NHS

Cambridgeshire and

Peterborough
NHS Foundation Trust

New Parents Policy

Version 2.5, May 2026
Reference: HR85

/Docu ment Owner: Associate Director Prepared by: HR Operations \
People Services
Version Number: 2.5 Effective Date: June 2026
First Published: November 2019 Next Review Date: March 2028

Date of ratification (PCC): 2 June 2026

- J




Contents

WHAT IS A PEOPLE POLICY

WHAT THIS POLICY COVERS

WHY WE HAVE THIS POLICY

HOW THIS POLICY REFLECTS OUR CULTURE AND PRIDE VALUES

HOW DO WE KNOW THIS POLICY TREATS PEOPLE FAIRLY?

HOW THIS POLICY WORKS IN PRACTICE

RESPONSIBILITIES

MATERNITY LEAVE AND PAY
Statutory Maternity Leave
Maternity Allowance

Statutory Maternity Pay (SMP)
Occupational Maternity Pay (OMP)
Calculation of Maternity Pay
Maternity Leave Notification Form
Commencement of Maternity Leave
Sickness prior to childbirth

Pre-term birth

Miscarriage

Health and Safety pre and post birth

Antenatal Care

SHARED PARENTAL LEAVE AND PAY
Shared Parental Leave
Shared Pay

Maternity Allowance

Statutory Shared Parental Pay (ShPP)

10

10

10

10

11

11

11

12

12

12



Occupational Shared Parental Pay (OShPP)

Calculation of Shared Parental Pay

Applying for Shared Parental Leave

Booking and varying Shared Parental Leave Shared Parental Leave

Confirming Shared Parental Leave and Pay

NEW PARENT SUPPORT (PATERNITY) LEAVE AND PAY
New Parent Support (Paternity) Leave

Eligibility for New Parent Support Pay

Statutory New Parent Support Pay

Occupational New Parent Support Pay

Calculation of New Parent Support Pay

New Parent Support Leave Notification Form

Antenatal Care

BEREAVED PARTNER’S PATERNITY LEAVE
Eligibility for New Parent Support Pay

KIT Days

ADOPTION LEAVE & PAY
Statutory Adoption Leave
Statutory Adoption Pay (SAP)
Occupational Adoption Pay (OAP)
Calculation of Adoption Pay
Adoption Leave Notification Form
Fostering for Adoption

Overseas Adoption

Adoption Disruption

Pre-adoption Meetings

KINSHIP LEAVE & PAY

Kinship Care Leave

12

13

14

14

15

15

15

16

16

16

16

16

17

17

17

17

17

17

17

18

18

19

19

19

20

20

20

20



Kinship Pay 20

Calculation of Kinship Pay 21
Kinship Leave Notification Form 21
Kinship Meetings 22
FOSTERING 22
FERTILITY TREATMENT 22
NEONATAL CARE LEAVE AND PAY 22
Neonatal Care Leave 22
Eligibility 22
Taking leave whilst baby is in neonatal care or in the first week after (Tier 1) 23
Taking leave and pay more than a week after baby has left neonatal care (Tier 2) Error! Bookmark not defined.
Employees already taking maternity or adoption leave 24
Employees taking Shared Parental Leave or Statutory Paternity Leave 24
Cancelling Neonatal Care Leave and Neonatal Care Pay 24
KEEPING IN TOUCH — MATERNITY, ADOPTION, KINSHIP OR SHARED PARENTAL LEAVE 24
Maternity, Adoption and Kinship KIT Days 25
Shared Parental Leave SPLIiT Days 25
Payment for KIT / SPLIT Days 25
RETURNING TO WORK 25
Annual Leave And Bank Holidays 25
Flexible Working Arrangements 26
Sickness Following Maternity, Adoption, Kinship Or Shared Parental Leave 26
Breastfeeding/Chestfeeding 26
Failure To Return To Work 27
EMPLOYEES NOT RETURNING TO NHS EMPLOYMENT 27
FIXED TERM OR TRAINING CONTRACTS 27

Rotational Training Contracts 28




PAY PROGRESSION 28

CONTINUOUS SERVICE 28
EMPLOYEES WITH LESS THAN 12 MONTHS CONTINUOUS SERVICE 29
APPENDIX 1: ENTITLEMENT TO STATUTORY AND OCCUPATIONAL MATERNITY LEAVE AND PAY 30
APPENDIX 2: ENTITLEMENT TO STATUTORY AND OCCUPATIONAL SHARED PARENTAL LEAVE AND PAY 31
APPENDIX 3: ENTITLEMENT TO STATUTORY AND OCCUPATIONAL ADOPTION LEAVE AND PAY 32

APPENDIX 4: ENTITLEMENT TO STATUTORY AND OCCUPATIONAL NEW PARENT SUPPORT LEAVE (PATERNITY)
AND PAY 33

APPENDIX 5: EQUALITY AND DIVERSITY IMPACT ASSESSMENT 34




What is a people policy
A people policy provides advice and guidance on what is expected from you, and how you can expect to be
treated. It also sets out the support that is available to you and how you can access it.

What this policy covers

This policy outlines the entitlements for prospective and new parents at Cambridgeshire and Peterborough
NHS Foundation Trust (CPFT) (hereby known as ‘The Trust’ or ‘The Employer’). The policy incorporates all
statutory rights for employees as provided for in employment legislation and under Agenda for Change Terms
and Conditions of Employment.

Why we have this policy

The Trust recognises the importance of an employee’s family commitments and is committed to supporting
prospective and new parents throughout their journey.

How this policy reflects our culture and PRIDE values

We want Cambridgeshire and Peterborough NHS Foundation Trust to be a place where everyone feels safe
and supported at work. Our people policies are written with reference to our Trust PRIDE Values.

In 2024 we were proud to introduce our Trust Behavioural Framework which supports us all, wherever we
are in the organisation and whatever our role, to live our values.

Our Behaviours Booklet sets out in full the behaviours that staff have told us they don’t want to see and
those they expect to see from each other and have modelled for us to be the best Trust we can together.

PROFESSIONALISM INNOVATION DIGNITY

How do we know this policy treats people fairly?

Whenever we write a policy, we do an ‘equality impact assessment’ (EIA) to ensure it treats everyone fairly,
and it does not disadvantage or discriminate against anyone or any protected group.

We also review our policies regularly to see how we are doing. This includes listening to colleagues’ views
and reviewing information about how the policy works in practice.

How this policy works in practice

This policy applies to employees of the Trust, excluding: -

v" Resident Doctors (please refer to General Maternity Guidance for rotational Resident Doctors)
v' Temporary Staffing (Bank Workers)



https://www.intranet.cpft.nhs.uk/download/final-behaviours-booklet-nov-2024-v1-signaturespdf.pdf?ver=16482&doc=docm93jijm4n10293.pdf

RESPONSIBILITIES

Employees are responsible for:

v' Employees are expected to comply with the terms and timescales
of this New Parents Policy and complete the relevant application INHS|
forms/documentation, including registering with the ESR Self
Service Portal and the Payroll Self-Service Portal to obtain payslip
information during leave periods and in respect of employees on
Maternity Leave, a breakdown of Maternity Pay Entitlements.

