
 

 

Maternity, Adoption and Shared 
Parental Leave Policy 

 

 

 
 

 

 
 
 

 
 

 

Policy revision date: November 2014 

Review date: November 2017  

www.northumberlandnationalpark.org.uk  



 

 Page:  - 1 -   

 

Northumberland National Park 

 

Maternity, Adoption and Shared Parental Leave Policy 
 
 

Contents                Page 
 
Introduction          2 

Application         2 
Help & Advice        2 

 
Maternity Scheme 

Risk Assessment        2 
Abbreviations and Terms       3 
Time off for Ante Natal Care      4 
Notification of Leave       4 
Duration of Maternity Leave      5 
Maternity Pay        5 
Reasonable Contact        6 
Keeping in Touch Days       7 
Right to return to work       7 
Sickness & Maternity Leave      7 
Annual leave         7 
 

Adoption Scheme 
 Eligibility and notification of leave      8 
 Duration of Adoption Leave      9 
 Adoption Pay         9 
 Reasonable Contact       10 
 Keeping in Touch Days       10 

Right to return to work       10 
Annual leave         10 

  
Questions and Answers        
How Maternity/Adoption Leave Affects Pension    11 
General questions        13 

 
Additional Paternity Leave and Pay      14 
Childcare Vouchers         15 
Sources of Advice         15 
 
Appendix 1 Maternity Notification Form (NPA/MAT1)    16 
Appendix 2 Maternity Notification Form (NPA/MAT2)    18   
Appendix 3 Pension Scheme Form (NPA/MAT4)    19 
Appendix 4 Draft letter acknowledging employee’s intentions  20 



 

 Page:  - 2 -   

1. Introduction 

 
 This policy aims to enable eligible staff to manage their maternity leave, adoption and 

paternity leave, whilst providing managers with flexible guidelines to handle service 
continuity and make arrangements for a planned return to work. 

 
 The purpose of this guide is to outline the statutory and contractual rights, obligations 

and responsibilities in relation to maternity, adoption and paternity leave provisions.  
It is important that employees are aware of the procedures to be followed otherwise 
the rights in respect of payment, time off or return to work may be lost.  There are 
forms included in this guide which should ensure that employees provide the correct 
information at the right time. 

 
 Information is provided on provisions in respect to: Maternity, Adoption, Shared 

Parental Leave, Maternity Support Leave and Statutory Paternity Leave 
 
 Every effort has been made to ensure that the contents of this information pack are 

correct and up to date.  However, in the event of any differences arising between this 
pack and current legislation, current legislation will prevail. 

 

2. Application 
 
 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. 

 

3. Help and Advice 
 
 If there are matters not covered by this information pack, or if further clarification is 

required, please contact the HR Officer. 
 

Maternity Scheme 
 

4. Risk Assessment 
 
 It is important that employees are sure they are not involved in any work activities 

which have been assessed as revealing a risk which would jeopardise the health and 
safety of themselves or their child.  The line manager and/or HR Officer should carry 
out a risk assessment as soon as practicable after being informed of the pregnancy. 

 
A risk assessment is the name given to the process whereby work activities are 
examined with a view to identifying any agents or substances to which employees 
may be exposed, or any activities which may constitute a health & safety risk at work.  
Although each case will be considered on its merits, it may be that working 
arrangements can be adjusted, on a temporary basis, to accommodate any 
pregnancy related conditions. 
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Although the Authority as an employer has a duty to carry out risk assessments, the 
employee also has a responsibility in respect of their own your health and safety at 
work.  It is therefore essential that any concerns are discussed with the person 
completing the assessment, or the line manager.  

 
In most instances pregnancy does not prevent an employee from doing the job which 
they were doing before they became pregnant.  There are very few occupations 
within the Authority which might present a health & safety risk.  However, it is 
recognised that pregnancy does place an extra strain on working women, therefore if 
your job involves some higher risk activities such as heavy lifting, these will be 
identified and addressed, where appropriate, through the risk assessment process.  

 
The National Radiological Protection Board advises that there is no risk to a pregnant 
woman or her unborn child from emissions from a VDU.  You do not therefore need 
to stop working with VDUs or wear protective clothing whilst pregnant. 

 

5. Abbreviations and Terms 
 
Childbirth Birth of a child, whether living or dead, after 24 weeks of pregnancy 

  
Continuous local 
government 
service 

For the purposes of maternity rights, previous local government service 
refers to service (full or part time), with any organisation to which the 
Redundancy Payments (Continuity of Employment in Local Government 
etc.) (Modification) Order 1999 applies.  For details refer to the HR 
Officer.  

  
EWC Expected week of childbirth - the week in which your baby is due  

 
SML Statutory Maternity Leave 

 
OML Ordinary Maternity Leave 

 
AML Additional Maternity Leave 

 
Higher rate SMP  9/10

th
s (90%) of average gross weekly earnings 

 
Lower rate SMP 

 
Basic weekly amount of SMP, reviewed each year 
 

MA Maternity Allowance - state benefit available to those not entitled to 
SMP, subject to qualification 
 

MAT B1 Certificate issued by doctor or midwife from the 20th week before your 
EWC which shows the date your baby is expected or was born 
 

MPP Maternity Pay Period during which SMP is payable 
 

NIC National Insurance Contributions 
 

OMP Occupational Maternity Pay - payment to which you are entitled as an 
employee of Northumberland National Park Authority 
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QW 
 
 
ShPL 

Qualifying Week - the 26
th
 week before the start of the week in which the 

baby is due 
 
Shared Parental Leave 

 
SMP 

 
Statutory Maternity Pay 
 

SSP Statutory Sick Pay 
 

A week’s pay If the remuneration for normal working hours does not vary with the 
amount of work done in the period, a week’s pay is the amount payable 
under the contract of employment for working your normal hours in a 
week.  Where an employee does not have normal working hours, a 
week’s pay is the average remuneration in the period of 26 weeks 
preceding the date on which the last complete week ended, excluding 
any week in which no remuneration was earned. 

