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Introduction 
We live and work in a very demanding world. In order to balance the demands from 
work and the demands outside of work, staff and managers require a fair and clear set 
of guidelines. This policy aims to help staff and managers to balance the competing 
demands of work and life during what are often very rewarding times of personal 
growth but also times which are emotionally upsetting. The outcome should be helpful 
for staff in the short and longer term whilst providing positive planned responses to 
maintain service delivery in the shorter term. 
 

Application 
Before any leave under this policy is granted employees should seek advice from their 
manager or the Human Resources Officer. The provisions outlined in this guide are 
applicable to all employees of the Authority employed on National Joint Council 
Conditions of Service for Local Government Services, regardless of number of hours 
worked (although some provisions may be pro rata to the number of hours worked).   
All employees other than those on casual contracts will be eligible to be considered for 
the benefits of these schemes.  Where applicable, leave must be detailed on the 
annual leave card. 
 

Help and Advice 
If there are matters not covered by this information pack, or if further clarification is 
required, please contact the HR Officer. 
 

Principles 
The provisions for time off are not intended to replace completely the need to use 
annual, flexi or unpaid leave (where these are available), but to lessen the burden on 
employees, taking into account the needs of the service.  The provisions do not cover 
all eventualities, nor prescribe leave in a rigid way, other than leave which is a 
statutory right e.g. parental leave.  They do aim, however, to promote a consistent and 
fair approach whilst dealing with each application on its own merits. 
 
Approval to take leave of absence is subject to the needs of the service, the reasons 
for the request, and working arrangements. 
 
The Authority’s policy is that employees who are prevented from taking annual leave 

due to taking leave of absence which runs into the end of the leave year will not be 
permitted to carry annual leave forward to the next year.  However, an employee who 
has returned from leave of absence except parental leave and is prevented by the 
needs of the service from taking all or part of their annual leave, will be treated in 
accordance with the normal rules governing carry forward of annual leave. 
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Family Leave 
 

Introduction 
Family leave consists of three key elements, namely the:  

 
1. Authority’s paid maternity support leave scheme;  
2. Statutory paternity leave scheme;  
3. Statutory unpaid parental leave scheme; 

 

Maternity Support Leave 

Maternity support leave of 5 days with full pay should be granted to the child's father 
or the partner or nominated carer of an expectant mother at or around the time of 
birth.  A nominated carer is the person nominated by the mother to assist in the care of 
the child and to provide support to the mother at or around the time of birth.  The 
purpose of granting the leave is to meet the needs of the employee in addressing 
problems or commitments outside work which are likely to have a bearing on the 
employee's well-being and ability to perform their duties. NB There is no length of 
service requirement for this provision. 
 
Maternity support leave is available regardless of whether the nominated carer lives 
with the mother. All employees regardless of their length of service are entitled to 
maternity support leave providing they meet the requirements outlined below: 
 

 Applications must be made in writing to the Human Resources Officer and 
should declare that the employee is the nominated carer. A copy of this and 
mother’s form MAT B1 (maternity certificate) should also be provided. 

 The timing should be agreed in discussion with the manager and should 
normally be taken during the period 4 weeks before and 8 weeks after the 
date of confinement;  

 Applicants should give as much notice as the circumstances allow.  The 
timing of such leave is subject to agreement with the employee's manager 
who will endeavour wherever possible to accommodate the employee's 
request. 
 

If leave is granted, it is recommended that this will be no more than 5 days.  
However, additional leave of up to a further 5 days may be granted in special 
circumstances, at the discretion of the Chief Executive, e.g. where there have been 
complications during the birth or where difficulties arise in the provision of care for 
other children. 
 
The scheme applies in the case of adoptive fathers and must be taken within 8 weeks 
of the initial placement. 
 