Line managers are responsible for:

/ezof/& /gom(lre,
v Ensuring that the appropriate New Parents processes are followed We are
(Please refer to the relevant New Parent’s Pay and Leave Section’s a team

in this New Parents Policy) and ensure the appropriate forms are

completed and submitted in a timely manner to commence
Maternity, Adoption, Kinship, Shared Parental Leave and New Parent Leave (Paternity).

v Ensuring that the appropriate New Parents processes are followed and completed in a timely manner
to return an employee from Maternity, Adoption, Kinship, Shared Parental Leave and New Parent
Leave (Paternity).

v" Conducting risk assessments during the pregnancy of the employee and upon the employees return
to work, if applicable.

v' Considering what action, if any, is to be taken to cover the leave period of Maternity, Adoption,
Kinship, Shared Parental Leave and New Parent Leave (Paternity) in line with the Trust Recruitment

and Selection Policy.




MATERNITY LEAVE AND PAY

Statutory Maternity Leave

All pregnant employees, regardless of gender identity or sexual orientation, surrogate parents, and parents
through IVF, regardless of their length of service, part-time or full-time status, are entitled to take up to 52
weeks Statutory Maternity Leave, which includes 2 weeks of Compulsory Maternity Leave.

During a period of Maternity Leave, the contract of employment continues, unless it is ended by
resignation or dismissal and the employee is entitled to receive all contractual benefits except
remuneration.

Maternity Allowance

Employees with 0 to 26 weeks continuous service by the 15" week before Expected Week of Childbirth
(EWC) will have no entitlement to Statutory Maternity Pay (SMP) through the Trust, see Appendix 1:
Entitlement To Statutory and Occupational Maternity Leave and Pay, but they may be entitled to Maternity
Allowance through the Department for Work and Pensions.

Statutory Maternity Pay (SMP)

Employees with 26 to 52 weeks continuous service by the 11" week before Expected Week of Childbirth
(EWC) will have entitlement to Statutory Maternity Pay (SMP) through the Trust, see Appendix 1:
Entitlement To Statutory and Occupational Maternity Leave and Pay.

Occupational Maternity Pay (OMP)

Those employees with 12 month continuous service by the 11 week before Expected Week of Childbirth
(EWC) will have entitlement to Occupational Maternity Pay (OMP), see Appendix 1: Entitlement To
Statutory and Occupational Maternity Leave and Pay. They must notify their Line Manager in writing before
the end of the 15" week before the Expected Week of Childbirth (EWC) or, if this is not possible, as soon as
is reasonably practicable thereafter of their intention to take Maternity Leave and the date they wish to
start their Maternity Leave. In addition, they must:

v" Confirm that they intend to return to work with the same or another NHS employer for a minimum
period of 3 months after their Maternity Leave has ended
v Provide a MATB1 form from their Midwife or GP giving the Expected Week of Childbirth (EWC)

Where an employee intends to return to work the amount of OMP receivable, if eligible, is as follows:

v’ for the first eight weeks of absence the employee will receive full pay, less any Statutory Maternity
Pay or Maternity Allowance receivable

v for the next 18 weeks the employee will receive half of full pay, plus any Statutory Maternity Pay or
Maternity Allowance (if applicable) receivable, providing the total receivable does not exceed full
pay

v’ for the next 13 weeks, the employee will receive any Statutory Maternity Pay or Maternity
Allowance (if applicable) that they are entitled to under the statutory scheme

v’ for the final 13 weeks, the employee will receive no pay

OMP, if eligible, may be paid in different ways. For example, a combination of full pay and half pay or a fixed
amount spread equally over the Maternity Leave period. An employee will need to specify this on the
Maternity Leave Notification Form submitted with their MATB1 form to their Line Manager. Where OMP
has been paid in a different way, and the employee subsequently chooses to access SHARED PARENTAL



https://www.gov.uk/maternity-allowance
https://www.gov.uk/maternity-allowance
https://www.intranet.cpft.nhs.uk/download/maternity-leave-notification-form.doc?ver=16970&doc=docm93jijm4n7394.doc

LEAVE AND PAY, Payroll may need to recalculate payments to ensure that there has not been any over or
underpayment of entitlements.

Calculation of Maternity Pay

Full pay will be calculated using the average weekly earnings rules used for calculating Statutory Maternity
Pay (SMP) entitlements, which are weeks 17-25 of pregnancy (8-week period, 15 weeks prior to the
Expected Week of Childbirth (EWC). This is subject to the following:

v’ in the event of a pay award or move to a higher pay point being implemented before the paid
Maternity Leave period begins, the Maternity Pay should be calculated as though the pay award or
new pay point had been in effect throughout the entire calculation period

v in the event of a pay award or move to a higher pay point being implemented during the paid
Maternity Leave period, the Maternity Pay due from the date of the pay award or new pay point
should be increased accordingly

v’ in the case of an employee on half or unpaid sick absence during the whole or part of the period
used for calculating average weekly earnings, average weekly earnings for the period of sick
absence shall be calculated on the basis of notional full sick pay

Maternity Leave Notification Form

Employees can choose when to start their Maternity Leave, this can usually be any date from the beginning
of the 11th week before the baby is born. They must notify their Line Manager in writing before the end of
the 15th week before the Expected Week of Childbirth (EWC) or, if this is not possible, as soon as is
reasonably practicable thereafter of their intention to take Maternity Leave and the date they wish to start
their Maternity Leave.

Following notification, the Line Manager will meet with the employee to:

v Obtain the Maternity Leave Notification Form.

Obtain the MATB1.

Agree how any accrued annual leave will be taken prior to the Maternity Leave

Agree the annual leave which will be accrued during Maternity Leave which must be taken prior to
the employee physically returning to work. See Annual Leave and Bank Holidays.

ANERNERN

After the meeting has taken place (and if there are changes in respect of the Maternity Leave start date),
the Line Manager will need to:

v/ Write to the employee and confirm their expected return date, based on their 52 weeks paid and
unpaid leave entitlement or the date that has been given by the employee if this is before the end
of the 52 weeks paid and unpaid leave; and

v the need for the employee to give at least 28 days’ notice if they wish to return to work before the
expected return date.

v" Submit the Maternity Leave Notification Form and MATB1 to the Workforce Information team which
will be submitted to Payroll for processing.

Commencement of Maternity Leave

An employee may begin their Maternity Leave at any time after 11 weeks before the Expected Week of
Childbirth (EWC), provided they give the required notice. If the employee subsequently wants to change
the date from which they wish their leave to start, they should notify their Line Manager at least 28 days
beforehand (or, if this is not possible, as soon as is reasonably practicable beforehand). An updated
Maternity Leave Notification Form will need to be completed by the employee and submitted to their Line



https://www.intranet.cpft.nhs.uk/download/maternity-leave-notification-form.doc?ver=16970&doc=docm93jijm4n7394.doc
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Manager. The Line Manager will then need to submit the updated form, and a further copy of the MATB1,
to the Workforce Information team.

