (ShPP)

12.9.1. Eligible employees are entitled to up to 37 weeks of ShPP and regardless of whether
one or both parents work for NHS Resolution, less any statutory maternity pay,
maternity allowance or statutory adoption pay already claimed. ShPP cannot be
claimed at the same time as the compulsory two weeks of leave following the birth or
placement of the child.

12.9.2. Where an employee intends to return to work after a period of shared parental leave,
the maximum joint entitlement of an eligible couple to occupational shared parental

pay is:
o for the first 6 weeks of absence, the employee will receive full pay inclusive of
ShPP
e for the next 18 weeks of absence, the employee will receive half of full pay, plus
any ShPP

e for the next 13 weeks of absence, the employee will receive any ShPP that they
are entitled to under the statutory scheme.
o for the final 13 weeks, the employee will receive no pay.

12.9.3. NHS Resolution will not pay more than 26 weeks of occupational ShPP (8 weeks full
pay including two weeks compulsory leave, and 18 weeks half pay) in aggregate to an
eligible couple, irrespective of whether one or both are employed within the NHS, as
this is a joint entitlement.

12.9.4. A planning tool is enclosed as part of the policy which parents may find useful to find
out:
¢ how and when you can take Shared Parental Leave alongside Maternity,
Adoption and new parent support Leave
e how much Statutory Shared Parental Pay you’re entitled to while you take leave
(your employer might offer more than the statutory amount)
e when you need to give notice to your employer
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12.9.5. The tool can be saved to enable the employee to edit and share it with the relevant
people if it’s necessary.

12.9.6. It is the employee’s responsibility to check that they are eligible for SPL and ShPP. If
it's subsequently found out that the ShPP was incorrectly paid, NHSR will correct the
records and recover wrongly paid ShPP as an overpayment.

12.10. Shared Parental Leave in Touch Days (SPLIT)

12.10.1 Definitions

= Staff may work as part of their phased return by voluntary agreement with their
manager during the shared parental leave period. Such days worked are
herein referred to as ‘Shared Parental Leave in Touch (SPLIT)’ Days.

= SPLIT days enable an employee who is currently on SPL to agree with their
manager to work for up to 20 days although this would be between both
parents not 20 days per parent, without bringing SPL to an end or impacting
their right to claim ShPP for that week.

= The SPLIT days are voluntary and should be agreed by both employee and
manager. They relate to work or activities which enable the employee to keep
in touch with the workplace or manager and facilitate a smooth return to work

= Before going on leave, the employee and the line manager should discuss and
agree any voluntary arrangements for keeping in touch during the employee’s
leave, including:

o any voluntary arrangements that may help the employee keep in touch
with developments at work and, nearer the time of their return, to help
facilitate the return to work.

o keeping their line manager in touch with any developments that may
affect their return-to-work date

=  Whilst on leave the manager should keep the employee updated about new
and amended policies, events, NHS Resolution news updates, job vacancies
and organisational / departmental changes or restructures.

12.10.2 Working arrangements

= The type of work that can be undertaken should be agreed with the line
manager and employee. This can include any work undertaken including:

o Training and team events
o Conferences
o Departmental / team meetings

12.10.3 Risk assessments
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Before an employee participates in SPLIT days, it may be necessary for a risk
assessment to be undertaken to ensure there are no risks to those who have
recently given birth and/or who are breastfeeding.

12.10.4 Payment during SPLIT Days

= Working for part of any day counts as one of the SPLIT day. If SPLIT days are
used, the employee will be paid for the ‘hours’ worked at the basic rate of pay
including high cost area supplement where applicable less the applicable
occupational or statutory maternity/adoption/shared parental leave payments.

= The amount of work undertaken on a SPLIT day counts as one full SPLIT day
even if the employee comes into work for less than a full day, e.g., training
session or to attend a meeting.

= To ensure that the employee is paid for this, the manager will need to complete
a change of employment details form and forward this to HR Services
confirming the SPLIT day, including the hours worked. If the SPLIT day lasts
less than an hour, then the employee will receive payment for the full hour.

13 Unpaid Parental leave

13.10 Provisions

13.10.1 Employees who are either natural or adoptive parents, or who have parental
responsibility under the Children Act, and who have one year’s continuous service
with the NHS may take up to eighteen weeks of unpaid parental leave to look after or
to make arrangements for the good of a child or children until their 18" birthday. The
entitlement is for each child and so is doubled for twins.

13.10.2 An employee has the right to unpaid parental leave if he or she:

e is the parent (named on the birth certificate) of a child under 14, Or
e is the adoptive parent of a child under 18, Or
e s the parent of a disabled child under 18

13.10.3 For the purposes of calculating whether an employee meets the qualifying criteria i.e.
to have had one year of continuous NHS service, a break in service of three months
or less will be disregarded.

13.10.4 Unpaid parental leave must be taken before a child’s 14th (or 18th birthday in the
case of an adopted or disabled child).

13.10.5 A record of unpaid parental leave taken will be kept by the line manager and
submitted to HR Advisory team who will retain this on the employee’s HR file for
future confirmation. A Parental leave record sheet is included at the end of this
section.
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13.10.6 NHS Resolution may request confirmation from a previous employer of any periods of
unpaid parental leave or ask the employee to sign a declaration about the amount of
unpaid parental leave already taken.

13.11 Applying for unpaid parental leave

13.11.1 The first application for unpaid parental leave for each child should be accompanied

by
supporting evidence of parental responsibility. This can be in the form of:

e Child’s birth certificate.
e Adoption matching certificate/official notification.
e Documents from a court detailing acquired formal parental responsibility.

13.11.2 In cases where a father or the partner of a mother wishes to take unpaid parental
leave immediately after the birth of a child, a copy of the MAT B1 should be provided
as supporting evidence. A copy of the child’s birth certificate should be forwarded to
the manager at the earliest convenience. Such unpaid parental leave would be in
addition to any entitlement to new parent support leave.

13.11.3 Employees wishing to take unpaid parental leave should discuss their request with
their manager as early as possible to facilitate cover arrangements.