 
KIT days Keep in touch days (maximum 10) 
 
APL Additional Paternity Leave 

 

6. Time off for Ante Natal Care  
 
 All pregnant employees have the right to paid time off for ante natal care.  Employees 

should provide advance notice of appointments to their manager, and, if requested to 
do so, produce evidence of appointments.  The minimum practicable time off work to 
attend appointments should be taken, and wherever possible, in the employee’s own 
time.  If flexi time is applicable, an adjustment equivalent to the time taken to attend 
an appointment is allowed.   It is expected that in normal circumstances an 
appointment would take no longer than 2 hours.   Fathers and partners now have 
the right to take unpaid time off work to accompany expectant mothers to up to 2 
antenatal appointments 

 
 In addition to time off for ante natal care, the Authority provides a welfare room within 

headquarters where new and expectant mothers can lie down if necessary.  The 
room is located on the ground floor next to the kitchen.  

 

7. Notification of Maternity Leave 
 
 It is helpful for planning purposes if employees give notification of pregnancy as soon 

as possible.  However, there is a requirement for an employee to notify her manager 
and the HR Officer, of the following, by the end of the 15

th
 week before the EWC: 

 

 that she is pregnant and the expected date of childbirth (EWC).  Certificate MAT 
B1 should also be provided; and 

 the date, in writing, on which she intends to start maternity leave.   
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 For convenience, forms NPA/MAT1 and NPA/MAT2 are attached for this purpose.  
Any changes to this information e.g. a change of date when leave is intended to 
start must be notified to the HR Officer at least 28 days beforehand.  

 
 Although an employee does not have to declare their intention to return to work at 

this stage, doing so will enable any contractual maternity pay to be paid during the 
maternity leave period rather than on return to work, should the employee wish this to 
be done.  

 
 It is essential that form MAT B1 is forwarded to the HR Officer in order that SMP can 

be paid, or so that form SMP1 can be issued.  Should an employee not qualify for 
SMP, they should forward their MAT B1 (which will be returned with form SMP1), and 
form MA1 (available from Jobcentre Plus and www.direct.gov.uk), to Jobcentre Plus 
to claim Maternity Allowance. 

 
 Maternity leave cannot commence earlier than 11 weeks before the expected week 

of childbirth (unless the baby is born before that date), although an employee may 
continue to work up until the day before the baby is due, if they feel able and their 
doctor approves.  

 
 When this notification is received from an employee, the employer must, within 28 

days of receipt of notification write to the employee outlining the following information: 
 

 acknowledge the intended start date for maternity leave; 

 make it clear that the employee is expected to return to work at the end of her 
full maternity leave entitlement (unless she has indicated at this stage she 
does not intend to return);   

 specify this date i.e., her expected date of return  (52 weeks from the start 
date); 

 inform the employee that it will be assumed that she will take all 52 weeks of 
statutory maternity leave and that she will not be allowed to return early unless 
at least eight weeks’ notice  in writing is provided.  

  
For convenience, a sample letter is included as appendix 4  

 

8. Duration of Maternity Leave 
 
 All employees are entitled to a maximum of 52 weeks SML this includes 26 weeks 

OML and 26 weeks AML regardless of number of hours worked or length of service.    
 
 The definition of childbirth is ‘the birth of a child whether living or dead after 24 weeks 

of pregnancy’.  An employee who suffers a still birth after this time automatically has 
the right to maternity leave.  An employee absent due to a still birth before 24 weeks 
will be paid in accordance with the sick pay scheme. 

 
 An employee who gives birth prematurely, i.e. before commencing maternity leave 

will be classed as beginning their leave on the day after the date of birth.  SMP will 
also commence on this date.  
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 Employees are not allowed to work during the two week period immediately following 
the day the childbirth occurred.  

 

9. Maternity Pay 
 
 Employees who meet the following conditions will qualify for Statutory Maternity Pay 

(SMP): 

 have been employed by the  Authority without a break for at least 26 weeks 
including (and ending with) the 15

th
 week before the baby is due (notification 

week); and 

 their average weekly earnings in the 8 weeks up to and including the notification 
week (15

th
 week before the EWC) were at or above the lower earnings limit. 

 
 SMP can be paid for up to 39 weeks from the beginning of the 11

th
 week before the 

baby is due, but only if the employee stops working at that time.  An employee who 
gives birth prematurely, i.e. before commencing maternity leave will be classed as 
beginning their leave on the day after the date of birth.  SMP will also commence on 
this date. 

 
 If an employee does not qualify for SMP, they may qualify for Maternity Allowance 

(MA) which is payable from the Department for Work and Pensions.    They should 
be provided with form SMP1 in order to make a claim. 