Statutory Paternity Leave (Birth) 
Providing certain qualifying conditions are met, all employees have a statutory right to 
up two weeks paternity leave at Statutory Paternity Pay (SPP) rate only.  The purpose 
of paternity leave is to care for a child or to support the child’s mother.  Employees 
who qualify for maternity support leave (above) and paternity leave will be entitled to 5 
days maternity support leave on full pay, plus one week of paternity leave at SPP rate. 
Only one period of leave is allowed regardless of the whether there is a multiple birth. 
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To qualify for paternity leave an employee must: 

 have 26 weeks’ continuous service by the end of the 15
th
 week before the 

expected week of childbirth; 

 be the biological father, or married to the child’s mother; or be living with the 
child’s mother in an enduring family relationship but not an immediate 
relative; and  

 expect to have responsibility for the upbringing of the child 

 provide a copy of the mothers form MAT B1 (maternity certificate) 

 Complete the NNP Form SPL1 (appendix 1) 
 

No later than the end of the 15
th

 week before the expected date of childbirth the 
Human Resources Officer must be notified, in writing, of the following: 

 the expected week of childbirth; or if the baby has been born, the actual 
date of birth; 

 the length of leave requested;  

 the date on which the leave will commence; 

 confirm that the purpose of the leave is to care for the child or support the 
child’s mother; 

 confirmation that the employee is the biological father, or is married to the 
child’s mother, or is living with the mother in an enduring family relationship 
but is not an immediate relative; and 

 s/he expects to have responsibility for the upbringing of the child. 

NB An employee in a same sex relationship can take paternity leave providing they 
meet these conditions. 
 
An employee will qualify for paternity leave if the child is stillborn after 24 weeks of 
pregnancy or dies subsequent to being born.   
 
Employees can choose to take 1 whole week’s leave or 2 consecutive weeks’ leave 
within 56 days of the child being born.  If the child is born prematurely, leave must be 
taken within 56 days of the expected week of childbirth.  A week for paternity leave 
purposes is defined as a whole continuous period of 7 days, beginning on any day of 
the week.  Odd days of statutory paternity leave and maternity support leave are not 
permitted, only full weeks. 
 
Leave can start on the date the child is born; a number of days after the child is born; 
or on a predetermined date after the first day of the expected week of childbirth.  At 
least 28 days notice is required to change the date leave commences. 
 
Where leave commences on the date a child is born and the employee is at work on 
that day, leave will be deemed to commence on the following day.  This is consistent 
with the Statutory Paternity Pay Regulations which do not allow SPP to be paid on a 
day in which work has been done. 
 
Paternity leave will be paid at the rate of SPP. SPP is payable if average weekly 
earnings are high enough, these are set by the Inland Revenue each year. 
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Statutory Paternity Leave (Adoption) 
Up to 2 weeks paternity leave at statutory paternity pay (SPP) rate is also available for  
adoptive parents.  Employees who qualify for maternity support leave (above) and 
paternity leave will be entitled to 5 days maternity support leave on full pay, plus one 
week of paternity leave at SPP rate. Only one period of leave is allowed regardless of 
the number of children adopted at one time. 
 
To qualify for paternity leave an employee must: 

 have 26 weeks’ continuous service by the end of the notification week (the 
week the adopter is notified as being matched with a child); 

 be the married to the person adopting the child, or living with the person 
adopting the child in an enduring family relationship but not an immediate 
relative; and  

 expect to have responsibility for the upbringing of the child 

 provide relevant documentation to confirm the adoption  

 complete the NNP form SPL2 (appendix 2) 
 

No later than 7 days after the adopter is notified of being matched with a child 
(or as soon as is reasonably practicable) the Human Resources Officer must be 
notified, in writing, of the following: 

 the date the adopter was notified as being matched with the child; 

 the date the child is expected to be placed; 

 the length of leave requested;  

 the date on which the leave will commence; 

 confirm that the purpose of the leave is to care for the child or support the 
child’s adopter; 

 is married to the person adopting the child, or living with the person adopting 
the child in an enduring family relationship but is not an immediate relative; 
and 

 s/he expects to have responsibility for the upbringing of the child. 

NB An employee in a same sex relationship can take paternity leave providing they 
meet these conditions. 