13.11.4 An employee should make a request for unpaid parental leave using the special leave
form and submit this to their line manager at least 21 days before the proposed start
of the leave. The line manager should inform the employee whether their Parental
leave request has been granted and they will need to ensure the leave is unpaid
using a change of employment details form and submitted to the HR Services and
Payroll team for processing.

13.11.5 Managers are responsible for advising the HR Services and Payroll team about a
period of unpaid parental leave and completing a change form for processing.

13.11.6 Unpaid parental leave must be taken in periods of not less than one working week. A
maximum of four weeks may be taken each year. One week of unpaid parental leave
is equivalent to an employee’s normal working week. NHS Resolution’s HR38 Leave
from work policy and procedure deals with time off for domestic reasons other than
unpaid parental leave.

13.11.7 Parents of children with a disability may take unpaid prental leave in periods shorter
than one working week, including individual days.

13.11.8 Managers will act reasonably in considering all requests for Parental leave and will,
where possible, grant the leave requested.

13.12 Postponing Unpaid Parental leave
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13.12.1 There may be exceptional circumstances in which it is not possible to grant a request
for parental leave at the time requested by the individual. This may be due to
operational requirements (e.g., peak absence time, difficulty in finding cover).

13.12.2 In these circumstances the leave requested may be postponed by the manager for up
to six months. Unpaid parental leave cannot be postponed by a manager for more
than six months, and managers are encouraged to ensure flexibility through seeking
potential solutions where barriers to granting such leave arise to support those with
caring responsibilities.

13.12.3 NHS Resolution will not postpone any period of unpaid parental leave immediately
after the birth or adoption of a child if 21 days’ notice has been given. Provided the
employee has given 21 days’ notice of the expected week of birth, a period of unpaid
parental leave will start on the day the child is born, regardless of whether the child is
born early or late.

13.12.4 An entitlement to parental leave is not lost if it is postponed by NHS Resolution
beyond the child’s 14"/18™ birthday.

13.12.5 When unpaid parental leave has been postponed by NHS Resolution, the line
manager will write to the employee stating the reasons for the postponement after
consultation with the HR Advisory team.

13.12.6 Parents may request a change to the dates for which unpaid parental leave has been
agreed, provided they give as much notice as possible, preferably 28 days’ notice.
Managers may allow a change to or the cancellation of a period of parental leave, if
reasonably practicable.

14 Monitoring

14.10 NHS Resolution will monitor the general effectiveness of this policy within the
organisation in consultation with employee representatives

15 Related policies

e HRO1 Equality Diversity & Inclusion

e HR38 Leave from work Policy and Procedure

e HRO09 Sickness Absence & Promoting Attendance Policy & Procedure
e HR22 Flexible Working Policy and Procedure

e |TFAO04 Health, Safety and Wellbeing Policy

16 Legislation

This policy recognises the requirements to comply with the following legislation:
e Children & Families Act 2014 Employment Act 2002
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Employment Relations Act 1999

Employment Rights Act 1996Equality Act 2010

Flexible Working Regulations 2014

The Fixed Term Employees (Prevention of less favourable treatment)
Regulations 2002

Human Embryology and Fertilisation Act 2008

Surrogacy Arrangements Act 1985

The Management of Health & Safety at Work (Amendment) Regulations 1999
The Maternity & Parental leave & the Paternity and Adoption Leave
(Amendment) Regulations 2008

The Maternity & Adoption Leave (Curtailment of Statutory Rights to Leave)
Regulations 2014 The Shared Parental Leave Requlations 2014 Work &
Families Act 2006

The Management of Health and Safety at Work Requlations 1999: Risk
Assessment in respect of new or expectant mother

17 External Useful Resources and Contacts

The following resources and contacts may provide useful additional information:

ACAS website: Maternity, paternity and adoption leave and pay

Gov.uk website: Maternity pay and leave: Overview

NHS Employers website: www.nhsemployers.org

HM Revenue and Customs website: www.hmrc.gov.uk

Fertility Network UK, provides information, advice, support and understanding. It
has an information and support helpline

Miscarriage Association, provides free support and information to anyone
affected by miscarriage, ectopic or molar pregnancy, via its helpline, live chat
and email services, and through in-person and online support groups.

NHS pensions: www.nhsbsa.nhs.uk/pensions

Surrogacy: legal rights of parents and surrogates website: Surrogacy: legal
rights of parents and surrogates: Overview - GOV.UK (www.gov.uk)
Tommy’s, is the UK’s largest pregnancy and baby charity funding research and
supports parents through pregnancy complications, miscarriage, stillbirth and
premature birth.
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Appendix 1

General Provisions

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

2.1.

2.2.

Annual leave (including public holidays)

Annual leave and public holidays will continue to accrue during the 26 weeks OML/OAL
and the 26 weeks AML/AAL.

In accordance with the ACAS guidelines, an employee should be able to carry forward all
their accrued untaken annual leave and public holidays (pro-rata for part time employees).
Wherever possible, and in agreement with the line manager, annual leave and public
holidays accrued prior to the maternity, adoption and shared parental leave should be
taken before the commencement of the leave.

Likewise, wherever possible, annual leave and public holidays accrued during the
maternity, adoption and shared parental leave should be taken immediately upon the
employee return to work.

Annual leave cannot be taken at the same time as the maternity leave.

There is no provision for the payment in lieu of public holidays that fall during any part of
either the paid or unpaid maternity leave period.

If an employee declares their intention not to return to work at all, any outstanding annual
leave for the entire period of maternity, adoption or shared parental leave will be paid to
them once their entittement ends.

If a change in the number of hours worked has been agreed on an employee’s return from
maternity leave, all annual leave accrued during maternity, adoption or shared parental
leave should be taken before any such change can be implemented. Thereafter, the
annual leave will be calculated pro rata to the new hours worked.

The annual leave and public holidays taken should be recorded on Employee Staff Record
(ESR) and in line with the local procedures. All the leave must be authorised by the line
manager and will be subject to the needs of the service.

Death of a child

Death of a child means a child who is stillborn after 24 weeks' pregnancy or an abortion
after 24 weeks (i.e., in very limited circumstances) for medical reasons if the mother's
health and life is at risk or the child would be born with a severe physical or mental
condition.

