
 
 

 

 

 
 

 

  
Paternity Leave Policy 

 

 

 

 
 

 Co-ordinator: 
 
 
Lead of 
Review Group 
 

 

 Reviewer: 
 
 
GAPF Policies 

Subgroup 

 Approver: 
 
 

Grampian Area 
Partnership 

Forum (GAFP) 

 

 
 Signature 

 
 

 Signature  Signature 
 

 

 
 Effective date: 

17 December 
2014 

 

 Review date: 

This policy will 
be reviewed 
biennially by 
Grampian Area 
Partnership 
Forum. 

   

 
 

  
Uncontrolled When Printed 

 

 

 
 

  
Version 2.0 

 

 

 
Application:  The provisions of this policy apply to all employees of NHS 

Grampian, however references to the Knowledge and Skills 
Framework (KSF) and gateways are not applicable to Doctors, 
Dentists and the Senior/Executive manager cohorts 

 



NHSG/POL/12/HR Paternity Leave Policy 
 

2 

 

NHS Grampian 
Paternity Leave Policy 

 
 
 
 
 
 

This document is also available in large print and other 
formats and languages, upon request. 
 
NHS Grampian will pay for “Language Line” telephone 
interpretation or “face to face” interpretation for staff 
whose first language is not English, should this be 
required.  Similarly, NHS Grampian will pay for British Sign 
Language interpretation or the production of materials in 
different formats for staff with communication disability. 
 
Please call NHS Grampian Corporate Communications on 
Aberdeen (01224) 551116 or (01224) 552245. 
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NHS Grampian 
Paternity Leave Policy 

 
 
 

1. Introduction 
 

NHS Grampian recognises that staff have a need and desire to spend time at 
home during a period of family extension, be that the birth or adoption of a child.  
This policy identifies a period of leave for use at this time.  This will apply to the 
baby’s biological father, spouse/partner or civil partner of the baby’s mother and 
adopters. 

 
2. Eligibility/Entitlement 

 
2.1 Birth 

 
You must be able to declare that you are: 
 

 The baby’s biological father 

 The spouse/partner or civil partner of the baby’s mother/adopter or  

 Living with the mother in an enduring family relationship, but are not an 
immediate relative 

 
And that 
  

 You will be responsible for the child’s upbringing  

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

 You must supply a copy of a MATB1 Certificate or Birth Certificate prior 
to paternity leave being authorised. 

 
 

Entitlement 
 

A Less than 26 weeks NHS service at Qualifying week (15 weeks 
before expected date of confinement) 

 
Two working weeks unpaid leave. 

 
B Between twenty six weeks but less than 1 year NHS service at 

Qualifying week (15 weeks before expected date of confinement) 
 

Two working weeks Statutory Paternity Leave/Pay (if applicable) 
referred to as ordinary paternity leave.  You may also be entitled to 
additional paternity leave/pay – conditions apply – see flowchart in 
Appendix 1.) 
  
N.B. Ordinary Paternity Leave must be taken in blocks of 1 or 2 
weeks. 
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C More than 1 year NHS service at Qualifying week 
 

Two working weeks occupational and statutory paternity leave/pay.  
You may also be entitled to additional paternity leave/pay – up to a 
maximum of 26 weeks (conditions apply – see flowchart in Appendix 
1.)  

 
2.2 In cases of adoption 

 
You must be able to declare that you are: 
 

 The childs co-adopter or 

 Husband/partner (including same sex relationships) of the child’s 
adopter or 

 Living with the person adopting the child in an enduring family 
relationship, but are not an immediate relative  

 
And that  

 

 You will be responsible for the child’s upbringing 

 You will take time off work to support the person adopting the child    
or to care for the child. 

  You must supply a copy of the Matching Certificate prior to paternity 
leave being authorised. 

 
Paternity Leave is not normally available to foster parents or step-parents 
(or their partners) who go on to adopt the child. 

 
Entitlement  
 
A  Less than 26 weeks NHS service at Placement week 
 
 Two working weeks unpaid leave 
 
B Twenty-six weeks or more but less than 1 year service at 

Placement week 
 

Two weeks Statutory Paternity Leave/Pay (if applicable) referred to as 
Ordinary paternity leave.  You may also be entitled to additional 
paternity leave/pay – (conditions apply – see flowchart in Appendix 1) 
 
NB Ordinary Paternity Leave must be taken in blocks of 1 or 2 weeks 

 
C More than 1 year NHS service at Placement week 
 

Two working weeks paid occupational and statutory pay leave/pay.  
You may also be entitled to additional paternity leave/pay up to a 
maximum of 26 weeks (conditions apply – see flowchart in Appendix 1) 
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3. Additional Statutory Paternity Leave Conditions  

 
Refer to flow chart in Appendix 1 and the qualifying sheet in Appendix 2. 