 

 Employees with not less than 1 year’s continuous local government service at 

the beginning of the 11
th

 week before the EWC will be entitled to occupational 
maternity pay as follows: 

 

 for the first six weeks of absence, 9/10ths of a week’s pay offset against SMP 
payments or Maternity Allowance.   

 if intending to return to work, for the subsequent 12 weeks of absence, half a 
week’s pay without deduction unless the combined pay and SMP (or Maternity 
Allowance) exceeds full pay.  The equivalent amount (i.e., 6 weeks’ pay) may be 
paid on any other mutually agreed distribution although this is usually in line with 
normal pay periods.  For the following 21 weeks of absence i.e. weeks 19 to 39, 
SMP only.  The remaining absence will be unpaid.  

 if not intending to return to work, for the subsequent 33 weeks of absence, 
SMP (if entitled) only. 

 absence beyond 39 weeks will be unpaid. 
 
 Payments of half pay shall only be made on the understanding that the employee 

will return to local government employment (not necessarily with Northumberland 
NPA) for at least 3 months.  If the employee does not return to local government 
employment for at least 3 months, they will be required to refund the 12 weeks’ half 
pay. 

 
SMP or MA is not refundable. 

 
 Maternity pay will be paid by bank credit transfer on your normal pay day. 
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10. Reasonable Contact 

 
 It is important that Managers keep in touch with staff during maternity leave.  This is 

a two way process and therefore it is best to discuss the mechanics of how keeping 
in touch can be best achieved before leave commences.  Many staff ask for their 
home email address to be added to the ‘All Staff’ email distribution list for the 
duration of their absence.  Employees should discuss these arrangements with their 
Manager before maternity leave commences.  

 

11. Keeping In Touch (KIT) Days 

 
 Employees may, with the agreement of their manager, carry out up to 10 days work 

during their maternity leave without bringing the leave to an end.  There is no 
requirement for an employee to undertake this work, however it could be used for 
training purposes, keeping in touch or for the employee to carry out any requirement 
relating to their Contract of Employment.  KIT days may not be used to catch up 
socially with colleagues.  All KIT days must be agreed in advance and notified to HR 
for administration and payroll purposes. KIT days will be paid at the normal daily rate. 

 

12. Right to Return to Work 
 
 All employees have the right to return to work after maternity leave providing they 

meet their obligations in notifying the Authority. 
 
 It will be assumed that the employee will return at the end of the 52 weeks.  Notice to 

return to work will only be required if the employee wishes to return before the end of 
the 52 week period.  An employee wishing to return earlier must give at least eight 
weeks notice. 

 
 If an employee attempts to return early without giving at least eight weeks notice then 

their return may be postponed to a date which will secure eight weeks notice of 
return or the end of the 52nd week if that is earlier. 

 
 Employees who do not return to work after maternity leave will be subject to normal 

policy in relation to the following: 
 

 repayment of training expenses 

 repayment of removal and resettlement allowances 

 repayment of annual leave  
 

13. Sickness and Maternity Leave  
 
 An employee who is absent through illness before the expected week of childbirth will 

be paid in accordance with the normal sickness regulations.  If however, the absence 
through sickness is after the beginning of the 4

th
 week before the baby is due then 

she will be entitled to SSP only where the sickness is not related to the 

pregnancy.   Where sickness is pregnancy related, regardless of the length of 
absence, maternity leave and SMP will be triggered.   
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 There is no entitlement to sick pay during maternity leave as maternity pay will be 
paid. 

 
 An employee who is not fit to return to work after maternity leave must submit a 

medical certificate and will be treated in accordance with the Authority’s policy on 
sickness absence. 

 

14. Annual leave 
 
  Annual leave continues to accrue during maternity leave.   

If employees are unable to take all of their leave entitlement in the current leave year, 
they will not be allowed to carry forward any remaining leave to the next leave year 
(except where they have been prevented from taking all or part of their leave by the 
demands of the service or the timing of their maternity leave).  Annual leave can be 
taken immediately before or after maternity leave, subject to the normal requirements 
for booking annual leave.  Employees should plan how they propose to use their 
accrued annual leave in conjunction with their manager. 

 
If employees are uncertain about whether they will return to work, they should be 
aware that any leave taken beyond their entitlement must be repaid.  Employees are 
advised therefore to take the proportion of leave to which they would be entitled if 
they were not returning to work. 

 
The appropriate time in lieu for any public holidays that occur during maternity leave 
will be added to the annual leave entitlement.  
 

Adoption Scheme 
 

15. Eligibility and Notification of Leave 
 

Where a couple are adopting, only one person may take adoption leave, the other 
may be eligible for maternity support leave, paternity leave (statutory) and additional 
paternity leave.  
No later than 7 days after the date an employee is notified of being matched (or as 
soon as reasonably practicable) written notification of the following must be provided 
to the Human Resources Officer: 

 the date the child is expected to be placed for adoption; 

 the date from which leave is requested; 

 the name and address of the agency; and 

 the name and date of birth of the child (child must be under the age of 18 to be 
eligible) 

 the ‘matching certificate’ if available 
 

Within 28 days of receiving the above information, the Human Resources Officer must 
notify the employee in writing of when the adoption leave period will end. 
Adoption leave can commence on the date the child is placed; or an agreed date no 
earlier than 14 days before the child is expected to be placed.  Any changes to these 
dates must be notified at least 28 days in advance.  In cases where the child is 
adopted from overseas, leave cannot begin before the child enters Great Britain.  The 
latest it can start is 28 days after the date of entry. 