In the sad event that a child dies soon after the birth (from the 24th week of pregnancy) or
later during the maternity leave, the employee will still be entitled to the same amount of
maternity leave and pay provisions, as initially notified.



2.3.

2.4.

2.5.

2.6.

2.7.

3.1.

3.2.

3.3.
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The employee will also be eligible for Child Bereavement Leave which consists of 2 weeks
occupational child bereavement pay and will include any entitlement to statutory parental
bereavement pay. The pay will be calculated based on the previous 3 months’ salary.

The child bereavement leave can be taken any time up to 56 weeks following the child’s ’s
death and does not have to be taken in one continuous block. However, the employee will
be expected to agree with their manager the amount of leave they wish to take and when
they wish to take it and notify them if they wish to take the child bereavement leave
immediately following the death of the child. Where they wish to take it at another time,
after the initial period following the death, they will be expected to give their line manager
reasonable notice of their intention to take the leave at the desired time.

Bereavement leave and pay may be extended to employees, e.g. in circumstances where
the parents were hoping to become parents under the surrogacy arrangements.

A bereaved parent will not be required to demonstrate any eligibility criteria to access the
bereavement leave or pay.

The employee should also be signposted to the support available within the health and
wellbeing toolkit such as Employee Assistance Programme, Bereavement, grief and loss
and the full details of the child bereavement provisions including pay are outlined in the
HR38 Leave from work policy and procedure.

Employees on fixed-term contracts

Employees subject to fixed term contracts shall have their contracts extended to allow
them to receive the 52 weeks (including paid occupational, statutory and unpaid leave)
subject to the satisfying the following conditions:

e the contract is due to expire after the 11th week before the expected week of
childbirth, or the date of matching, or the 15th week before the baby’s due date if
applying via a surrogacy arrangement.

e the employee has 12 months service; and

e the employee has satisfied the relevant notification requirements to allow them to
receive NHS occupational maternity pay.

If there is no right of return to be exercised because the contract would have ended if
pregnancy and childbirth / adoption / shared parental leave had not occurred or been
taken, the repayment provisions (3.6) will not apply.

Employees on fixed-term contracts who do not meet the 12 months’ continuous service
conditions, may still be entitled to Statutory Maternity / Adoption / Shared Parental Pay. If
they are not able to qualify for the payments, then they may be able to claim MA. The
payroll provider will be able to advise on any entitlement. However, there is no obligation
to extend the fixed term contract.
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3.4.

4.1.

4.2.

4.3.

4.4.

5.1.

5.2.

5.3.

5.4.
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Absence on maternity/adoption/shared parental leave (paid and unpaid) of up to 52 weeks
shall not constitute a break in service if followed by a further NHS appointment.

Returning to work

An employee who intends to return to work at the end of their full maternity or adoption
leave, or at the end of their shared parental leave and surrogacy, will not be required to
give any further notification to the employer although they may wish to discuss the return
date even if it hasn’t changed. If they wish to return early or stay longer than planned, they
must give at least 28 days’ notice.

In addition, an employee has the right to return to their job under their original contract and
on no less favourable terms and conditions.

While the employee is on maternity, adoption or share parental leave, and it's not practical
by reason of redundancy (even if other colleagues are more suitable for the role) to
continue employment under the existing contract, they will have the right to be offered a
suitable alternative role (where one is available), although the work must be appropriate
and the terms and conditions should not be less favourable.

Refer to the Organisational Change Policy and Procedure for further details.

Not returning to work

Employees are required to return to NHS Resolution or another NHS employer for a minimum
of least 3 months following the end of their maternity, adoption or shared parental leave.

Employees not wishing to return to work after a period of leave taken should resign in
writing to their manager and give notice in accordance with the terms of their contract of
employment.

In addition, employees are required to notify the line manager of their intention to return to
work for NHS Resolution or a different NHS employer (with proof of evidence), within:

e Fifteen months of the beginning of their maternity / adoption leave, or
e three months of the end of their shared parental leave,

If an employee decides to leave the NHS prior to the end of the 3 months or fails to notify
the line manager of their intention to return to work for NHSR or a different NHS employer
(with proof of evidence), they will be liable to refund the whole of their maternity, adoption,
or shared parental pay, less any statutory maternity, adoption or shared parental pay,
received. In cases where NHS Resolution considers that to enforce this provision would
cause undue hardship or distress, then the manager with advice from the HR Advisory
team, approval of the Director and Finance Business Partner may have the discretion to
waive the rights to recovery.
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5.5.

5.6.

6.1.

7.1

8.1.

9.1.

9.2.

10.

10.1.

11.

11.1.

NHS
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If an employee returns to work with another NHS employer, they must do so within 12
months of the start of their maternity leave.

There is no time limit on when the NHS Resolution can seek recovery of an overpayment
of maternity pay. It will usually be reclaimed as soon as possible, but there may be
occasions when it will not be possible for this to be done for some time. The recovery may
be waived by the Director if NHS Resolution considers that it would cause undue hardship
or distress to the employee.

Unpaid occupational leave

There may be exceptional circumstances when the unpaid occupational leave may be
extended beyond 52 weeks by local agreement with the line manager and advice from the
HR Advisory Team, for example, where employees have sick pre-term babies or multiple
births.

Extending maternity/adoption/share parental leave

An extension of the leave period will not normally be considered unless the full entitlement
to the respective leave has been exhausted.

Sickness following the end of the Maternity, Adoption or SPL

If the return from the leave is prevented due to iliness, then normal sickness absence
provision arrangements will apply as deemed necessary.

Conduct and dismissal

Dishonest claims for any of the Leave provisions will be dealt with under NHS Resolution’s
appropriate processes, e.g., Disciplinary Policy and Procedure, code of conduct, anti-
fraud, bribery, and corruption, etc.

If an employee is dismissed before the date they have notified their line manager, they will
lose the right to maternity, adoption or shared parental leave, although they may still be
eligible for SMP or SAP.

Contractual rights

During any of the leave provisions outlined in this policy and procedure, an employee
retains all of their contractual rights, except remuneration.