 
 
4. Keeping In Touch Days (KIT days) – Additional Paternity Pay/Leave only 

 
 Before going on (additional paternity) leave, the manager and the employee 

should discuss and agree any voluntary arrangements for keeping in touch 
during the employee’s additional paternity leave.  These KIT days may only be 
worked if both you and your manager agree.  NHS Grampian does not have to 
allow you to work during your Additional Paternity Leave period and you do not 
have to accept any work offered. 

 Although particularly useful for things such as training or team events, KIT days 
may be used for any form of work.  They should make it easier for you to return 
to work after your leave. 

 
 Any employee may work for up to a maximum of 10 KIT days without bringing 

their additional paternity leave to an end.  Any KIT days worked will not extend 
the additional paternity leave period. 

 
 
 
5. Birth Of A Child 
 

Those eligible may take a maximum of 2 working weeks, paid/unpaid, which can 
be utilised with the prior approval of their manager at the time of the birth itself 
or within 8 weeks of the birth of the child.  In exceptional circumstances where 
the child has to remain in hospital for a period beyond 8 weeks this will be 
altered to allow the leave to be taken on the child’s return home. 

 
If leave is taken under entitlement ‘B’ above, it must be taken in blocks of 1 or 2 
weeks. 
 

6. Still Birth/Miscarriage (after 24 weeks) 
 

If a still birth/miscarriage occurs after 24 weeks of the pregnancy the entitlement 
to Paternity leave still applies.  There is not an entitlement to additional paternity 
pay/leave. 

 
If there is no paid entitlement due, compassionate leave should be considered. 
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7. Adoption 

 
When a child is adopted the provision for Paternity leave will also be available to 
the co-adopter.  The leave may be taken at any time up to 8 weeks from the 
date that the child is placed for adoption. 
 
Prospective adoptive parents of either sex regardless of length of service who 
require to be absent from work in connection with the formalities associated with 
adopting a child will be granted the necessary paid time off to attend interview 
etc.  This is in addition to any Paternity leave entitlement. 
 
(For further information on Adoption & Fostering – See Adoption & Fostering 
Policy.) 
 

8. Ante-Natal Classes/Visits 
 

An expectant father or the partner (including same sex) of a pregnant woman 
will be entitled to take unpaid time off work to accompany the woman to 2 of her 
anti-natal appointments.  The time off is capped at six and a half hours for each 
appointment.  “Partner” includes the spouse or civil partner of the pregnant 
woman and a person (of either sex) in a long term relationship with her.   
 

9a. Application For Ordinary Paternity Leave 
 

Employees must notify their line manager in writing of the expected date of 
delivery/placement for adoption, at least 28 days in advance where possible, by 
completing the Paternity Leave request form, See Appendix 3.  Actual leave 
dates should be mutually agreed with the line manager as soon as possible.  A 
copy of this form will be kept in the Personal file. 
 

9b.   Application For Additional Paternity Leave 
 

If staff are applying for additional paternity leave, and meet the qualifying 
conditions (stated in appendix 2) – an application form (See Appendix 4) 
should be completed.   
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Appendix 1 – Paternity Leave Entitlement  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix 4 

Can you declare that you are either 

 The baby’s biological father, or 

 A spouse/partner or civil partner of the baby’s mother 

 A co-adopter 
and 

 You will be responsible for the child’s upbringing and 

 You are taking time off to support the mother or care for the child 

 Are able to provide a copy of the MATB1 

Yes No 

No entitlement Do you have more than 26 weeks 
service at the qualifying week? 
(15 weeks before the expected 
date of delivery) Or in the case of 
adoption 7 days of being matched 
with a child. 
Or  

Yes No 

You are entitled to two working week’s unpaid 
leave 

Do you have more than one year 
service at the qualifying week? 
(15 weeks before the expected 
date of delivery) See above re: 
adoption  