Sickness prior to childbirth

If an employee is off work ill, or becomes ill, with a pregnancy-related iliness during the last 4 weeks before
the Expected Week of Childbirth (EWC), Maternity Leave will normally commence at the beginning of the
4t week before the EWC or the beginning of the next week after the employee last worked, whichever is
the later. Absence prior to the last 4 weeks, before the EWC, shall be treated as normal sickness absence
for pay purposes.

Pregnancy-related absence should be recorded separately from other sickness absence and these absences
should not count towards any review or trigger points as part of the Supporting Attendance Policy.

Odd days of pregnancy-related iliness during this period (during the last 4 weeks before the EWC) may be
disregarded, if the employee wishes to continue working until the Maternity Leave start date previously
notified to their Line Manager.

Pre-term birth

Where an employee’s baby is born prematurely, the employee will be entitled to the same amount of
Maternity Leave and Pay as if their baby was born at full term:

v' Where an employee’s baby is born before the 11" week before the Expected Week of Childbirth
(EWC) and the employee has worked during the actual week of childbirth, Maternity Leave will start
on the first day of the employee’s absence

v" Where an employee’s baby is born before the 11th week before the EWC and the employee has
been absent from work on certified sickness absence during the actual week of childbirth,
Maternity Leave will start the day after the day of birth

See also NEONATAL CARE LEAVE AND PAY.
Still Birth

In the event where an employee’s baby is stillborn after the end of the 24" week of pregnancy, the
employee will be entitled to Maternity Leave and Pay, dependent on eligibility. Employees will be
supported to access all support mechanisms including the Staff Wellbeing Service and Line Managers can
refer to Occupational Health during this difficult time.

Miscarriage

In the event where an employee has a miscarriage, before the start of the 25™ week of pregnancy, normal
sickness absence and provisions will apply. Employees will be supported to access all support mechanisms
including the Staff Wellbeing Service and Line Managers can refer to Occupational Health during this
difficult time.

Absence relating to miscarriage should be recorded separately from other sickness absence and these
absences should not count towards any review or trigger points as part of the Supporting Attendance
Policy.

Health and Safety pre and post birth

Where an employee is pregnant, has recently given birth or is breastfeeding/chestfeeding, the Line
Manager will conduct a risk assessment in line with the Trust guidance. If the employee or the child would
be put at risk if they continued with their normal duties then suitable alternative work, for which the
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employee will receive their normal rate of pay, will be sought by their Line Manager. Where it is not
reasonably practicable to offer suitable alternative work, the employee should be suspended on full pay.

Antenatal Care

Pregnant employees have the right to paid time off for antenatal care. Antenatal care includes relaxation
and parent-craft classes as well as appointments for antenatal care.

The pregnant employee’s partner will be entitled to unpaid leave to attend 2 antenatal appointments up
to a maximum of seven and a half hours per appointment. The pregnant employee’s partner includes a
spouse, civil partner (of either sex, regardless of gender or sexual orientation) or a person with whom they
are in a long-term relationship.

SHARED PARENTAL LEAVE AND PAY

Shared Parental Leave

An employee, regardless of gender identity or sexual orientation, surrogate parents, and parents through
IVF, regardless of their length of service, part-time or full-time status, are entitled to take up to 52 weeks
Shared Parental Leave, minus any Maternity or Adoption taken. Shared Parental Leave, and Pay if eligible,
can be taken at any time within 1 year from the birth or placement for adoption, providing 2 weeks’
compulsory Maternity or Adoption leave has been taken first

During a period of Shared Parental Leave, the contract of employment continues, unless it is ended by
resignation or dismissal and the employee is entitled to receive all contractual benefits except
remuneration.

The Trust’s Shared Parental Leave is a joint entitlement of a maximum of 52 weeks of leave. With a
maximum of 26 weeks being paid (if eligible), 13 weeks being statutory pay (if eligible) and 13 weeks being
unpaid. This is a maximum of 39 weeks paid (if eligible) and 13 weeks unpaid leave.

The maximum of 52 weeks leave entitlement is to be shared between both partners irrespective of
whether both partners are Trust employees, or whether one partner is employed by another organisation.

Both parents can take shared parental leave at the same time. They will use the joint entitlement of a
maximum of 52 weeks of leave between them. If both parents are taking shared parental leave at the same
time, the leave and pay entitlement will decrease for both of them out of the 52-week entitlement. For
example:

a) A Trust employee is looking to stay on shared parental leave for the full entitlement whilst their
partner wishes to join them on shared parental leave. Consequently, both parents will be off on
shared parental leave at the same time. This could look like, the Trust employee being on shared
parental leave for the first 10 weeks before the partner joins them on shared parental leave for 5
weeks. Both Trust employee and partner will be off on shared parental leave for 5 weeks at the same
time. This would be a total of 20 weeks (10 + 5 + 5) of shared parental leave entitlement taken over
a 15 week period (10 + 5). The remaining shared parental leave entitlement would be 32 weeks (52
weeks — 20 weeks). Pay would be similarly affected as out of the maximum of 39 weeks of paid
shared parental leave for eligible Trust employees, 20 weeks would have been taken over a 15 week
period. This would leave 19 weeks of paid shared parental leave (39 weeks — 20 weeks). The paid
element of the entitlement will only be paid to Trust employees. Non-Trust employees will not be




entitled to NHS paid Shared Parental Leave and will receive their relevant pay entitlement from their
employers

Shared Pay

The paid element of Shared Parental Leave will only be paid to Trust employees. Non-Trust employees will
not be entitled to NHS paid Shared Parental Leave and will receive their relevant pay entitlement from their
employers, if eligible. Trust employee’s Shared Parental Pay, if eligible, will be based on when they
commence their share of the Shared Parental Leave.

For example:

a) If a Trust employee takes over Shared Parental Leave from their partner after 20 weeks, they will be
entitled 6 weeks of full pay, 13 weeks of statutory pay and 13 weeks of unpaid leave. This is
irrespective of whether the partner taking the first 20 weeks of Shared Parental Leave is a Trust
employee or not. This is assuming the Trust employee meets the eligibility criteria.

b) A Trust employee takes the first 26 weeks of Shared Parental Leave. They will receive 26 weeks paid
Shared Parental Leave from the Trust. If the employees’ partner, who does not work for the Trust,
takes over their Shared Parental Leave from week 27, they will need to check with their employer to
see what paid entitlement they will be entitled. This is assuming the Trust employee meets the
eligibility criteria.

Maternity Allowance

Employees with 0 to 26 weeks continuous service by the 15" week before Expected Week of Childbirth
(EWC) will have no entitlement to Statutory Shared Parental Pay (ShPP) through the Trust, see Appendix 2:
Entitlement To Statutory and Occupational Shared Parental Leave and Pay but they may be entitled to
Maternity Allowance through the Department for Work and Pensions.