Flexible working

If at the end of the Maternity, Adoption or SPL, the employee wishes to return to work on
different hours/different work pattern, the employee can apply for flexible working in the
same job via NHSR'’s Flexible Working Policy. If this is not possible, the line manager
must provide written, objectively justifiable reasons for this and the employee should
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11.2.

11.3.

12.

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

12.7.

NHS
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return to the same pay band and work of a similar nature and status, to that which they
held prior to their maternity / adoption / shared parental absence.

Line Managers should be mindful of flexible working requests which also relate to a
disability as they have to be treated separately and subject to the employee’s written
confirmation. If the request does relate to a disability then, then the employee should be
encouraged to make a reasonable adjustment request. If they do not, or if the request is
not related to disability, then it would need to be treat as a flexible working request.

If it is agreed that the employee will return to work on a flexible basis, including changed or
reduced hours, for an agreed temporary period, this will not affect the employee’s right to
return to their job under their original contract, at the end of the agreed period.

In Vitro Fertilisation (IVF) and other assisted conception treatment

In Vitro Fertilisation is commonly referred to as IVF is a medical technology available to
individuals who are experiencing difficulties conceiving a child.

Employees acquire pregnancy rights once when they undergo the last part of the IVF
process, i.e., embryo transfer and that also includes maternity rights when they become
pregnant through IVF and other assisted conception treatments.

NHS Resolution recognises the emotional pressure of undergoing IVF treatment and
understands the potential anxiety and distress that employees may suffer during the
process. It is therefore important for employees to discuss with their manager as soon as
reasonably practical dates before the start of any planned treatments so that they can be
supported.

Whilst there’s no legal right for time off work for IVF treatment or related sickness, NHS
Resolution wishes to support staff with at least 12 months continuous service with the
NHS who decide to undertake fertility treatment (including other forms of assisted
conception), or those whose partner is undergoing the treatment, as much as possible by
providing special leave for this purpose.

This means that any IVF and fertility appointments and treatments including any sickness
due to side effects will be treated the same as any other medical appointment or sickness.

Employees undergoing programmes of IVF and other assisted conception treatment will
be granted up to 5 days (pro-rata for part time staff) paid leave during the 12-month period
and it cannot be carried over. If an employee should require any additional time off, then
alternative leave arrangements should be agreed with their line manager to include annual
leave or unpaid leave and flexible working if deemed necessary.

The time off may be taken to suit the employee’s needs e.g., 2 days in one block, or
separate days or ¥ days. Alternatively, it may be necessary to take the time off in hours
although this would have to be determined locally.
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12.8.

12.9.

12.10.

13.

13.1.

13.2.

13.3.

13.4.

14.

14.1.

14.2.
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If an employee receives medical advice informing them that adjustments are needed to
their work duties, or working arrangements, whilst they are undergoing treatment, then the
line manager needs to seek advice from the HR Advisory team, and this may include
completion of a risk assessment and referral to OH so that recommendations can be
made and considered.

An employee whose partner is receiving IVF treatment will be granted to take time off work
to go to up to two antenatal appointments (including for IVF and other fertility treatment
such as assisted conception) within the 12-month period. This time off is usually unpaid
and is limited to six and a half hours per appointment.

Employees are required to complete an application form for Fertility Treatment Leave
which can be found in Appendix 9 and may also need to complete the special leave form
to supplement requests relating to unpaid leave. Supporting evidence to confirm the
appointments may be required by the line manager although any such requests will have
to be treated in the strictest confidence.

Pay progression
Eligibility for an increment would be in line with the Incremental Progression criteria.

An employee on maternity / adoption / SPL will progress through their pay step on the
date the pay step is due unless a pay-step review meeting has taken place prior to the
commencement of leave which confirmed that the required standards for pay progression
would not be met.

In the case of the planned leave, the pay step review can be conducted early if this is
reasonable and practical, allowing the pay step to be applied on the pay step date in their
absence.

If a pay-step review cannot be conducted prior to the pay-step date the pay-step point
should be automatically applied in the individual’s absence so that no determent is
suffered as a result.

Increments and continuous service

An employee’s period of leave under this policy will not affect the continuous NHS and
NHS Resolution service for the purposes of reckonable service in respect of redundancy,
maternity, adoption, shared parental, sickness absence-pay and annual leave. Further
details about reckonable and continuous service can be accessed here. However, pay and
most contractual benefits are usually suspended during the period of unpaid leave.

This means that any leave within the parenting provisions shall count as service for annual
leave increments and for the purposes of any service qualification period for additional
annual leave.
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14.3.

14.4.

14.5.

15.

15.1.

15.2.

16.

16.1.

NHS

Resolution

Absence on maternity or adoption leave shall count as time towards the normal annual
pay award or increment on the employee’s banding scale and will not defer the normal
incremental date.

In the event of a pay award or annual increment being implemented before the paid
maternity/adoption leave period begins, maternity/adoption pay will be calculated as
though the pay award or annual increment had effect throughout the entire Statutory
Maternity Pay/Statutory Adoption Pay calculation period. If such a pay award is agreed
retrospectively, maternity/adoption pay will be re-calculated on the same basis.

In the event of a pay award or annual increment being implemented during the paid
maternity/adoption leave period, maternity/adoption pay due from the date of the pay
award or annual increment will be increased accordingly. If such a pay award is agreed
retrospectively, maternity/adoption pay will be re-calculated on the same basis.

Pension contributions

During the period of leave, occupational pension rights are maintained and employer’s and
employee’s contributions will continue to be paid.

Occupational pension rights are also preserved during a period of unpaid leave. If the
employee wants the period to be counted for pensionable service, they will need to make
up the necessary employer’s and employee’s contributions via the NHS Pension Scheme.
It is the responsibility of the employee to make any necessary arrangements.