 

 Page:  - 9 -   

 
Employees who satisfy the following conditions will be eligible for statutory adoption 
leave: 

 be the child’s adopter; 

 have 26 weeks continuous service with the Authority by the end of the notification 
week;  

 have notified the adoption agency that the child should be placed with the 
employee and the date of placement. 
 

This scheme does not apply in the case of non-agency adoptions i.e. those adoptions 
where the intention is to give a partner legal responsibility for a child. 
 
Only one period of adoption leave will be granted regardless of the number of children 
placed at one time. 
 

16. Duration of Adoption Leave 
 

There is a statutory right to 39 weeks paid and 13 weeks unpaid adoption leave 
provided an employee has worked for the Authority for 26 weeks ending with the week 
in which they are notified of being matched with a child for adoption. 
 
Where, after starting adoption leave, an employee is notified that the child will not be 
placed, or if the child has been placed and dies or is returned to the adoption agency, 
the employee will not be entitled to the full adoption leave period.  In this situation, 
adoption leave will end 8 weeks after the end of the week in which the change in 
circumstances occurred, assuming there is at least 8 weeks of leave left.  An 
employee wishing to return before this date must provide at least eight weeks notice in 
writing to the HR Officer. 

 

17. Adoption Pay 
 

Statutory Adoption Pay (SAP) is payable for 39 weeks - the rate is the same as for 
Statutory Maternity Pay - plus an additional 13 weeks (additional leave) unpaid. 
 

 In addition to the statutory scheme, employees with not less than one year's service 
with the Authority at the date of commencement of adoption leave will qualify for paid 
leave as detailed below: 

  

 For the first six weeks of absence, 9/10ths of a week’s pay offset against SAP.   

 if intending to return to work, for the subsequent 12 weeks of absence, half a 
week’s pay without deduction unless the combined pay and SAP exceeds full pay.  
The equivalent amount (i.e., 6 weeks’ pay) may be paid on any other mutually 
agreed distribution although this is usually in line with normal pay periods.  For the 
following 21 weeks of absence i.e. weeks 19 to 39, SAP only.  The remaining 
absence will be unpaid.  

 if not intending to return to work, for the subsequent 33 weeks of absence, SAP 
only. 

 absence beyond 39 weeks will be unpaid. 
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Payments of half pay shall only be made on the understanding that the employee 
will return to local government employment (not necessarily with Northumberland 
NPA) for at least 3 months.  If the employee does not return to local government 
employment for at least 3 months, they will be required to refund the 12 weeks’ half 
pay. 
 
SAP is not refundable. 
 
Adoption pay will be paid by bank credit transfer on your normal pay day. 

 

18. Reasonable Contact 

 
 It is important that Managers keep in touch with staff during adoption leave.  This is a 

two way process and therefore it is best to discuss the mechanics of how keeping in 
touch can be best achieved before leave commences.  Many staff ask for their home 
email address to be added to the ‘All Staff’ email distribution list for the duration of their 
absence.  Employees should discuss these arrangements with their Manager before 
adoption leave commences. 

 

19. Keeping In Touch (KIT) Days 
 
 Employees may, with the agreement of their manager, carry out up to 10 days work 

during their adoption leave without bringing the leave to an end.  There is no 
requirement for an employee to undertake this work however it could be used for 
training purposes, keeping in touch or for the employee to carry out any requirement 
relating to their Contract of Employment.  KIT days may not be used to catch up 
socially with colleagues.  All KIT days must be agreed in advance and notified to HR 
for administration and payroll purposes. KIT days will be paid at the normal daily rate. 

 

20. Right to Return to Work 
 

All employees have a right to return to work after adoption leave providing they meet 
their obligations in notifying the Authority. 
 

 It will be assumed that the employee will return at the end of the 52 weeks.  Notice to 
return to work will only be required if the employee wishes to return before the end of 
the 52 week period.  An employee wishing to return earlier must give at least eight 
weeks notice. 

 
 If an employee attempts to return early without giving at least eight weeks notice then 

their return may be postponed to a date which will secure eight weeks notice of return 
or the end of the 52nd week if that is earlier. 

 
 Employees who do not return to work after adoption leave will be subject to normal 

policy in relation to the following: 
 

 repayment of training expenses 

 repayment of removal and resettlement allowances 

 repayment of annual leave 
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21. Annual leave 
 

 Annual leave continues to accrue during adoption leave.   
 

If an employee is unable to take all of their leave entitlement in the current leave year, 
they will not be allowed to carry forward any remaining leave to the next leave year 
(except where they have been prevented from taking all or part of their leave by the 
exigencies of the service or the timing of the adoption leave).  Annual leave can be 
taken before or after adoption leave, subject to the normal requirements for booking 
annual leave.  Employees should plan how they propose to use their accrued leave in 
conjunction with their manager. 
 
If employees are uncertain about whether they will return to work, they should be 
aware that any leave taken beyond their entitlement must be repaid.  Employees are 
advised therefore to take the proportion of leave to which they would be entitled if they 
were not returning to work. 
 
The appropriate time in lieu for any public holidays that occur during adoption leave is 
added to the annual leave entitlement. 

 

22. Additional Paternity Leave and Pay (applicable to fathers whose baby is due 

before 5
th

 April 2015) 
(In this section the terminology ‘mother’ and ‘father’ is used but the rights apply to same-
sex partnerships.) 
 