Statutory Shared Parental Pay (ShPP)

Employees with 26 to 52 weeks continuous service by the 11" week before Expected Week of Childbirth
(EWC) or the beginning of the week in which they are notified of being matched with a child for adoption
or by the 15th week before the baby’s due date if applying via a surrogacy arrangement, will have
entitlement to Statutory Shared Parental Pay (ShPP)through the Trust, see Appendix 2: Entitlement To
Statutory and Occupational Shared Parental Leave and Pay.

Eligible employees will be entitled to claim up to 37 weeks of Statutory Shared Parental Pay (ShPP), less any
weeks of Statutory Maternity Pay, Maternity Allowance or Statutory Adoption Pay that has already been
claimed by either partner. Statutory Shared Parental Pay can be claimed following the birth or placement of
the child, but not at the same time as the compulsory 2 weeks of leave following the birth or placement of
the child. of Statutory Shared Parental Pay is paid at a rate set by the government each year.

Occupational Shared Parental Pay (OShPP)

Those employees with 12 month continuous service by the 11" week before Expected Week of Childbirth
(EWC) or the beginning of the week in which they are notified of being matched with a child for adoption,
will have entitlement to Shared Parental Pay (OShPP), see Appendix 2: Entitlement To Statutory and
Occupational Shared Parental Leave and Pay. They must notify their Line Manager of their wish to take
Shared Parental Leave and provide a minimum of 8 weeks’ notice, through the submission of the
appropriate Notification/Curtailment forms to confirm:

v" Their intention to take Shared Parental Leave



https://www.gov.uk/maternity-allowance
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The date(s) they wish to access Shared Parental Leave (noting that 2 weeks Compulsory Maternity
or Adoption Leave must be taken by the bearing parent or primary adopter before they can access
shared parental leave)

That they intend to return to work with the same or another NHS employer for a minimum period
of 3 months after their Shared Parental Leave has ended

That the bearing parent or primary adopter has returned to work following Maternity or Adoption
Leave or has provided the binding notice confirming that they intend to bring their Maternity or
Adoption Leave and Pay entitlements to an early end

They confirm that the other parent meets the statutory “employment and earnings test” by being
an employed or self-employed earner in the UK for a total of 26 weeks (not necessarily
continuously) in the 66 weeks preceding the week the child is due to be born or matched for
Adoption. The individual must have earned at least an average of £30 (gross) a week in 13 of those
26 weeks (not necessarily continuously). This amount can be amended from time to time by the
Secretary of State.

Where an employee intends to return to work after a period of Shared Parental Leave, the maximum joint
entitlement of an eligible couple to Occupational Shared Parental Pay (OShPP) will be as set out below. The
maximum entitlement will only apply where either parent has not already received Statutory or
Occupational Maternity Pay, Maternity Allowance or Statutory or Occupational Adoption Pay in respect of
the child. Where such pay (excluding pay during the compulsory 2-week Maternity/Adoption Leave period)
has been received by either parent, the maximum joint entitlement set out below will reduce
proportionate to the amount of Maternity or Adoption pay which has either been taken and paid to either
parent or notified as intending to be taken by either parent.

v

v

v

v

for the first 6 weeks of absence the employee will receive full pay. Full pay is inclusive of any ShPP.
The total receivable cannot exceed full pay.

for the next 18 weeks of absence the employee will receive half of full pay plus any ShPP. The total
receivable cannot exceed full pay.

for the next 13 weeks, the employee will receive any ShPP that they are entitled to under the
statutory scheme.

for the final 13 weeks, the employee will receive no pay.

Calculation of Shared Parental Pay

Full pay will be calculated using the average weekly earnings rules used for calculating Statutory of Shared
Parental Pay (ShPP) entitlements. This is subject to the following:

v

in the event of a pay award or move to a higher pay point being implemented before the paid
Shared Parental Leave period begins, the Shared Parental Pay should be calculated as though the
pay award or new pay point had effect throughout the entire Statutory Shared Parental Pay
calculation period. If such a pay award was agreed retrospectively, the shared parental pay should
be re-calculated on the same basis.

in the event of a pay award or move to a higher pay point being implemented during the paid
Shared Parental Leave period, the Shared Parental Pay due from the date of the pay award or new
pay point should be increased accordingly. If such a pay award was agreed retrospectively the
Shared Parental Pay should be re-calculated on the same basis.

in the case of an employee on unpaid sick absence or on sick absence attracting half pay during the
whole or part of the period used for calculating average weekly earnings, in accordance with the




earnings rules for Statutory Shared Parental Pay purposes, average weekly earnings for the period of
sick absence shall be calculated on the basis of notional full sick pay.

Applying for Shared Parental Leave

It is the responsibility of the employee to ensure that all information provided is accurate. Where
inaccurate information is provided, which leads to an overpayment of Statutory or Occupational
entitlements, the Trust will have a right to reclaim any overpayment. The Shared Parental Leave Templates
document contains useful information on the process and contains the various notification and curtailment
forms which may be required.

Booking and varying Shared Parental Leave Shared Parental Leave

Shared Parental Leave and Pay must be taken within 1 year of the birth of the child, or the date the child
was placed with the family in cases of Adoption.

Following notification from an employee to take Shared Parental Leave, an employee should provide notice
to book a period of leave. The minimum period of notice to book or amend a period of leave is 8 weeks.

An employee can provide up to 3 notices to book leave. This includes notices to vary a previously agreed
pattern of leave.

Each of the 3 notices to book leave may include a single, continuous, or discontinuous block of leave and
requests for single blocks of leave cannot be refused.

Confirmed leave arrangements can be amended by the submission of a notice to vary the agreed period of
leave. An employee can submit a notice to extend a period of leave; end it sooner than previously agreed
or consolidate several discontinuous weeks into a single block of leave using a variation notice. 8 weeks’
notice must be given, but flexibility should be provided in the event of early and late births.

In instances where discontinuous periods of leave are requested, Line Managers are not bound to agree the
requested pattern. A 2-week discussion period between the employee and Line Manager will commence
on the date the employee submits the booking notice. The review will look at the requested pattern of
leave and discuss possible alternatives if necessary. In the limited circumstances where the Line Manager
refuses the requested pattern, they will explain the reason for the refusal.

If a request for discontinuous leave is not agreed, then the total amount of leave in the request must be
taken as one continuous block unless the employee withdraws their notice and submits a new request. This
should commence on a date specified by the employee but be no less than 8 weeks from the date the
original notice was provided to the Line Manager. The employee has 5 days from the end of the 2-week
discussion period in which to confirm the date their leave will commence. In instances where the employee
specifies no date, leave will commence on the start date of the first period of discontinuous leave that was
originally applied for.

An employee is not entitled to withdraw a notice for a single continuous block of leave but may do so with
the Line Manager’s permission.