Support

NHS Resolution recognises that going through any of the outlined provisions can be a
stressful time and that it may prove difficult to balance both domestic/personal and work
life balance. There is variety of internal and external support and information which can be
accessed below and via the health and wellbeing toolkit, such as Employee Assistance
Programme (EAP) through PAM Wellness and our Occupational Health provider PAM OH
and Freedom to Speak Up (FTSUG) Guardians.
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Appendix 2

Maternity / Adoption Leave — Manager
Checklist

The following checklist aims to assist managers with planning and supporting a period of maternity/adoption
leave. It is recommended that the items on the checklist are discussed at a meeting, or a number of meetings if
required, to ensure that any period of maternity /adoption leave is managed as effectively as possible within
appropriate timescales. The checklist can also be used to support any discussions related to surrogacy.
Managers should also ensure that they are familiar with the Parenting policy and procedure in advance of any
meeting.

Personal Details

First Name Surname

Job Title Date of Meeting

Type of Proposed Start

Leave Date

Directorate Team

Name of [ ] London

Line Location [ ] Leeds
Manager [ ] Homeworker

Before the Leave is Taken

Ensure that the employee has read the Parenting Policy and Procedure and is familiar with the appropriate 0
leave process and payment options available.

Ensure that the Risk Assessment for new and expectant mothers form is completed, the Personal
Emergency Evacuation Plan (PEEP) form is completed so that the employee is continuing to work safely
during their pregnancy and signpost the employee to the Health and Wellbeing. Refer to the relevant
health and safety guidance, H&S Handbook and the H&S Policy for any further clarification.

Advise the employee to complete and send the relevant forms to the HR Advisory team via the People
Portal so that a meeting can be arranged to explain the stated option and pay entitlements. The MATB1 O
certificate, provided by the medical practitioner, GP or midwife, should also be included with the form.

Discuss how and when the employee would like to communicate the news with colleagues and wider 0
team/department.

Annual leave continues to accrue whilst an employee is on maternity leave and this should be highlighted
as outlined in section 16.1. Encourage the employee to use any accrued untaken annual leave prior to O
starting maternity / adoption leave.
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Advise the employee that they are entitled to reasonable time off, without loss of pay, to attend ante-natal 0
appointments and evidence may be required. There is no qualifying service required for this.

Consider any other reasonable adjustments that may be required such as rest breaks, working conditions
: : . : : [
or hours, or revised workload allocation or alternatively redeployment. This may also include referral to OH

Plan and discuss options to cover the period of maternity/adoption leave and include handover 0
arrangements to support an effective transition. The associated maternity related costs will be met locally.

Discuss and agree arrangements for communication during the period of leave. L]

During the Leave period

Inform the employee about the KIT/SPLIT days and refer them to section 13 within the policy for further
details. A change of employment details form will need to be completed stating the hours and sent to HR |
Services and Payroll Team to arrange with the payroll provider for the payment to be made.

Employee should be reminded that at least 8 weeks’ notice is required of their return to work. This should
take account of accrued annual leave and be agreed with the line manager. A change of employment ]
details form will need to be completed and sent to the HR Services team to confirm the return date.

Offer the opportunity to meet and discuss return to work plans. Alternatively encourage the employee to 0
share their thoughts in relation to support requirements, flexible working etc. via email, teams or telephone.

If flexible working is being requested, ensure that enough time is allowed for appropriate discussion and
consideration, in line with the flexible working policy. The relevant forms will also need to be completed Ol
including a change of employment details form.

Returning from the Leave

Arrange a return to work meeting with the employee to fully support them. Capture any issues raised and
provide updates such as any organisational / team changes, policies etc. It may also be appropriate to

provide information on the designated facilities that are available at the London / Leeds offices for nursing Ol
mothers. All building guidance can be found on the connect page at Ways of Working programme

Ensure that the Risk Assessment for New and Expectant mothers is completed to ensure that the 0
employee works safely on their return to work.

Ensure that you are aware of the related family friendly policies and highlight these to the employee. These
include:

Flexible Working policy Ol
Leave from work policy and procedure
Return to work mentoring scheme

Arrange regular 1-2-1s including check-in meetings to ensure that the employee is fully supported. L]

Provide an induction plan appropriate to the length of absence to allow the employee to re-familiarise 0
themselves with the role.

A change of employment details form will need to be completed and sent to the HR Services and Payroll 0
team to confirm the employee’s return date.

Signature of Line Manager:

Completed sections of the form should be submitted to the HR Advisory Team via the People Portal for filling.
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Appendix 3

Maternity / Adoption Leave — Employee
Checklist

The following checklist aims to assist employees with planning and supporting their period of leave. It is
recommended that the items on the checklist are discussed at a meeting, or a number of meetings if required,
with the line manager to ensure that the period of the leave is managed as effectively as possible.

Personal Details

First Name Surname
Job Title Department
Line Team
Manager
Proposed:
Pégsem Start Date
Return Date

Before taking the Leave

Ensure that you have read the Parenting Policy and Procedure and that you are familiar with the relevant 0
leave option and payment options available.

Consider in advance of the meeting with your manager when you would like to start the leave and pay 0
options.

Complete and send the relevant forms to the HR Advisory team via the People Portal so that a meeting can

be arranged to explain the stated option and pay entitlements. The MATB1 certificate, provided by the Ol

medical practitioner, GP or midwife, should also be included with the form.

Notify your line manager that you are pregnant or will require to take a period of maternity/adoption leave
and arrange to meet with them at the earliest opportunity to discuss your leave arrangements with them. ]
You will also need to arrange to meet with the HR Team to calculate your leave and payment

Discuss and agree with your line manager how you would like to communicate your news with colleagues 0
and wider team/department.

Arrange with the line manager to complete the Risk Assessment for New and Expectant mothers form.
Complete the Personal Emergency Evacuation Plan (PEEP) form to ensure you continue to work safely O]
during your pregnancy and be aware of the Health and Wellbeing Toolkit for additional support.

Annual leave will continue to accrue whilst you are on maternity / adoption leave and therefore you should
consider the most appropriate way to use any accrued annual leave prior to starting your maternity leave, 0
where possible. A number of accrued untaken annual leave days, may be carried over into the next leave
year where it's deemed appropriate and agreed with management.
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You are entitled to reasonable paid time off to attend ante-natal appointments. There is no qualifying

service required for this. You should give your line manager appropriate notice of these appointments O]
where possible and may be requested for evidence of the appointments.
If applicable, highlight any other reasonable adjustments that you feel may be required such as working O

conditions or hours, or revised workload or alternatively redeployment. This may also require referral to OH.