Yes No 

You are entitled to two working week’s 
statutory paternity leave/pay (if applicable) 
and where the mother returns to work 20 
weeks after the child is born and prior to the 
end of her statutory maternity pay/leave, you 
may also be entitled to additional paternity 
leave/pay from a minimum of 2 weeks up to a 
maximum of 26 weeks 

(Conditions apply – see appendix 2) 

You are entitled to two working week’s 
occupational and statutory paternity 
leave/pay (if applicable) and where the 
mother returns to work 20 weeks after 
the child is born and prior to the end of 
statutory maternity pay/leave, you may 
also be entitled to additional paternity 
leave/pay from a minimum of 2 weeks 
up to a maximum of 26 weeks 

(Conditions apply – see Appendix 2) 
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Appendix 2  
 

Additional Statutory Paternity Pay/Leave Conditions 
 
 
 

1.  The child must be 20 weeks old 
 

2.    You must have been working with NHS Grampian continuously for at least 26 
weeks at either: 

 the 15th week before the week the baby is due, known as the qualifying 
week, or  

 the week you were matched with a child (or in overseas adoptions, the 
week the child entered the UK), known as the matching week, 

 And continue to work for NHS Grampian until the week before the first 
week of receiving Additional Statutory Paternity Pay (ASPP) 

 
 

2. You must have average weekly earnings at, or above, the Lower Earnings 
Limit (LEL) over the eight week relevant period.  This is the period between 
the last  payday before the Sunday of the qualifying or matching week and the 
last payday at least eight weeks before that. 

 
 

3. At least eight weeks prior to commencing additional paternity leave, you must 
provide the signed declaration form SC7 ASPP and Additional Paternity 
Leave-becoming a parent or SC8 ASPP and Additional Paternity Leave-
becoming an adoptive parent, forms (available from Department of Work and 
Pensions) and advise your manager of what time off you wish. 

 
4. The mother or adopter taking maternity or adoption leave must already have 

satisfied the qualifying conditions for entitlement to Statutory Maternity Pay 
(SMP), Maternity Allowance or Statutory Adoption Pay and signed the 
declaration on form SC7 or SC8.  A minimum of two weeks of the spouse or 
partners remaining entitlement to SMP, MA or SAP must remain for you to be 
entitled to take as ASPP. 

 
5. The mother or adopter taking maternity or adoption leave must have signed 

the declaration form SC7 or SC8 to confirm that they intend to return to work 
and stop receiving any further payments of SMP, MA or SAP before the ASSP 
entitlement is due to begin. 
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Appendix 3 
 
 
 

 

Paternity Leave Request Form 

 
 
 
NAME: ………………………………………………………………………………………… 
 
PAY NO: ……………………………………………………………………………………… 
 
JOB TITLE: ………………………………………………………………………………….. 
 
DEPARTMENT: …………………………………………………………………………….. 
 
LOCATION: …………………………………………………………………………………. 
 
DATE OF COMMENCEMENT: …………………………………………………………… 
 
 
DATE OF EXPECTED DATE OF CONFINEMENT/MATCH WITH CHILD: 
 
 
 

 DATE(S) OF REQUESTED LEAVE: (NB Ordinary leave must be taken in blocks of 1 
or 2 weeks) 
 
 
 

 I declare that I meet the eligibility as per Paragraph 2 of the Paternity Leave 
Policy and enclose the MATB1/Matching Certificate. 

 
 
 
Employee’s Signature: ……………………………………… Date: …………………… 
 
 
Manager’s Signature: ………………………………………. Date: …………………… 
 
 
 
CC:    Payroll 

NHS Grampian 
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Appendix 4 
 

 

Additional Paternity Leave Request Form 

 
 
 
Name: ………………………………………………………………………………………… 
 
Pay No: ……………………………………………………………………………………… 
 
Job Title: ………………………………………………………………………………….. 
 
Department: …………………………………………………………………………….. 
 
Location: …………………………………………………………………………………. 
 
Date Of Commencement:…………………………………………………………… 
 
 
Date Of Birth/Or Match With Child: …………………..…………. 
 
 
 
Date(S) Of Requested Leave…………………………………………………… 
(Minimum 2 weeks up to 26 weeks) 
 
 

 I declare that I meet the eligibility as per Paragraph 2B/2C of the Paternity Leave 
Policy and enclose document  SC7 or document SC8 

 
 
 
Employee’s Signature: ……………………………………… Date: …………………… 
 
 
Manager’s Signature: ………………………………………. Date: …………………… 
 
 
 
CC:    Payroll 

NHS Grampian 