Fathers have the right to up to 26 weeks’ Additional Paternity Leave.  If the mother has not 
taken her full entitlement to statutory maternity/adoption pay when she returns to work, the 
outstanding amount can be transferred to the father who is taking APL. 
 
To qualify employees must have worked for the Authority for at least 26 weeks by the 
qualifying week which is either: 

 the end of the 15
th
 week before the start of the week when the baby is due 

 the end of the week you are notified you are matched with a child for adoption 
(adopting within the UK) 

 the date your child enters Great Britain for the purposes of adoption (adopting from 
overseas). 
 

Employees must be taking the time off to care for the child and the child’s mother or adopter 
must: 

 have been entitled to one or more of the following – Statutory Maternity Leave, 
Statutory Maternity Pay, Maternity Allowance or Statutory Adoption Leave or Pay 

 have started working again so that any relevant pay has stopped with at least two 
weeks of the 39 week payment period remaining. 

 
The terms are as follows: 

 Additional Statutory Paternity Pay is only payable during the period of the mother’s 
39 week payment period 

 Any APL taken after the end of the 39 week payment period is unpaid 

 APL must be taken as one continuous period 

 APL must be for full weeks for a period of between two and 26 weeks. 
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 APL may be taken at any time between 20 weeks after the date on which the child 
was born/adopted and the child’s first birthday/first anniversary of adoption 
placement 

 At least 8 weeks notice must be given of the father’s intention to take APL 

 Employees have the right to return to work at the end of their APL 

 Annual leave continues to accrue whilst on APL. In addition, the appropriate time in 
lieu for any public holidays that occur during APL will be added to the annual leave 
entitlement. 

 Payment is made at the appropriate statutory rate. 
 

Queries or applications for Additional Paternity Leave and Pay should be directed to the HR 
Officer. 
 

23. Shared Parental Leave and Pay (applicable to couples whose baby is due on or 

after 5 April 2015) 

 
Shared parental leave is designed to give parents more flexibility in how to share the care of 
their child in the first year following birth or adoption.  Parents will be able to share an 
allocation of leave, and can decide to be off work at the same time or take it in turns to have 
periods of leave to look after the child. 
 
Key points 
 

 Employed mothers will continue to be entitled to 52 weeks of Maternity leave and 39 
weeks of statutory maternity pay or maternity allowance. 

 An eligible mother can choose to end her maternity leave early and can opt for Shared 
Parental leave with the father/her partner.   

 Both parents must meet the eligibility criteria and if so, will need to decide how to 
divide their total Shared Parental leave and pay between them 

 Paid paternity leave of two weeks will continue to be available to fathers as previously. 

 Adopters have the same rights as parents 
 

 
To qualify for shared parental leave, parents must meet the following criteria: 
 

 Have worked for the employer for at least 26 weeks up to the end of the 15
th
 week 

before the due date. 

 The other parent must have worked for 26 weeks in the 66 weeks leading up to the 
due date and have earned above the maternity allowance of £30 per week in at least 
13 of the 66 weeks. 

 Have with their partner, the main responsibility for the child 

 Be entitled to statutory maternity/paternity leave and pay 

 Comply with the notice requirements of shared parental leave 

 Supply the required evidence to the employer 

 Satisfy the earnings test 

 Have earned an average salary of a minimum of the lower earnings limit (£111) for the 
8 weeks prior to the 15

th
 week before the due date. 
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24.  Notification of Shared Parental Leave 
 
Any employee wishing to take shared parental leave must give the requisite notice. 
 
The mother must provide written notice to end her maternity leave at least 8 weeks before 
starting shared parental leave.  The notice is binding and can be given before or after birth.  
The mother can change her mind about starting shared parental leave/ending maternity 
leave up to 6 weeks after the birth. 
 
If the mother gives notice and is entitled to take shared parental leave, the employer may 
request the birth certificate of the child and the name and address of the partners employer 
within 14 days. 
 
Both parents must opt in to shared parental leave.  They must notify their employer in 
writing and include the names and national insurance numbers of the employee and the 
other parent.  The amount of maternity leave and pay, if any, already received must be 
stated. Employees must present a non-binding indication of when the pattern of leave will 
take place.   
 
After notification of intention to opt in has taken place, employees must make a separate 
formal written request to specify when they would like the leave to start.  This must take 
place at least 8 weeks before the intended leave.  Employees can give up to 3 separate 
notices of their intention to take a period of shared parental leave ie can take up to 3 periods 
of leave and must notify their employer every time. 
 

25. Duration of Shared Parental Leave 
 
The mother must take the first two weeks of the 52 statutory maternity leave weeks.  The 50 
remaining weeks can be divided between the parents and must be taken before the child’s 
first birthday.  The parents can decide how they want to take the leave, for example they 
can take it in multiple short periods if wished.  Leave must be taken in complete weeks and 
may be taken either in a continuous period or in shorter discontinuous periods.  If an 
employee who is eligible for shared parental leave requests leave with the appropriate 
amount of notice, and the request is for one continuous period, the employer cannot refuse.  
If the employee requests multiple discontinuous periods, the employer can refuse. 
 

26. Shared Parental Leave Pay 
 
The parents must be employed or self-employed for at least 26 weeks within the 66 week 
period before the due date and have earned above maternity allowance (£30 per week) for 
13 of those 66 weeks.  The earnings of both parents will be averaged over 13 weeks within 
the 66 week test period.  Shared Parental Leave Pay is paid at the rate of £138.18 a week 
or 90% of an employee’s average weekly earnings, whichever is lower. 
 