 
Employees can choose to take 1 whole week’s leave or 2 consecutive weeks’ within 
56 days of the child being placed.  A week for paternity leave purposes is defined as a 
whole continuous period of 7 days, beginning on any day of the week.  Odd days 
maternity support leave or paternity leave are not permitted, only full weeks. 
 
Leave can start on the date the child is placed with the adopter; a number of days after 
the child is placed; or on a predetermined date later than the date the child is expected 
to be placed.  At least 28 days notice is required to change the date leave 
commences. 
 
Where leave commences on the date a child is placed and the employee is at work on 
that day, leave will be deemed to commence on the following day.  This is consistent 
with the Statutory Paternity Pay Regulations which do not allow SPP to be paid on a 
day in which work has been done. 
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Paternity leave will be paid at the rate of SPP. SPP is payable if average weekly 
earnings are high enough, these are set by the Inland Revenue each year. 
 

Parental Leave 
The parental leave scheme implements the relevant provisions of the Employment 
Relations Act 1999.  Its purpose is to enable employees who satisfy certain conditions 

to take unpaid leave for the purpose of caring for a child.  This means looking after 
the child and can include making arrangements for the good of the child.  The leave is 
pro rata for part time employees and the contract of employment will continue 
therefore the right to return to the same or similar job remains. 
 

Any employee who has one year’s continuous service with the Authority has a 
statutory right to 13 weeks’ (18 weeks in the case of disabled children) per child 
(including multiple births) parental leave providing he/she has responsibility for a 
child and falls into one of the following categories: 

 is the parent of a child under five years old.  This will be either the mother of 
the child or the father of the child if he was married to the mother at the time 
of the birth or he is registered as the child’s father. 

 has adopted a child under the age of 18.  

 has acquired formal parental responsibility for a child under the age of 5.  
This will include the father or a guardian who has acquired parental 
responsibility under the 1989 Children Act.  This can be done by means of a 
formal agreement with the mother which complies with certain legal 
requirements or by means of a court order.  

The right to parental leave lasts until the child is five years old except in the following 
circumstances: 

 where the child is adopted - leave may be taken up to five years after the 
child is placed for adoption or until the child is eighteen years old, whichever 
is the earliest. 

 where the child is disabled -  leave may be taken up to the date when the 
child reaches eighteen.  A disabled child is one for whom disability living 
allowance is awarded. 
 

In all cases evidence of the child’s age must be produced.  If requested, evidence of 
parental responsibility must be produced before leave can be approved. 
 
Leave can only be taken in blocks or multiples of a week.  If the leave taken is for a 
shorter period than a week, then it will be counted as a full week’s leave.  Only salary 
for the day(s) absence will be deducted, not salary for a whole week.  The exception to 
this is where leave is to care for a disabled child in which case leave may be taken as 
a day or multiples of a day. 
 
Up to 4 weeks parental leave for each child may be taken in a particular year, 
beginning on the date upon which the employee becomes entitled to the leave.  The 
Head of Department has the discretion to allow more than 4 weeks in a particular year 
in exceptional circumstances.  For the purposes of this scheme the definition of a 
week is as follows: 

 where an employee’s working pattern does not vary, a week is the period 
which s/he normally works 
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 where the working pattern normally varies from week to week or over a 
longer period, or if the employee is normally required to work in some weeks 
and not in others, a week is the total of all periods in which s/he works, 
divided by 52. 

Employees are expected to give at least 21 days notice in writing of the proposed 
leave, specifying when the leave is to begin and end. 
 
If the leave is to be taken by a father immediately after a child is born the notice must 
specify the expected week of childbirth, the amount of parental leave to be taken and it 
must be given at least 21 days before the beginning of the expected week of childbirth. 
 
If the leave is to be taken immediately after a child is placed for adoption the notice 
must specify the expected week of placement, the amount of leave to be taken and it 
must be given at least 21 days before the expected week of placement, or as soon as 
reasonably practicable. 
 