An employee may withdraw their notice to book discontinuous blocks of leave within 15 days of submitting
their notice providing an agreement has not been reached with their Line Manager about when they will
be absent from work. Once the 15th day has passed any changes to a period of leave must be made by
using a variation notice and a minimum of 8 weeks’ notice must be provided. If a notice is withdrawn it will
not count towards the 3 booking notifications cap.
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Confirming Shared Parental Leave and Pay

Following notification to take Shared Parental Leave the Line Manager will meet with the employee to:

v Obtain the Parental Leave Notification/Curtailment forms and any documentation

v Obtain a copy of the MATB1 or the written confirmation from the employees placing authority of
the matching decision or a parental statutory declaration.

v Agree how any accrued annual leave will be taken prior to the Maternity Leave

v' Agree the annual leave which will be accrued during Maternity Leave which must be taken prior to
the employee physically returning to work. See Annual Leave and Bank Holidays.

After the meeting has taken place, the Line Manager will need to:

v' Write to the employee using the template letters contained within the Shared Parental Leave
Templates document and confirm the leave pattern, including start and end dates, for each block of
Shared Parental Leave that has been agreed by the employee and Line Manager.

v Confirm the notification process and the required notice periods for instances where agreed blocks
of leave need to be amended.

v Submit the Parental Leave Notification documentation and either the MATB1 or the written
confirmation from the placing authority of the matching decision or a parental statutory declaration
to CPFTWorkforcelnformation@cpft.nhs.uk to send to Payroll.

v" Update ESR Managers Self Service with the dates the employee will commence Shared Parental
Leave.

On receipt of the Notification/Curtailment forms and either the MATB1 or the written confirmation from
the placing authority of the matching decision or a parental statutory declaration, Payroll will confirm in
writing, 1 month, prior to the employee commencing Shared Parental Leave:-

v' The employee’s paid and unpaid occupational entitlements or statutory entitlements if the
employee does not qualify for occupational entitlement.

NEW PARENT SUPPORT (PATERNITY) LEAVE AND PAY

New Parent Support (Paternity) Leave

New Parent Support Leave applies to the non-carrying parent of the child (including the non-primary carer
in an adoption arrangement) whether opposite or same sex regardless of sexual orientation, the bearing
parent’s spouse, or partner (whether opposite or same sex regardless of sexual orientation) or nominated
carer (including special guardianship).

All eligible employees are entitled to two weeks, either unpaid or paid dependent upon eligibility, of New
Parent Support Leave which can be taken at any time in the first 52 weeks after the birth or adoption.

An eligible employee can choose to take either 1 or 2 weeks' New Parent Support Leave, and they can take
the leave as either 2 weeks together or 2 separate blocks of 1 week. If plans change, they can move the
start date/s with 28 days’ notice.

During a period of New Parent Support Leave, the contract of employment continues, unless it is ended by
resignation or dismissal and the employee is entitled to receive all contractual benefits except
remuneration
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Eligibility for New Parent Support Pay

Employees with 0 to 26 weeks continuous service by the 15" week before Expected Week of Childbirth
(EWC) or the beginning of the week in which they are notified of being matched with a child for adoption
or the 15th week before the baby’s due date if applying via a surrogacy arrangement, have no entitlement
to New Parent Support Pay, see Appendix 4: Entitlement To Statutory and Occupational New Parent
Support Leave (Paternity) And Pay.

Statutory New Parent Support Pay

Employees with 26 to 52 weeks continuous service by the 15" week before Expected Week of Childbirth
(EWC) or the beginning of the week in which they are notified of being matched with a child for adoption
or the 15th week before the baby’s due date if applying via a surrogacy arrangement, will have entitlement
to Statutory New Parent Support Pay through the Trust, see Appendix 4: Entitlement To Statutory and
Occupational New Parent Support Leave (Paternity) And Pay.

Occupational New Parent Support Pay

Those employees with 12 month continuous service by the 11™ week before Expected Week of Childbirth
(EWC) the beginning of the week in which they are notified of being matched with a child for adoption, or
the 15th week before the baby’s due date if applying via a surrogacy arrangement, will have entitlement to
Occupational New Parent Support Pay, see Appendix 4: Entitlement To Statutory and Occupational New
Parent Support Leave (Paternity) And Pay.

For Special Guardianship an employee will be entitled to 2 weeks full pay, if eligible, to be taken around the
formal placement of the child.

Only 1 period of New Parent Support Pay is ordinarily available when there is a multiple birth.

Calculation of New Parent Support Pay

Full pay will be calculated based on the average weekly earnings rules used for calculating Occupational
Maternity/Adoption Pay entitlements. The employee will receive full pay less any Statutory New Parent
Support Pay receivable.

New Parent Support Leave Notification Form

The member of staff should notify their manager of their intention to take paternity leave in writing by the
following dates:

v" A minimum of 15 weeks before the expected week of childbirth or surrogacy
v' Within seven days of the primary adopter or partner being matched with a child for adoption

Documentation to be submitted to the manager includes:

v" New Parent Support (paternity) Leave application form and
Copy of the MATB1 certificate or

Birth certificate of the baby or

Matching certificate or

Eligibility letter
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The manager should acknowledge the request and discuss leave arrangements and entitlements with the
member of staff.

The manager will need to confirm leave arrangements in writing and add the New Parent Support Leave
dates on the Health Roster.
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Antenatal Care

A pregnant employee’s partner will be entitled to unpaid leave to attend 2 antenatal appointments up to a
maximum of seven and a half hours per appointment. The pregnant employee’s partner includes a
spouse, civil partner (of either sex, regardless of gender or sexual orientation) or a person with whom they
are in a long-term relationship.

BEREAVED PARTNER’S PATERNITY LEAVE

Bereaved Partner’s Paternity Leave applies to the non-carrying parent, or non-primary carer in an adoption
arrangement, whose child dies within the first year after birth or adoption whether opposite or same sex regardless
of sexual orientation.

All eligible employees are entitled to a single period up to 52 weeks unpaid Bereaved Partner’s Paternity Leave,
depending on when the bereavement occurs, as protected time away from work to take on the child’s care.
Bereaved Partner’s Paternity Leave can be taken at any time within 52 weeks of the child’s birth or adoption
placement.

During a period of Bereaved Partner’s Paternity Leave, the contract of employment continues, unless it is ended by
resignation or dismissal and the employee is entitled to receive all contractual benefits except remuneration.
Eligibility for New Parent Support Pay
Entitlement applies where the:

v child is under one year old, or within the first year of adoption, at the time of the bereavement

child’s mother or primary carer has died
employee is the child’s father or is married to or the civil partner of the child’s mother or adopter
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employee has main responsibility for the child after the bereavement.

KIT Days

An employee may work for up to a maximum of 10 KIT days without bringing their Bereaved Partner’s Paternity
Leave to an end. Any days of work will not extend the Bereaved Partner’s Paternity Leave period. Employee will be
paid their basic hourly rate for the hours worked.