Plan and discuss options to cover your period of maternity/adoption leave and the required handover O
arrangements to support an effective transition.

During the Leave Period

If you wish to use your KIT/SPLIT days you should agree these with your line manager who will ensure that
a change of employment details form is completed stating the hours worked and sent to the Payroll and HR | []
Services and Payroll team to arrange with payroll for the payment to be made.

If you decide to curtail your maternity leave and utilise SPL, communicate your intentions with your line
manager and the HR Advisory team to ensure that the required notice is given and that your payments are | [
not impacted.

You are required to give at least 8 weeks’ notice of your return to work. You will need to take account of
accrued annual leave and agree how you intend to use this with your line manager. Your manager will 0
complete the change of employment details form stating your return to work date and send it to the HR
Advisory team via the to action the return to work.

Consider whether there are any adjustments that you may require on your return to work such access to

breastfeeding facilities, training requirements or a change to working on a part-time or flexible basis and Ol
share these with your line manager at the earliest opportunity.
If you are requesting flexible working you should review the Flexible Working Policy and ensure that 0

enough time is allowed for appropriate discussion and consideration with your line manager.

You may be eligible for the Government’s Tax Free Childcare vouchers if you intend to use a nursery or
child minder on your return to work and therefore should review this in advance of your return to work. You 0
may also be eligible for the childcare voucher scheme if you have been continuously employed with NHSR
and not taken an unpaid career break of longer than a year on or before 04 October 2018.

Returning from Leave

You should arrange a meeting with your line manager following your return to the workplace. L]

Ensure that you complete the appropriate Risk Assessment for New and Expectant Mothers with your line ]
manager.

Ensure that you are aware of the related family friendly policies. These include:
Flexible Working policy and procedure

. ]
Leave from work policy and procedure
Return to work mentoring scheme

Employee Declaration

Print name:

Signature:

Date:
Completed sections of the form should be submitted to the HR Advisory Team via the People Portal.
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Appendix 4

Maternity leave notification form

Applicants:

By completing this form, you confirm that you have read and understood NHS Resolution Parenting Policy
and Procedure. Once you have completed this form inserting the appropriate dates, sign and pass to your
manager for authorisation of leave. To qualify for maternity leave you must advise your manager that you
are intending to take maternity leave no later than the end of the 15th week before the beginning of your
expected week of childbirth. Your maternity leave cannot begin earlier than the 11th week before your
expected week of childbirth.

The form must be submitted with a copy of the MAT B1 to the HR Advisory Team via the People Portal.

Section one: Personal Details

Date of
Employee NHS
number Resolution
Service
Date of
NHS
Surname Continuous
Service
(if known)
First name [ ] London
Job Title Location | [ ] Leeds
Directorate [ ] Homeworker
Personal
Team Email
Address
Contact
Home Address telephone
details
Section two: Maternity Leave Details:
Date of my last
day at work
From............... o | will be
I will be taking taking my
annual leave annual
prior to my leave
maternity leave entitlement
after
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on the Maternity
following dates Leave on

the
following
dates
Proposed
Proposed start end date of
date of the the
maternity leave maternity
leave
| do have [ ]Yes
secondary
employment [ 1No
(Please
confirm)
1) Iintend to return to work for NHS Resolution
after maternity leave
: 2) lintend to return to work for NHS Resolution
Tick the S
: or another NHS organisation for at least three
appropriate months after maternity leave
options y
regarding your | 3) | do not intend to return to work after maternity
Intentions: leave and hereby resign with effect from the
date before the date my maternity leave
begins or ends (please delete as deemed
appropriate)
4) | would like a fixed amount to be spread

equally over the maternity leave period or the
option to spread my 39 weeks maternity pay
equally over 52 weeks

| would like my manager to keep in contact with me by

Applicants Declaration

By signing this form, | confirm the following:

= | have read the Parenting policy and procedure

= | can take up to 12 months maternity leave and return earlier as considered appropriate

= | attach the certificate MATB1/medical certificate confirming the date my baby is due.

= | may change the date of my maternity leave if | give at least 28 days’ notice

= | understand maternity leave may start automatically if | am absent from work because of sickness related
to pregnancy or | give birth prematurely.

= | have discussed KIT Day arrangements

Employee

Print name:

Date:

Signature:
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Line Manager:

Print name: Date:

Please return to Human Resources

Human Resources FOR OFFICAL USE -
PROCESSING
Name: Date:
Processed on ESR
Signature:
Designation:

Name: Date received:

Payroll processed

Signature:
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Appendix 5

Adoption leave notification form

Applicants:

By completing this form, you confirm that you have read and understood NHS Resolution Parenting Policy and Procedure. This form
must be forwarded together with the Matching Certificate to the HR Advisory Team via the People Portal within 7 days of the date
on which the adopter was notified of having been matched with a child.

Section one: Personal Details

Emblovee Date of NHS
pioy Resolution
number .
Service
Date of NHS
Continuous
Surname Service
(if known)
First name [ ]London
Job Title Location [ ]Leeds
Directorate [ ] Homeworker
Personal
Team Email
Address
Contact
Home Address telephone
details
Section two: Adoption Request Details:
Expected Date
of
Matching/Date
of Entry of
Child to UK
(please
specify)
Proposed
Proposed start end date of
date of the .
. the Adoption
adoption leave
Leave
| will be taking | From ...... to..... | will be From ...... to.....
annual leave taking my
prior to my annual
adoption leave leave
on the entitlement
following dates after
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Adoption
Leave on
the following
dates

| intend to [ ]Yes [ INo
return to work,
If not returning

you must
enclose a
resignation
letter:
| do have [ ]Yes
secondary
employment [ 1No
(Please
confirm)
Please tick one of these options regarding your
intentions:
| intend to return to work for NHS Resolution after
maternity leave
Options | intend to return to work for NHS Resolution or

_regart_jing_your another NHS organisation for at least three months
Intentions: after maternity leave

| do not intend to return to work after maternity leave
and hereby resign with effect from the date before
the date my maternity leave begins or ends

I would like my line manager to keep in contact with me by email, phone, text etc (please confirm)................