If an employee does not give the requisite notice or the Authority genuinely feels that 
the operation of its business would be unduly disrupted, the request for Parental 
Leave may be postponed.  Postponement will not exceed 6 months. If a 
postponement takes the employee past the child's 5th birthday or 5th anniversary of 
adoption, the employee will still be entitled to take the postponed leave as soon after 
the birthday or anniversary as possible.  Requests for leave to be taken immediately 
after a child is born or placed for adoption cannot be postponed. 
 
If leave is postponed by the Authority, the employee must be notified, in writing, within 
seven days of the request for leave, stating the reason for the postponement.  Leave 
must be granted at a date agreed in consultation with the employee concerned, which 
must be no later than six months after the date the employee proposed to take their 
leave in their initial request.  If a date cannot be agreed through consultation, the Head 
of Department will determine the appropriate date(s) when leave can be taken. 
 
Parental leave is in addition to rights under the Maternity, Adoption and Paternity 
Leave Policy and the Maternity Support Leave and Statutory Paternity Leave 
schemes. 
  

Compassionate Leave 
 

Unforeseen Domestic or Personal Incidents 
Flexi-time should be used in order to deal with the above however in hardship cases 
Heads of Department may grant a credit of up to 4 hours for unforeseen domestic or 
personal incidents which necessitate absence from work.  Those employees not 
subject to the flexi-time scheme may be granted up to one day’s paid leave. 
 
Circumstances falling under this category may include incidents such as burglary, 
house fire and family crises.  This provision is not intended to cover more routine 
instances such as where domestic appliances have broken down; appointments with 
insurance assessors or trades people; or buses breaking down and cars failing to 
start.    
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Time Off to Care For Dependants 
 
The Employment Relations Act 1999 allows all employees to take a short amount of 
unpaid time off during working hours when it is reasonable for them to do so in order 
to take action which is necessary: 
 

   to provide assistance when a dependant falls ill, gives birth or is assaulted; 

   to arrange care for a dependant who is ill or injured; 

  where arrangements for care of a dependant are unexpectedly disrupted or  
       terminated; 

   as a result of the death of a dependent; and 

   to deal with an incident involving the employee’s child which occurs   
      unexpectedly when s/he is at school. 

 
A dependent for the purpose of this unpaid statutory scheme is defined as a spouse; 
a child; a parent; a person who lives in the same household as the employee except 
lodgers etc; and a person who reasonably relies on the employee. 
 
In order to take time off the employee must tell their manager the reason for the 
absence and how long it is expected to last as soon as reasonably practicable.   
 
In addition to the statutory unpaid provisions outlined above, the Authority may  grant 
up to a maximum of 5 days’ paid leave in any leave year (1 January to 31 
December) for the care of a sick dependant in the following circumstances: 
 

  to deal with an initial emergency in the event of a dependant becoming 
seriously ill.  Such leave however, is not normally intended to cover cases 
where a dependant is in hospital, although it may be granted in exceptional 
cases e.g. when a young child is admitted to hospital and parental presence 
is required, and in cases involving critical or terminal illness.  In normal 
circumstances leave would not be granted to cover illnesses such as colds, 
flu, chicken pox etc, or for routine out patient appointments or planned 
hospital admissions; 

  when childcare or other care arrangements break down, e.g. if a childminder 
or carer does not turn up.  Leave would normally be granted where alternative 
arrangements cannot be made and when a signed letter is provided by the 
regular childminder or carer to confirm that this is the case. Leave will not 
normally be granted to cover planned absences of the carer, e.g. for holidays, 
medical appointments etc. 

 
As soon as reasonably practicable, employees must notify their line manager of the 
absence and its likely duration.  
 
Employees required to accompany a dependant to a medical appointment during 
normal working hours should normally use annual or flexi or unpaid leave (where this 
is available) .  However, in exceptional circumstances where this would cause 
particular hardship, the Head of Department may exercise their discretion and grant 
compassionate leave. 
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For the purposes of this paid scheme, a dependent is defined as a person who lives 
with the employee and is physically and/or emotionally dependent on the employee.  
A relative living in separate accommodation would not normally be considered as a 
dependent, nor would someone living in the employees’ home merely to share 
housing costs. 

