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  INTRODUCTION 

1.1  This policy sets out the rights and responsibilities for Wickersley Partnership Trust   
 (hereafter referred to as WPT) and employees who are eligible for Statutory Paternity  
 Leave. You may also be entitled to Shared Parental Leave and should refer to the policy  
 to check eligibility.

1.2  The policy applies to all WPT employees on permanent, temporary and fixed term   
 contracts. 
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  ELIGIBILITY 

To be eligible for Statutory Paternity Leave you must:

• have or expect to have responsibility for the child’s upbringing 
• are the biological father of the child or the mother’s husband or partner (including same sex 

relationships) and 
• have twenty-six weeks continuous service from the fifteenth week before the baby is due or 

the end of the week in which the child’s adopter is notified of being matched with the child
• give the correct notice; twenty-eight days’ notice 

2.0

     

  LEAVE ENTITLEMENT

3.1  The entitlement is an allowance of up to two weeks’ Statutory Paternity Leave (subject  
 to eligibility as outlined above). The employee should provide a copy of the MAT B1 or  
 birth certificate confirming the date of birth/expected date of birth; or a copy of the   
 matching certificate.

3.2  You cannot take Statutory Paternity Leave before the baby is born/ or placed for   
 adopters. Statutory Paternity Leave must be taken within eight weeks of the actual birth/ 
 placement or, if the child is born early, within the period from the actual date of birth up  
 to eight weeks after the first day of the week in which the birth was expected. 

3.3  You must take Statutory Paternity Leave in a one or two week blocks, and not in odd   
 days. The week can start on any day of the week, e.g. from Tuesday to Monday.

3.0
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  LEAVE ENTITLEMENT

4.1  To qualify for Statutory Paternity Leave with pay, you must have at the fifteenth week  
 before the Expected Week of Confinement (EWC);

• At least twenty-six weeks continuous service (by the end of the qualifying week)
• Give twenty-eight days’ notice of your intention to take Statutory Paternity Leave 
• Have average weekly earnings above the National Insurance Lower Earnings Limit 

(LEL) and
• Remain in continuous employment from the end of the fifteenth week before the 

EWC to the date of the baby’s birth.

4.2  All eligible staff are entitled to their normal rate of pay for Week 1.  If staff choose to   
 take a further week, this is paid at the lower SMP rate which changes regularly. For   
 further information visit https://www.gov.uk/paternity-pay-leave/pay
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  REQUESTS

In order to request Statutory Paternity Leave you should complete the Paternity Leave Request 
Form (Appendix A) and give it to your Headteacher who will arrange for the request to be 
processed.  This form should be completed within twenty-eight days’ notice, as at the fifteenth 
week before the expected week of confinement.

Any time off to attend antenatal appointments will be at the discretion of the Headteacher.

This policy links with our policy on:

• Shared Parental Leave
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Appendix A
Statutory Paternity Leave Request Form 

EMPLOYEE DETAILS  

Surname Forename (s)

Continuous Service 
Date: Post Title

School Name: Contact Tel Number:

PATERNITY LEAVE REQUEST

The baby is due on / expected to be placed on:

Date of actual birth / placement (if early or 
already born/matched):

MATB1 or Birth Certificate provided:

Start and End Date of Paternity leave request: 
(Statutory Paternity Leave must be taken in one 
or two week blocks, which must be within eight 

weeks of the birth. You cannot take paternity 
leave before the baby is born)

Teaching Staff Only:  3 days paid leave
(include date to and from)



DECLARATION   

I have read the Paternity Leave Policy and accept the terms contained within them.  I declare that:

• I am the baby’s biological father, or married to the mother, or living with the mother;
• I have responsibility for the child’s upbringing;
• I have 26 weeks continuous service from the 15th week before the baby is due or the end of the 

week in which the child’s adopter is notified of being matched;
• I have average weekly earnings above the NI Lower earnings Limit (LEL)
• I will take time off work to support the mother or care for the child;
• I have given 28 days’ notice 
• The information I have provided is correct.

Signed:

Date:

Headteacher Signature:

Headteacher and employee to keep one copy each.  A scanned copy should be sent to the 
Schools HR Provider for processing and employees file.


