& @5 n Christ Church Community Centre
35“‘133 Trl p I e ‘ Sedgemoor Road
& % .
S .( % ] Liverpool
Compassion (LIVGI'pOOl) L11 3BR

0151 226 2992
info@triplecliverpool.org

PATERNITY LEAVE POLICY

Policy Adopted August 2009
Last Reviewed May 2022
Next Review Due March 2025

New Policy adopted September 2025

Date Reviewed Reviewed by Approved by Date Accepted by Trustees
03/05/2022 Operations Manager | Policy Review Committee 16/05/2022
13/07/2025 Helen Edwards Policy Review Committee November 2025

Triple C (Liverpool) Paternity Leave Policy |
Registered Charity | 118424 & Company Limited by Guarantee 05384480
Policy Adopted: May 2022, Last Reviewed September 2025, Next review scheduled: May 2028



mailto:info@triplecliverpool.org

Introduction

It is the policy of Triple C (Liverpool), hereafter referred to as Triple C, to ensure that as far as
possible our employees are able to combine their career and family responsibilities. We recognise that
parenthood brings additional responsibilities.

Triple C endeavours to provide help and assistance to employees who wish to use their right to take
paternity leave. This policy outlines paternity leave entitlements and how employees should arrange this
period of leave.

Eligibility
Paternity leave following the birth of a child
You will meet the eligibility criteria’ for paternity leave if you:
e are the child’s father, the mother’s husband or partner or one partner in a couple who are

both entitled to apply for, and propose to apply for, a parental order for the child

e have been employed and performed work for your employer for a minimum period of 26
weeks by the end of the |5th week before the Expected Week of Childbirth (EWWC)

e will be or expect to be responsible for the child’s upbringing, where you are the father, or
expect to be mainly responsible for the child’s upbringing where you are the mother’s
husband or partner but not the father of the child

e have given the required notice of your intention to take leave

e have not previously taken shared parental leave for the same child
Paternity leave following adoption
You will be eligible for paternity leave and pay on the adoption of a child if you:

e will be or expect to be mainly responsible for the child’s upbringing
e are married to the child’s adopter or the partner of the child’s adopter

e have been employed and performed work for your employer for a minimum period of 26
weeks by the end of the week the matching notification is given to the child’s adopter

e have given the required notice of your intention to take leave and, where requested, have
provided evidence

e have not previously taken shared parental leave for the same child
When does paternity leave start?

Paternity leave lasts for a fixed period of up to two consecutive weeks. You may not take individual days
or separate weeks as paternity leave. Leave can be chosen to start:

e from the birth date or date of adoption (whether this date is sooner or later than
anticipated) or

e on a specific day after the birth date or date of adoption (whether this day is sooner or later
than anticipated) or

e from a specific date that is after the first day of the EWC (in birth cases and not adoption) or

e on a specific date, arranged in advance, that is after the expected placement date (in adoption
cases)

If the child is born earlier than expected before the EWC, paternity leave must be taken:

e within a period of 56 days from that date or

e within a period of 56 days from the child’s actual birth date
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If the same pregnancy results in more than one child being born, or more than one child is adopted in
the same arrangement, the entitlement to paternity leave does not increase and only one period of leave
can be taken.

Notification requirements
Paternity leave following the birth of a child

Unless not reasonably practicable, your intention to utilise a period of paternity leave must be notified
to us during or before the |5th week before the EWC. The Operations Manager must be informed, in
writing, of:

e the anticipated week of birth

e the date you wish the leave to begin
As soon as reasonably practicable after birth, you must notify us of the actual date of birth in writing.

A signed declaration stating you intend to utilise a period of paternity leave to care for a child or
provide support to the mother of the child and that you meet the eligibility criteria for the leave may be
requested. Where requested, this should be provided to the Operations Manager.

If you wish to change the date of your paternity leave after giving notice, you must provide an additional
written notice requesting a variation to the leave. This notice must be provided at least 28 days in
advance of the new start date of the leave period.

Paternity leave following the adoption of a child

Unless not reasonably practicable, your intention to utilise a period of paternity leave must be notified
to us within seven days of the date the matching notification is given to the child’s adopter. Where this
is not reasonably practicable, the notification must be provided to us as soon as possible. Your manager
must be informed, in writing, of:

e the date the matching notification was given to the child’s adopter

e the expected date of placement

e whether you intend to use one or two weeks leave

e the date you wish the leave to begin
Paternity pay

You may be entitled to receive Statutory Paternity Pay (SPP) for the period of paternity leave. SPP is
paid at a specific rate set by the government each tax year, or at 90 per cent of your average weekly
earnings during the relevant period, whichever is lower. For details of the current SPP rate, check on

https://www.gov.uk/paternity-pay-leave/pay

In order to meet the eligibility criteria for SPP, average weekly earnings for the relevant period must be
equal to or higher than the specific lower earnings limit set by the government each tax year.

The relevant period is:

e the period of eight weeks which ends immediately before the |4th week before the EWC (in
birth cases) or

e the period of eight weeks which ends immediately before the week where the matching
notification was given to the child’s adopter (in adoption cases)

Dependent on your individual circumstances, you may be entitled to receive additional financial support.
You should visit your local social security office (Department for Work and Pensions) to receive further
information on this.
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Contractual benefits

Whilst on paternity leave, you continue to be entitled to receive your normal terms and conditions of
employment, other than wages or salary (unless expressly stated otherwise in your employment
contract). You may be entitled to receive payment of statutory paternity pay for this period, as set out
above.

Your contract of employment continues during paternity leave. As such, any contractual obligations
continue to apply during your leave, and you remain bound by these.

Returning to work

Following two weeks’ paternity leave, you have the right to come back to the same job role. The act of
requesting or taking paternity leave will not cause you to suffer any disadvantage in the workplace.

If you wish to change your working hours following paternity leave, we will consider each request on its
individual facts. The Operations Manager will fully consider your request and aim, wherever possible, to
accommodate the change. The parish needs will be assessed as part of this consideration and requests
may be turned down where there is a valid charity reason to do so. Requests should be submitted as far
in advance as possible to allow the full consideration process to take place as early as possible.

You should discuss with the Operations Manager, as early as possible, when you are planning on not
returning to work. Resignation should be notified to the Operations Manager, in writing, as set out in
your employment contract. Following notification of your resignation, our agreement is needed to
withdraw this. Any payments of statutory paternity pay will not be altered by your resignation.

Shared parental leave

Following paternity leave, you may be entitled to take further periods of leave under the shared parental
leave scheme. Full details on shared parental leave, including how to apply, can be found in the Shared
Parental Leave policy.

Once a period of shared parental leave has been taken in respect of a child, paternity leave cannot be
taken for the same child.

i Paternity pay and leave: Eligibility - GOV.UK
Eligibility
You must be taking time off to look after the child and be one of the following:
e the father
e the husband or partner of the mother (or adopter) - this includes same-sex partners
e the child’s adopter
e theintended parent (if you're having a baby through a surrogacy arrangement)
There are extra conditions you need to meet to qualify for leave and pay.
You cannot get Paternity Pay and Leave if you’ve taken paid time off to attend adoption appointments.
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