Applicants Declaration

By signing this form | confirm the following:

= | have read the Parenting policy and procedure

= | can take up to 12 months adoption leave and return earlier as considered appropriate

= | attach the MATB1/matching certificate confirming the date my baby is due.

= | may change the date of my adoption leave if | give at least 28 days’ notice

= | understand Adoption leave may start automatically if | am absent from work as a result of sickness
related to pregnancy or | give birth prematurely.

= | have discussed KIT Day arrangements

Employee

Print name: Date:

Signature:

e
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Print name: Date:

Please return to Human Resources

Human Resources FOR OFFICAL USE -
PROCESSING
Name: Date:
Processed on ESR
Signature:
Designation:

Name: Date received:

Payroll processed
Signature:
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New parent support (paternity) leave form
Applicants:

By completing this form, you confirm that you have read and understood NHS Resolution Parenting Policy and
Procedure.

Section one: Personal Details

Employee number Date of NHS
ploy Resolution Service
Date of NHS
Surname Continuous Service
(If known)
First Name: [ ] London
Job Title: Location [ ]Leeds

(please tick)

Directorate [ ] Homeworker

Team Email Address

Telephone contact

Home Address details

Expected week of childbirth Actual date of birth
(EWC)

Section two: New Parent Support Leave Details

Number of weeks requested [ ]one week
(please specify) [ ]1two weeks

New Parent Support leave from ....to......

Dates

Additional new parent supportleave from .....to .....

Applicant’s Declaration

By signing this form | confirm the following:

= | have read the Parenting Policy and Procedure.

= | am the father of the child and / or partner of the mother

= | am taking the leave to care for the child and / or support the mother

= | am responsible for caring for the child

= | attach the certificate MATB1/medical certificate confirming the date my baby is due/matching certificate for
adoption

= | undertake to advise both my manager and the HR Department in writing of any developments, which may
affect my intended start and end date

= | have completed this form honestly and accurately
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Employee:

Print name: Date:

Signature:

Line Manager:

Print name: Date:

Please return to Human Resources

Human Resources FOR OFFICAL USE -
PROCESSING
Name: Date:
Processed on ESR
Signature:
Designation:

Name: Date received:

Payroll processed

Signature:
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Appendix 7

Shared parental/maternity/adoption leave
curtailment notification form

Applicants:

By completing this form, you confirm that you have read and understood NHS Resolution Parenting policy
and procedure.

Section one: Personal Details

Employee number Date of .NHS .
Resolution Service

Date of NHS
Surname Continuous Service

(if known)
First name [ ] London
Job Title Location [ ]Leeds
Directorate [ ] Homeworker
Team Email Address

Contact telephone

Home Address details

Section two: Personal Details of Partner

National Insurance

Name of Partner Number

[] Yes — share details
Employer’'s

address [ 1 No, my partner does not
have an employer

Section three: Shared Parental Details

Home Address

Date SPL starts or Expected return to
intends to start work date

Expected date of Actual date of
childbirth childbirth

In the case of an

adopted child, the Date of placement
date on which the for adoption where
employee was curtailment notice is

notified of having

- |
313
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been matched with given prior to the
the child baby being born

Number of weeks to be
taken by employee

Number of weeks to be
taken by the partner (if
applicable)

Please confirm the
following:

Number of shared parental
leave available

Applicants Declaration

By signing this form | confirm the following:

= | have read the Parenting policy and procedure

= | accept this as my notice that | wish to curtail my ordinary/additional maternity /adoption leave and pay to
enable Shared Parental Leave to be taken by either myself or my partner.

= | am giving notice that | am entitled to and intend to take SPL

= | have, or will have, been continuously employed for 26 weeks at the end of the 15th week before the week in
which the child is due

= | will remain employed with NHSR until any period of SPL that | intend to take

= | had (or will have) the main responsibility for the care of the child at the time of the child’s birth (along with my
partner who has made the declaration below)

= | willinform NHSR immediately if | am no longer caring for my child

= | will give NHSR a copy of my child’s birth certificate or a declaration of the date and place of the birth where no
certificate is available if its requested for within 14 days of the date of this notice

= | hereby give NHSR the name and address of my partner’'s employer or a declaration that they do not have an
employer if NHSR asks for this within 14 days of the date of this notice

= The information provided in this declaration is accurate and meets the notification requirements for SPL

= | understand that if | am in receipt of maternity allowance that | must advise the Department of Work and
Pensions of my intention to curtail my maternity leave.

= | can only reinstate my maternity/adoption leave if | revoke the proposed notice before the curtailment stated
date.

= | undertake to advise both my manager and the HR&OD Department in writing of any developments which may
affect my intended start or return dates

= | have completed this form honestly and accurately

Employee

Print name: Date:

Signature:

Partner’s declaration

= | am the father of the child, or at the date of the birth | was (or will be) the mother’s spouse, the mother’s civil
partner and/or the mother’s partner living with her and the child in an enduring relationship

= | had (or will have) the main responsibility for the care of our child at the time of the birth (along with the child’s
mother)
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= | have been (or will have been) employed or self-employed in UK in 26 weeks of the 66 weeks before the
expected week of birth
| have (or will have) earned in total the amount equivalent to the Maternity Allowance
| consent to the amount of SPL which the mother intends to take, as set out above.

| consent to the mother’'s employer processing the information | have provided

| consent to the amount of ShPP which the mother intends to take

The form has been completed honestly and accurately

Partner’s details

Print name:

Date:

Signature:

Line Manager:

Print name:

Date:

Please return to Human Resources

Human Resources

FOR OFFICAL USE -

PROCESSING

Processed on ESR

Name:

Date:

Signature:

Designation:

Payroll processed

Name:

Date received:

Signature:
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Shared parental leave flow chart

Employee holds
optional informal
discussion with
manager to
share plans

Request for shared
parental leave
submitted to
manager in line with
relevantnotice period
and including
curtailment notice

Manager consults H
&0OD and discusses
request with the
employee

Manager accepts
request and asks
for information
as required by
policy

request for a singlé;
continuous block of

No

Yes

\ Employee /
returns

Employee reverts

information in
line with policy, to single Manage
timescales continuous period I\:Igzgggr refuses and
of leave request explores
alternative,

All information
passed to HRROD by
Manager. HR&OD
writes to empbyee
and confirms leav

\ Alternative
equest submitte,
by employee

Employee
decides to
change leave
pattern

Employee
commences share
parental leave

Employee returns
to work at end of
leave period. Split
days may be used
in line with policy

I
27
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Application for fertility and other assisted
conception treatment leave Form

Applicants:

By completing this form, you confirm that you have read and understood NHS Resolution’s Parenting policy and procedure.