27. Reasonable Contact 
 
It is important that Managers keep in touch with staff during shared parental leave.  This is 
a two way process and therefore it is best to discuss the mechanics of how keeping in 
touch can be best achieved before leave commences.  Many staff ask for their home 
email address to be added to the ‘All Staff’ e-mail distribution list for the duration of their 
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absence.  Employees should discuss these arrangements with their Manager before 
shared parental leave commences. 
 

28.  Keeping in touch days 
 
Employees may, with the agreement of their manager, carry out up to 20 days work (in 
total for both parents) during their shared parental leave without bringing the leave to an 
end.  There is no requirement for an employee to undertake this work, however it could be 
used for training purposes, keeping in touch or for the employee to carry out any 
requirement relating to their Contract of Employment.  KIT days may not be used to catch 
up socially with colleagues.  All KIT days must be agreed in advance and notified to HR 
for administration and payroll purposes.  KIT days will be paid at the normal daily rate. 
 

29.  Right to return to work 
 
All employees have teh right to return to work after shared parental leave providing they 
meet their obligations in notifying the Authority. 
 
It will be assumed that the employee will return at the end of the agreed period.  Notice to 
return to work will be required only if the employee wishes to return before the date 
agreed.  An employee wishing to return earlier must give at least 8 weeks notice. 
 
If an employee attempts to return early without giving at least 8 weeks notice then their 
return may be postponed to a date which will secure 8 weeks notice of return or the end 
of the 52

nd
 week if that is earlier. 

 
Employees who do not return to work after shared parental leave will be subject to normal 
policy in relation to the following: 
 

 Repayment of training expenses 

 Repayment of removal and resettlement allowance 

 Repayment of annual leave. 
 

30. Annual Leave 
 
Annual leave continues to accrue during shared parental leave.  If employees are unable to 
take all of their leave entitlement in the current leave year, they will not be allowed to carry 
forward any remaining leave to the next leave year (except where they have been prevented 
from taking all or part of their leave by the demands of the service of the timing of their 
maternity leave).  Annual leave can be taken immediately before or after shared parental 
leave, subject to the normal requirements for booking annual leave.  Employees should plan 
how they propose to use their accrued annual leave in conjunction with their manager. 
 
If employees are uncertain about whether they will return to work, they should be aware that 
any leave taken beyond their entitlement must be repaid.  Employees are advised therefore 
to take the proportion of leave to which they would be entitled if they were not returning to 
work. 
 
The appropriate time in lieu for any public holidays that occur during shared parental leave 
will be added to the annual leave entitlement. 
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31.  Childcare vouchers 
 
Staff can save on tax and National Insurance contributions when paying for childminders, 
nurseries, after school and holiday clubs using Childcare vouchers.  Employees can 
sacrifice part of their salary to be paid in the form of vouchers, which can be used in a wide 
variety of places that are registered with the childcare voucher scheme.  Staff can also 
spread childcare costs throughout the year.  NB it is the responsibility ofthe employee to 
ensure that their pension and tax credits are not affected.  For further information, see 
computersharevouchers.com. 

 

32. How Maternity and Adoption Leave Affect Pensions - Questions and Answers 

 
What pension contributions will I pay during my maternity/adoption leave? 
 
Pension contributions will be paid on the actual remuneration you receive e.g. during the 
first 6 weeks, contributions will be deducted on your 9/10ths pay; during the next 12 weeks, 
contributions will be deducted on your half pay plus SMP/SAP; and during the next 21 
weeks on SMP/SAP only.   
 
Will service count in full during my paid maternity/adoption leave although full contributions 
have not been paid?        
 
Yes, the service will count in full.  Should it be necessary to calculate benefits when the 
maternity/adoption leave period forms part of your final 12 months earnings for benefit 
assessment, the earnings will be deemed to be the full pensionable earnings you would 
have received had you been at work normally. 
 
What happens to my pensionable service when I commence unpaid maternity/adoption 
leave? 
 
The unpaid part of your maternity/adoption leave will not count for pension purposes 
unless you elect to pay contributions in respect of this period.   
 
If I want to pay contributions during my unpaid leave period what will it cost? 
 
The cost is based on your ‘earnings’ immediately prior to commencing the unpaid period 
i.e., SMP/SAP.  Contributions are paid at the usual percentage rate. 
 
How do I arrange to pay contributions for my unpaid leave? 
 
You must elect to pay contributions within 30 days of returning to work.  Form NPA/MAT4 is 
included in this pack to enable you to make such an election.  Normally, contributions will be 
collected when you return to work.  Should you wish to pay them in instalments, you will be 
allowed to make payment over a period equal to your unpaid leave.  E.g. if your unpaid 
leave lasted 13 weeks you would pay contributions during the first 13 weeks after you return 
to work.   They will be deducted from your salary and would attract tax relief. 
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Is it worth paying these contributions? 
 
This is something which you must decide for yourself, however you should carefully 
consider the following: 
 

 purchasing this service at a later date would be more expensive as you would have to 
meet the whole cost yourself i.e., you would have to pay the employer’s contribution as 
well as your own contribution.  Additionally, Inland Revenue restrictions may limit your 
ability to purchase service; 

 at retirement age you may have less pensionable service than colleagues who have not 
had a break for maternity/adoption reasons; 

 service may be important should you have to retire early; and 

 the service would also increase the value of any widow(er)’s or children’s benefits (see 
main Pension Scheme booklet for details of these benefits). 