ADOPTION LEAVE & PAY

Statutory Adoption Leave

An employee who is the primary carer in an adoption arrangement made by an official adoption agency, or
they are the intended parent through a surrogacy arrangement and committed to applying for a parental or
adoption order, regardless of regardless of protected characteristic for example gender identity, sexual
orientation, or marital status, working full-time or part-time will be entitled is entitled to take up to 52
weeks Statutory Adoption Leave.

During a period of Adoption Leave, the contract of employment continues, unless it is ended by resignation
or dismissal and the employee is entitled to receive all contractual benefits except remuneration.

Statutory Adoption Pay (SAP)

Employees with 26 to 52 weeks continuous service the beginning of the week in which they are notified of
being matched with a child for adoption, or the 15" week before the baby’s due date if applying via a




surrogacy arrangement and where the employee is eligible and intends to apply for a parental order, will
have entitlement to Statutory Adoption Pay (SAP) through the Trust, see Appendix 3: Entitlement To
Statutory and Occupational Adoption Leave and Pay.

Occupational Adoption Pay (OAP)

Those employees with 12 month continuous service the beginning of the week in which they are notified
of being matched with a child for adoption, or the 15™ week before the baby’s due date if applying via a
surrogacy arrangement and where the employee is eligible and intends to apply for a parental order will
have entitlement to Occupational Adoption Pay (OMP), Appendix 3: Entitlement To Statutory and
Occupational Adoption Leave and Pay. They must notify their Line Manager in writing before the end of the
week in which they are notified of being matched with a child for adoption, or by the 15th week before the
baby’s due date if applying via a surrogacy arrangement. In addition, they must:

v Confirm that they intend to return to work with the same or another NHS employer for a minimum
period of 3 months after their Adoption Leave has ended

v Provide written confirmation from their placing authority of the matching decision or a parental
statutory declaration that they intend to apply for a parental order in the case of a surrogacy
arrangement

Where an employee intends to return to work the amount of OAP receivable, if eligible, is as follows:

v’ for the first eight weeks of absence the employee will receive full pay, less any Statutory Adoption
Pay receivable

v for the next 18 weeks the employee will receive half of full pay, plus any Statutory Adoption Pay
receivable, providing the total receivable does not exceed full pay

v’ for the next 13 weeks, the employee will receive any Statutory Adoption Pay that they are entitled
to under the statutory scheme

v’ for the final 13 weeks, the employee will receive no pay.

OAP, if eligible, may be paid in different ways. For example, a combination of full pay and half pay or a fixed
amount spread equally over the Adoption Leave period. An employee will need to specify this on the
Adoption Leave Notification Form submitted with their written confirmation from their placing authority of
the matching decision or a parental statutory declaration to their Line Manager. Where OAP has been paid
in a different way, and the employee subsequently chooses to access SHARED PARENTAL LEAVE AND PAY,
Payroll may need to recalculate payments to ensure that there has not been any over or underpayment of
entitlements.

Calculation of Adoption Pay

Full pay will be calculated using the average weekly earnings rules used for calculating Statutory Adoption
Pay (SAP) entitlements, subject to the following:

v in the event of a pay award or move to a higher pay point being implemented before the paid
Adoption Leave period begins, the Adoption Pay should be calculated as though the pay award or
new pay point had effect throughout the entire Statutory Adoption Pay calculation period

v in the event of a pay award or move to a higher pay point being implemented during the paid
Adoption Leave period, the Adoption Pay due from the date of the pay award or new pay point
should be increased accordingly




v’ in the case of an employee on half or unpaid sick absence during the whole or part of the period
used for calculating average weekly earnings, average weekly earnings for the period of sick
absence shall be calculated on the basis of notional full sick

Adoption Leave Notification Form

Following notification, the Line Manager will meet with the employee to:

v Obtain the Adoption Leave Notification Form.

v Obtain the written confirmation from the employee’s placing authority of the matching decision or
a parental statutory declaration

v Agree how any accrued annual leave will be taken prior to the Maternity Leave

v' Agree the annual leave which will be accrued during Maternity Leave which must be taken prior to
the employee physically returning to work. See Annual Leave and Bank Holidays.

After the meeting has taken place, the Line Manager will need to:

v' Write to the employee and confirm their expected return date, based on their 52 weeks paid and
unpaid leave entitlement or the date that has been given by the employee if this is before the end
of the 52 weeks paid and unpaid leave; and

v the need for the employee to give at least 28 days’ notice if they wish to return to work before the
expected return date.

v" Submit the Adoption Leave Notification Form and the written confirmation from the placing
authority of the matching decision or a parental statutory declaration to the
CPFTWorkforcelnformation@cpft.nhs.uk to send to Payroll.

v" Update ESR Managers Self Service with the dates the employee will commence Adoption Leave.

On receipt of the Adoption Leave Notification Form and the written confirmation from the placing authority
of the matching decision or a parental statutory declaration, Payroll will confirm in writing, 1 month, prior
to the employee commencing Adoption Leave:

v" The employee’s paid and unpaid occupational entitlements or statutory entitlements if the
employee does not qualify for occupational entitlement.

Fostering for Adoption

Prospective adopters who have been approved by their Adoption Agency under a “concurrent” or
“fostering for adoption” arrangement may choose to start their Adoption Leave when a fostering
placement is made or when the child is matched with them for Adoption. Only one set of Adoption Leave
and Pay (if eligible) per placement. Receipt of fostering allowances and payments during the fostering
phase of placement will not affect any Adoption Pay (if eligible) payable.

Overseas Adoption

For an employee to qualify for Adoption Leave and Pay (if eligible) resulting from an overseas Adoption,
they must:

v inform their Line Manager of the date of the official notification (permission from a UK authority for
an adoption abroad) and the estimated date that the child will arrive in the UK. This must be done
within 28 days of receipt of the official notification, if able.

v’ tell their Line Manager the actual date the child arrives in the UK within 28 days of this date.
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v’ provide their Line Manager with a minimum of 28 days’ notice of when they wish to commence
their Adoption Leave and Pay (noting that Adoption Leave can only commence after the child has
entered the UK and must start no later than 28 days after the child has entered the UK); and

v’ provide appropriate documentation, including the specific Overseas Adoption Forms and proof of
the Adoption to their Line Manager, including, but not limited to the official notification and
evidence that the child has entered the UK.

Adoption Disruption

Should the Adoption break down (“Be disrupted”) the employee will be entitled to continue their Adoption
Leave and receive the appropriate pay (if eligible) for that time

Pre-adoption Meetings

Employees being assessed for Adoption have the right to reasonable paid time off for essential meetings.

KINSHIP LEAVE & PAY

Kinship Care Leave

It is recognised that at times unexpected, and often challenging things, will occur within the family network
and these may require other family members (Trust employees) to provide support. This can be in the form
of Kinship Care Leave.

To qualify for the right to take Kinship Care Leave, this must be a new arrangement, and you must either
have the child(ren) living with you or be preparing for them to live with you as a long-term arrangement.
You do not need to have a legal order in place; this can be an informal arrangement.