 

Bereavement 
The Authority operates a very flexible pattern of work in order to enable staff to cope 
with most routine matters in managing their lives. However, whilst this can help in 
the case of family bereavement, this flexibility is often not sufficient in its own right, 
hence we provide additional leave arrangements for bereavement.  
 
In the granting of bereavement leave the closeness of the relationship will be taken 
into account in each case.  For example, close relatives will normally include 
spouse/long term partner, parents, children, brothers and sister, in laws, 
grandparents and grandchildren. However, it may also include a person with whom 
the employee lives and/or has a very close relationship, e.g. step-parent, step-child.   
 
The manager is responsible, in consultation with the Human Resources Officer, for 
the decision as to the closeness of the relative and the amount of days to be 
awarded.  An employee can be granted: 
 

 Up to 5 days upon the death of a wife, husband, partner, child or parent 
 

 Up to 3 days upon the death of a brother, sister, guardian, in laws, 
grandparent and grandchild. 

 

 Up to 3 days upon the death of a close relative if the employee is solely 
responsible for the funeral arrangements. 

 
As a minimum, time will  be granted to attend the funeral of the above. 
 
Leave need not be taken continuously but can be broken down and is for the 
purpose of organising the practical needs of each case and there is no prescribed 
maximum number of instances per leave year.  The Chief Executive can allow 
absence with pay in special circumstances not specified above. 
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Appendix 1 

NNP SPL1 

 

 Request for Statutory Paternity Leave (Birth) 
 

NORTHUMBERLAND NATIONAL PARK AUTHORITY 
 

Name:  

Place of work:  

National Insurance Number:  

 
To qualify for statutory paternity leave you must tick all three boxes below 
I declare that:

 

 I am the baby’s biological father; or married to the child’s mother; or living with the 
mother in an enduring family relationship but am not an immediate relative 

 

 I have responsibility for the child’s upbringing  

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

 
 

The baby is due on:  

 

If the baby has been born, please enter 

the actual date of birth: 

 

I would like to begin my paternity leave 

on: 

 

 

I intend to take one/two weeks leave *  
NB Employees eligible for Maternity 
Support Leave will only be entitled to one 
additional week statutory paternity leave 

 
 
(*delete as appropriate) 

 

Please provide a copy of the relevant 

MAT B 1 to support this application 

 

 
 
Signed:  Date:  

 
Please return this form to the HR Officer for approval to take leave.  Payroll  will then be informed to 
ensure the necessary salary adjustments are made. 
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Appendix 2 

 

NNP SPL2 

 

Request for Statutory Paternity Leave (Adoption) 

 

NORTHUMBERLAND NATIONAL PARK AUTHORITY 
 

Name:  

Place of work:  

National Insurance Number:  

 
You must tick this box if you are adopting a child with your partner 

 

 I declare that I am adopting the child with my partner and I want to receive Statutory 
Paternity Pay and Paternity Leave, NOT Adoption Pay / Adoption Leave  

 

 
To qualify for statutory paternity pay and statutory paternity leave you must tick all three boxes below 

I declare that: 

 I am married to the person adopting the child, or living with the person adopting the 
child in an enduring family relationship but am not an immediate relative 

 

 I will have responsibility for the child’s upbringing  

 I will take time off to support the person adopting the child or to care or the child  

 

The date the adoption agency told the 

person adopting the child that they had 

been matched with the child on: 

*insert date 

 

The child is expected to be placed on: 

 

 

If the child has already been placed, 

please enter the date they were placed: 

 

 

I would like my SPP and/or paternity 

leave to start on: 

 

 

I intend to take one/two weeks leave *  
NB. Employees eligible for Maternity 
Support Leave will only be entitled to one 
additional week statutory paternity leave 
 

 
 
(*delete as appropriate) 

Please provide relevant documentation   

to support this application 

 

 

Signed:  Date:  

 
Please return this form to the HR Officer for approval to take leave.  Payroll will then be informed to 
ensure the necessary salary adjustments are made. 