 
If I do not pay contributions will it affect my continuous service? 
 
Breaks in service do not affect the pension scheme, if you do not pay contributions, the 
period of unpaid leave will simply be ignored when assessing any benefits. 
 
Maternity/adoption leave does not constitute a break in employment for redundancy 
payment purposes. 
 
What happens to my pension should I return to work on a job share or part time basis? 
 
Your full time service will attract full time benefits, and whilst you work part time, service will 
be credited on a pro-rata basis. 
 
What happens to my pension rights if I leave work? 
 

You should consider fully the options available should you decide not to return to work and 
the implications of any decision you make: 
 
If you have 2 or more years of service you have an entitlement to ‘index linked’ deferred 
benefits. 
 
Should you return to pensionable local government employment, regardless of the length of 
the break in employment, you will be able to give up your deferred benefits and count 
previous service in your new employment. 
 
Should you return to employment outside of local government, but within another public 
service e.g. Civil Service, NHS etc., you should be able to transfer your years of 
pensionable employment to your new scheme.  You should check the individual scheme for 
full details, but the overall value of the benefits package should be the same. 
 
If you do not return to either local government or public service employment, you may take a 
cash equivalent transfer value to any approved occupational pension scheme.  You may not 
receive year for year service credit in these circumstances. 
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Should you take a cash equivalent transfer and subsequently return to public service 
employment, you will be charged the full market rate for purchasing service credits should 
you transfer the value of your pension plan to a public service scheme.  It is important to 
note that this is not just a simple matter of reinstating your service, and depending upon 
how your personal pension has performed, may result in the loss of a sizeable period of 
service. 
 

Before making any decisions regarding transfer of pension rights, you should ensure 

you are aware of all the implications, particularly in respect of returning to work at a 

future date. 

 
Should you need further information or clarification on pension matters you should contact 
the Pensions Section at Northumberland County Council. 
 

Please note:  This section gives general advice and nothing in this document can override 
the statutory provisions of the Scheme. 
 

35. General Questions 
 
Can I return to work part time or job share after my maternity/adoption leave? 
 
Although there is no automatic right to return on a part time or job share basis, all requests 
will be given proper consideration.   
 
If you are considering returning to work on a flexible basis you should read the guidance in 
the Worklife Balance Policy available on Sharepoint.  It is advisable to discuss your 
proposals with your manager as early as possible.  This will allow more time to make the 
necessary arrangements to accommodate your request.  You may apply before you begin 
your leave, although it is advisable to confirm the arrangement during your leave in case 
circumstances force you to change your mind.     
 
All applications for flexible working, should be made to your manager, in writing and as per 
the policy, as soon as practicable.    
 
Will returning part time or as a job sharer affect my maternity/adoption leave pay? 
 
Provided that your part time arrangement does not begin until you return to work, your pay 
will not be affected.  You will still be required to return to work no later than 52 weeks from 
the commencement of your leave for at least three months. 
 
What happens if my baby is born prematurely? 
 
If your baby is born before or during the QW you will be taken as satisfying the continuous 
employment rule if you would have done so but for the premature birth. 
 
What if my baby is stillborn? 
 

If your baby is stillborn after the start of the 25
th

 week of your pregnancy you will qualify for 
full entitlement to maternity pay and leave. 
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If you baby is stillborn earlier than the 25
th

 week of your pregnancy you will not be eligible 
for maternity leave or pay.  However, you will not be required to return to work for the first 
four weeks after the birth (and if you are unfit to return to work after that period you will be 
considered to be absent due to illness).  Normal sick pay arrangements will apply in these 
situations. 
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36. Sources of Advice 
 
Should you have any further queries you should contact your manager or the HR Officer.  
You can also discuss any concerns with your GP or midwife.  The Occupational Health 
nurse is also available to talk through any worries which you might have. 
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Appendix 1 

Form NPA/MAT1 

NORTHUMBERLAND NATIONAL PARK AUTHORITY 

Maternity Notification 
 

This form should be completed by all pregnant employees who have not less than 1 year’s continuous local 

government service at the beginning of the 11
th

 week before the expected week of childbirth.  Please 
read the relevant sections of the maternity pack before you complete this form. 
 

Name:  

Place of work:  

 

Section A (to be completed if you DO NOT intend to return to work) 

 

I do not wish to return to work and understand that as a consequence I have no entitlement to any payment 
other than my entitlement to six weeks at 9/10ths pay plus SMP where this is payable. 
 

My baby is due on:  

I intend to begin my maternity leave on:  

 

Signed:  Date:  

 

Section B  (to be completed if you DO intend to return to work) 

 
I intend to return to work for at least 3 months following my maternity leave, in accordance with my conditions of 
service. 
 

My baby is due on:  

I intend to begin my maternity leave on:  

 (This date must be within 11 weeks of the expected date of 

childbirth)  

 
I authorise my employer to pay Occupational Maternity Pay due to me after the first 6 weeks of maternity 
leave (i.e. 12 weeks at ½ pay, based on the promise to return to work), as indicated below: 

1  Each pay period (monthly/weekly)* 

2  As one lump sum upon my return to work* 

3  My manager has agreed the following: (insert required payment period/method)* 

 
I am aware that should I fail to return to work or return and subsequently leave within 3 months, I will be required 
to refund the 12 weeks half pay. 
 