If you are eligible, you may take up to a total of 52 weeks’ Kinship Care Leave, unless the child ceases to live
with you or reaches the age of 18.

During a period of Kinship Leave, the contract of employment continues, unless it is ended by resignation
or dismissal and the employee is entitled to receive all contractual benefits except remuneration.

Kinship Pay

Kinship pay will be paid at the same rate as Occupational Adoption Pay (OAP) as outlined in Occupational
Adoption Pay (OAP) for all eligible staff, unless the child ceases to live with you or reaches the age of 18.

Those employees with 12-month continuous service the beginning of the week in which they are notified
of the Kinship placement will have entitlement to Kinship Pay. They must notify their Line Manager in
writing as soon as possible if a child is placed through Kinship Care arrangements. In addition, they must:

v Confirm that they intend to return to work with the same or another NHS employer for a minimum
period of three months after their/Kinship Leave has ended

v Provide written evidence such as a legal order, letter from local authority, letter from education or
early years setting or health professional, or evidence of relevant benefits (Child Benefit/guardian’s
Allowance) will be accepted

Where an employee intends to return to work the amount of Kinship receivable, if eligible, is as follows:

v’ for the first eight weeks of absence the employee will receive full pay, less any Statutory Adoption
Pay receivable




v’ for the next 18 weeks the employee will receive half of full pay, plus any Statutory Adoption Pay
receivable, providing the total receivable does not exceed full pay

v’ for the next 13 weeks, the employee will receive any Statutory Adoption Pay that they are entitled
to under the statutory scheme

v’ for the final 13 weeks, the employee will receive no pay.

Kinship Pay may be paid in different ways, for example a combination of full pay and half pay, or a fixed
amount spread equally over the Kinship Leave period. An employee will need to notify Payroll of this
request on the Kinship Leave Notification Form submitted with their written evidence such as a legal order,
letter from local authority, letter from education or early years setting or health professional or evidence of
relevant benefits (Child Benefit/guardian’s Allowance).

Where OAP has been paid in a different way, and the employee subsequently chooses to access SHARED
PARENTAL LEAVE AND PAY, Payroll may need to recalculate payments to ensure that there has not been any
over or underpayment of entitlements.

Calculation of Kinship Pay

Full pay will be calculated using the average weekly earnings rules used for calculating Statutory Adoption
Pay (SAP) entitlements, subject to the following:

v in the event of a pay award or move to a higher pay point being implemented before the paid
Kinship Leave period begins, the Kinship Pay should be calculated as though the pay award or new
pay point had effect throughout the entire Kinship Pay calculation period

v in the event of a pay award or move to a higher pay point being implemented during the paid
Kinship Leave period, the Kinship Pay due from the date of the pay award or new pay point should
be increased accordingly

v in the case of an employee on half or unpaid sick absence during the whole or part of the period
used for calculating average weekly earnings, average weekly earnings for the period of sick
absence shall be calculated on the basis of notional full sick

Kinship Leave Notification Form

Following notification, the Line Manager will meet with the employee to:

v Obtain the Kinship Leave Notification Form

Obtain the parental statutory declaration or evidence of Kinship responsibility as above

Agree how any accrued annual leave will be taken prior to the Maternity Leave

Agree the annual leave which will be accrued during Maternity Leave which must be taken prior to
the employee physically returning to work. See Annual Leave and Bank Holidays.
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After the meeting has taken place, the Line Manager will need to:

v' Write to the employee and confirm their expected return date, based on their 52 weeks paid and
unpaid leave entitlement or the date that has been given by the employee if this is before the end
of the 52 weeks paid and unpaid leave; and

v the need for the employee to give at least 28 days’ notice if they wish to return to work before the
expected return date.

v Submit the Kinship Leave Notification Form, evidence of placement or a parental statutory
declaration to the CPFTWorkforcelnformation@cpft.nhs.uk to send to Payroll

v" Update ESR Managers Self Service with the dates the employee will commence Kinship Leave.
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On receipt of the Kinship Leave Notification Form and the written confirmation from the placing authority,
parental statutory declaration, or evidence of Kinship placement, Payroll will confirm in writing Kinship
Leave:

v' The employee’s paid and unpaid entitlements.

Kinship Meetings

Employees being assessed for Kinship have the right to reasonable paid time off for essential meetings,
such as meetings required by the local authority to assess placement suitability.

FOSTERING

Please refer to the Trusts Special Leave Policy

FERTILITY TREATMENT

Please refer to the Trusts Special Leave Policy

NEONATAL CARE LEAVE AND PAY

Neonatal Care Leave

Employees are entitled to Neonatal Care Leave if their newborn baby is premature, sick or has a low birth
weight and needs neonatal care. Neonatal care is the name given to care for newborn babies, which starts
in the first 28 days after birth. This may be for:

v hospital care

v" medical care after leaving hospital - this must be under a consultant and include ongoing visits or
checks arranged by the hospital where a baby is being treated

v’ palliative or end of life care

Employees are entitled to one week’s leave, up to 12 weeks, for every 7 full and continuous days their baby
is in neonatal care.

Neonatal Care Leave can be taken in either of the following ways:

o Tier 1 leave: Leave taken while the baby is receiving neonatal care, or within the first seven days
after neonatal care ends. This can be taken in separate blocks of at least one week at a time.

o Tier 2 leave: Leave taken after the initial seven-day period following discharge from neonatal
care. Tier 2 leave may be taken at any time, provided it is taken within 68 weeks of the baby’s birth
and is taken as one continuous whole-week block.

Eligibility

Employees are able to receive up to 12 weeks’ Neonatal Care Leave if:

v’ their baby spends 7 days or more in a row in neonatal care
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v’ they are the baby’s parent or partner of the baby’s mother, and have caring responsibility for the
baby
v’ they are taking the leave to care for the baby

Employee who are adoptive parents are eligible if either:

v the baby has been placed with them
v’ they have the ‘official notification’ confirming they are allowed to adopt (if adopting a baby from
overseas)

Employees who have had a baby with the help of a surrogate parent are eligible if:

v’ they are the intended parent and will be responsible for their care
v’ they will have a parental order within 6 months of the baby’s birth date

Taking leave whilst baby is in neonatal care or in the first week after (Tier 1)

Employees need to inform their line manager on the day they want the leave to start, ideally before the
time they are due to start work or as soon as they reasonably can afterwards. Employees can give notice by
telephone, but will need to subsequently complete the Neonatal Care Leave and Statutory Neonatal Care

Pay form.

If the employee needs to continue leave, for another week, they need to let their line manager know by the
end of the previous week. If it is anticipated or likely that the baby will be in neonatal care for a long time,
the line manager may agree contact less frequently so that they may concentrate on their baby’s care.

Employee’s will need to inform their line manager of the date their baby leaves neonatal care as soon as
possible.