PERSONAL DETAILS

Employee number Date of NHS
pioy Resolution Service
Date of NHS
Surname Continuous Service
(If known)
First Name: [ ] London
Job Title: Location [ ] Leeds

(please tick)

Directorate [ ] Homeworker

Team Email Address

Telephone contact

Home Address details

Fertility Treatment Leave Request Details

First day of Absence

Last day of Absence

| wish to apply for paid Fertility

s rar Lesve Total number of days

Amount of Total Allowance
remaining during the 12
months

Applicants Declaration

By signing this form | confirm the following:

= | have read the Parenting policy and procedure

= | undertake to advise both my manager and the HR&OD Department in writing of any developments which may
affect the proposed request

= | understand that | must provide evidence of my treatment/appointments in order to qualify for Fertility
Treatment Leave under the policy

= | have completed this form honestly and accurately
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Employee:

Print name: Date:

Signature:

Line Manager:

Print name: Date:

Please return to Human Resources

Human Resources FOR OFFICAL USE -
PROCESSING
Name: Date:
Processed on ESR
Signature:
Designation:

Name: Date received:

Payroll processed
Signature:
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Equality impact assessment tool

Does the document/guidance affect

one group less or more favourably Yes/No Comments
than another on the basis of:

1. | Race No

2. | Ethnic origins (including gypsies and No
travellers)

3 Culture No

4. | Nationality No

5 Age No

6. | Disability - learning disabilities, physical No

disability, sensory impairment and mental
health problems

7. | Gender No
8. | Gender reassignment No
9. | Marriage and civil partnership No
10. | Pregnancy and maternity Yes NHS Resolution will ensure this
group is fully supported and not
treated less favourably.
11. | Religion and belief No
12. | Sex No
13. | Sexual orientation including lesbian, gay No
and bisexual people
14. | Is there any evidence that some groups Yes
are affected differently?
15. | If you have identified potential N/A

discrimination, are there any exceptions
valid, legal and/or justifiable?

16. | Is the impact of the document/guidance No
likely to be negative?
17. | If so, can the impact be avoided? N/A

18. | What alternative is there to achieving the N/A
document/guidance without the impact?
19. | Can we reduce the impact by taking No
different action?
Names and Organisation of individuals who Date of the Assessment

carried out the Assessment: Please give
contact details
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22 November 2023
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Document control

Author

Version

NHS

Resolution

Reason for change

Nov 23 | N

1
(HR37)

Amalgamation of Maternity Leave Policy and
Procedure (HR14) and Maternity Support, parental and
adoption leave policy and procedure (HR15) in one
document

Merged policies renamed and allocated a new policy
number

Document reformatted and the structure for each
category has been changed

Complete review and re-write to ensure alignment with
agenda for change terms and conditions of service
handbook and current statutory obligations.

Section 5: Insertion of glossary terms to explain the
meaning of the terms used for the purpose of this
document.

Section 6: Further clarification of individual
responsibilities and insertion of responsibilities for
Occupational Health (OH), Health & Safety (H&S) and
payroll teams

Section 7.9: Further clarification of health, safety and
wellbeing of employees pre and post birth

Section 9.7: Insertion of information about overseas
surrogacy

Section 10: Alignment of new parent support
(paternity) term with agenda for change terms and
conditions of service handbook

Section 11 — Shared Parental Leave (SPL):
Clarification of process for taking various types of SPL
leave and insertion for changes to personal
circumstances of the provisions

Section 13: Further clarification of KIT & SPLIT
provisions and payment

Section 16: Insertion of relevant legislation

Section 17: Insertion of external useful resources and
contacts
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Appendix 1: Insertion of separate general provisions
section including child bereavement provisions, unpaid
occupational leave, IVF & other assisted conception
treatment, pay progression, increments & continuous
service and support. Clarification of the annual leave
(including public holiday) provisions is added

Appendix 2 & 3: Insertion of the maternity /adoption
leave checklists for managers and employees
including an outline of the activities.

Appendix 4: Amendment to the maternity leave
notification form

Appendix 5: Amendment to the adoption leave
notification form

Appendix 6: Amendment to the new parent support
(paternity) leave form

Appendix 7: Amendment to the shared parental,
maternity, adoption leave curtailment notification form

Appendix 9: Amendment to the Application for fertility
and other assisted conception treatment leave form

Insertion of acronyms

11 March . 1 Fixed broken hyperlinks
2024
6
September | [N (HR37) | Updated s.16 to new EAP provider — PAM Wellness
2024

Added ‘via the People Portal’ in all areas where it has
6 been advised to contact or send documentation to the
igg;ember I (HR37) | HR Advisory team, as we are no longer using the HR

Mailbox to receive and respond to queries.
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List of Acronyms

Acronym Full Name

AML Additional Maternity Leave
AAL Additional Adoption Leave
EWC Expected week of Childbirth
IVF In Vitro Fertilisation

KIT Keeping in Touch

MA Maternity Allowance

MC Matching Certificate

MAT B1 Maternity Certificate

OAP Ordinary Adoption Pay

OH Occupational Health

OAP Occupational Adoption Pay
OML Occupational Maternity Leave
PO Parental Order

SAP Statutory Adoption Pay

SML Statutory Maternity Leave
SMP Statutory Maternity Pay

SPL Shared Parental Leave

ShPP Shared Parental Leave
SPLIT Shared Parental Leave in Touch
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