Signed:  Date:  
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NOTES 

 

 

 
This form should be completed and returned to the HR Officer by the end of 
the 15

th
 week before the expected date of childbirth.  At least 28 days notice 

should be given of any changes to this information e.g. a change to the day 
you intend to begin your leave.  
   
If you have not already done so you should submit a certificate of your 
expected date of childbirth (MAT B1) when you return this form to the HR 
Officer 
 
If you have indicated that it is your intention to return to work, you will be 
expected to return at the end of you leave entitlement which is 52 weeks from 
the beginning of your leave.  The HR Officer will write to you to confirm receipt 
of this form and will notify you of the date you are expected to return. 
 
Notice to return will only be required if you wish to return before the end of the 
period notified to you by the HR Officer i.e. before the 52

nd
 week.   The notice 

period in these circumstances must be at least eight weeks before the 
proposed return date.   
 
If you attempt to return before the end of your leave entitlement without giving 
the appropriate notice, you return may be postponed to a date which will 
secure eight weeks notice of return to the end of the period of entitlement. 
 
If you fail to return to work after your maternity leave for a period of 3 months, 
you will be required to repay 12 weeks half pay if this has already been paid 
to you. 
 
Half pay will be paid as it accrues in each pay period. 
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Appendix 2 

Form NPA/MAT2 

NORTHUMBERLAND NATIONAL PARK AUTHORITY 

 

Maternity Notification 

 
 

This form should be completed by all pregnant employees who have less than 1 year’s continuous local 

government service at the beginning of the 11
th

 week before the expected week of childbirth.  Please 
read the relevant sections of the maternity pack before you complete this form. 

 
 

Name:  

Place of work:  

 

My baby is due on:  

I intend to begin my maternity leave on:  

 

Signed:  Date:  

 
Although it is not essential at this point that you declare your intention to return to work, it would be helpful for 
planning purposes if you could indicate whether or not you intend to return. 
 

I do / do not * intend to return to work after maternity leave.     *  delete as appropriate  
 

 

Note: 
 
1 You may be entitled to SMP or Maternity Allowance.  Contact Jobcentre Plus for further details. 
 
2 Please ensure that this form is returned no later than the end of the 15

th
 week before the expected date 

of childbirth   At least 28 days notice should be given of any changes to this information e.g. a change to 
the day you intend to begin your leave.  

 
3 If you have not already done so, you should submit a certificate of expected date of childbirth (MAT B1) 

with this form.  
 
4 If you intend to return to work earlier than the end of the 52 week maternity leave period you must give 

at least eight weeks written notification of the date on which you intend to return.    
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Appendix 3 

Form NPA/MAT4 

NORTHUMBERLAND NATIONAL PARK AUTHORITY 

 

THE LOCAL GOVERNMENT PENSION SCHEME 

 

Election to pay contributions in respect of unpaid period of maternity/adoption leave. 
 
I hereby elect to pay pension contributions in respect of my unpaid period of maternity/adoption leave.  I wish to 
pay these contributions as follows: 
 
1 As a lump sum * 
2 As a deduction from my salary over a period equal to my unpaid period of maternity/adoption 

leave * 
 * Please delete as appropriate 

 
 

Signed:  

Date:  

Name (please print):  

Department:  

Workplace:  

Payroll Number:  

 
 
Please return this form to the HR Officer. 
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Appendix 4 

Draft letter acknowledging employee’s intentions 

 

Dear [name of employee] 
 

Maternity Leave 

 

Thank you for informing me of your pregnancy and forwarding form MATB1 which confirms 
the date your baby is due.  In accordance with the statutory and contractual maternity leave 
schemes I am writing to you about your proposed maternity leave.  
 
You have informed me that you would like to commence maternity leave on [insert date].   
 
You should note that if you want to change this date you must notify me at least 28 days in 
advance, before the new intended start date.  
 

You will be aware that you are eligible for 52 weeks Statutory Maternity Leave, this includes 
26 weeks Ordinary Maternity Leave and 26 weeks Additional Maternity leave.   
 
Payment during your leave will be made in accordance with your conditions of service and 
the statutory maternity leave scheme which is outlined in the Authority’s Maternity Leave 
policy.   
 

You have indicated that you intend to return to work and I will expect that you return at the 
end of your full leave entitlement.  Given your chosen start date, this will be (insert date - 52 
weeks].  If you wish to return to work before this date you must give at least eight weeks 
notice of your new intended return date.  If you do not give this notice, your return may be 
postponed to allow eight weeks notice to elapse, or the end of you leave entitlement 
whichever is the earlier. 
 

Or 
 

You have indicated that you do not intend to return to work and therefore your last day of 
service with the Authority will be [insert date – 52 weeks) after commencement of leave], 
which assumes that your leave commences on the date above. Obviously if your maternity 
leave commences on a different date to that you have indicated, your last day of service will 
change accordingly.   
 
You and your manager will need to maintain reasonable contact throughout your maternity 
leave period and therefore you should discuss how this is best done before you start your 
maternity leave.  In addition you may carry out up to 10 days of work during your leave.  
There is no requirement for you to do this work but it may be useful for you to keep in touch 
or use these days to attend training courses if necessary.  This work will not affect your 
SMP.  Keeping in Touch (KIT) days will be paid at the normal daily rate. 
 

If there is anything else you wish to discuss regarding your maternity leave, please do not 
hesitate to contact me. 
 

Yours sincerely    

 