Taking leave more than a week after baby has left neonatal care (Tier 2)

If an employee wishes to take one week of Neonatal Care Leave, after their baby has left neonatal care,
they will need to inform their line manager 15 days before they want it to start. If an employee wishes to
take two or more weeks’ they will need to inform their line manager 28 days in advance. Employee’s will
need to complete the Neonatal Care Leave and Statutory Neonatal Care Pay form.

Neonatal Care Pay

If an employee takes Neonatal Care Leave, they may also be entitled to Statutory Neonatal Care Pay (SNCP).
To qualify, the employee must have average weekly earnings that meet the Lower Earnings Limit (LEL)
calculated over an 8 week-reference period and have 26 weeks continuous service up to the end of
qualifying week. The qualifying week: -

v’ is the 15th week before the baby is due
v is the week the employee is told they had been matched with the baby for adoption.
v' otherwise, the qualifying week is the week immediately before the baby enters neonatal care.

The employee must continue to be employed in the week immediately before SNCP is due to start and
employees must give notice in writing if they wish to claim Statutory Neonatal Care Pay. Where pay is
claimed during neonatal care or within the first week after it ends (Tier 1), notice must be given within 28
days of the first day for which pay is claimed. Where pay is claimed (Tier 2), notice must be given 7 days
before the pay period starts.
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Employees already taking maternity or adoption leave

Where an employee’s baby enters neonatal care while an employee has already commenced Maternity or
Adoption Leave, they can take their Neonatal Care Leave after their Maternity or Adoption leave is finished
to ensure they do not lose their entitlement to Neonatal Care Leave and SNCP (If applicable).

Employees taking Shared Parental Leave or Statutory Paternity Leave

Employees can take Neonatal Care Leave and SNCP (if applicable) either:

v before they start Statutory Paternity Leave or Parental Leave
v" between blocks of Shared Parental Leave that they booked before their baby started neonatal care
(this includes if the Shared Parental Leave is for another child)

If an employee is using their Neonatal Care Leave and Pay at least one week after their baby leaves
neonatal care, they must take all of it in a single block. They can do this before or after their Shared
Parental Leave or Statutory Paternity Leave.

Cancelling Neonatal Care Leave and Neonatal Care Pay

Employees may be able to cancel their Neonatal Care Leave or SNCP depending on when it is due to start if
they give the correct notice.

Employees cannot cancel Neonatal Care Leave and SNCP if it was due to start while their baby is still
receiving neonatal care or in the first week after (Tier 1).

If Neonatal Care Leave and SNCP is due to start more than a week after their baby has left neonatal care
(Tier 2) employees must provide written notice to cancel If the employee is taking:

v' one week- they must inform their line manager at least 15 days before the start of the planned
leave.

v' two or more weeks’ leave- they must inform their line manager at least 28 days before the start of
the planned leave.

KEEPING IN TOUCH — MATERNITY, ADOPTION, KINSHIP OR SHARED PARENTAL LEAVE

Before going on leave, the Line Manager and the employee should also discuss and agree any voluntary
arrangements for keeping in touch during the employee’s Maternity, Adoption, Kinship or Shared Parental
Leave, including:

v any voluntary arrangements that may help them keep in touch with developments at work and,
nearer the time of their return, to help facilitate their return to work.

v keeping the Line Manager in touch with any developments that may affect their intended date of
return.

To facilitate the process of keeping in touch, it is important that the Line Manager and employee have early
discussions to plan and make arrangements for “keeping in touch days” (KIT days), or “Shared Parental
Leave in touch” (SPLIT) days, before the employee’s Maternity Leave, Adoption Leave, Kinship Leave or
Shared Parental Leave takes place. KIT / SPLIT days are intended to facilitate a smooth return to work for
employees returning from Maternity, Adoption, Kinship or Shared Parental Leave.

The KIT/ SPLIT days can be consecutive or not consecutive and can include training or other activities which
enable the employee to keep in touch with the workplace.




Maternity, Adoption and Kinship KIT Days

An employee may work for up to a maximum of 10 KIT days without bringing their Maternity, Adoption
Leave or Kinship Leave to an end. Any days of work will not extend the Maternity / Adoption/ Kinship Leave
period. Working for part of a day will count as 1 KIT Day.

Shared Parental Leave SPLIiT Days

An employee may work up to a maximum of 20 SPLIiT days without bringing their Shared Parental Leave to
an end. Any days of work will not extend the Shared Parental Leave period. This will enable employees on
Shared Parental Leave to work either continuously or on odd days without bringing an end to their Shared
Parental Leave and Pay. Working for part of a day will count as 1 SPLIiT Day.

Payment for KIT / SPLIT Days

v’ For KIT /SPLIiT days worked the employee will be paid at their basic hourly rate for the hours
worked, less any Occupational or Statutory Maternity / Adoption / Shared Parental Leave payments.
However, in circumstances where a KIT /SPLIT day is worked in a full pay period, as there is no
additional payment applicable, due to the employee already being in receipt of full pay, the Line
Manager will ensure the employee receives a day of paid leave in lieu once the employee has
returned to work. If an employee works less than a full day, they will receive the equivalent of the
hours worked as paid leave in lieu.

v If a KIT /SPLIT day is worked on a day of leave in a half pay period, the Line Manager will ensure the
employee receives half a day of paid leave in lieu once the employee has returned to work or if an
employee works less than half a day they will receive the equivalent of the hours worked as paid
leave in lieu once the employee has returned to work. Instead of paid leave in lieu, the employee
can request to be paid their basic hourly rate for the hours worked less any half pay (Occupational
Pay) and Statutory Maternity/ Adoption/ Shared Parental Leave payments.

v" Where an employee is in receipt of Statutory Maternity/ Adoption/ Shared Parental Leave Pay and
completes a KIT/ SPLIT DAY the employee will be paid their basic hourly rate for the hours worked
minus any Statutory Maternity/ Adoption/ Shared Parental Leave Pay.

v' Where an employee is in receipt of nil pay and completes a KIT/ SPLIT DAY the employee will be paid
their basic hourly rate for the hours worked.

Managers will need to update ESR Managers Self Service with the KIT/SPLIT days for any payments due in
association with KIT/SPLIT days.

RETURNING TO WORK

An employee who intends to return to work at the end of their agreed Maternity Leave/Adoption
Leave/Kinship Leave/Shared Parental Leave will not be required to give any further notification to their Line
Manager. If they wish to return early, they must give at least 28 days’ notice. The Line Manager is
responsible for informing Payroll of the date the employee will return to work through Managers Self
Service (ESR.

Annual Leave and Bank Holidays

Employees on paid and unpaid Maternity, Adoption, Kinship or Shared Parental Leave retain their right to
the Annual Leave and Bank Holidays provided under the Trust’s Annual Leave Policy.



https://www.cpft.nhs.uk/download/hr86-annual-leave-policy.pdf?ver=19652

Annual leave and Bank Holiday accrual should be discussed and agreed between the employee and Line
Manager prior to Maternity, Adoption, Kinship or Shared Parental Leave commencing. Taking into the
account the following:

v' Employees are expected to use any accrued Annual leave and Bank Holiday entitlement which has
been accrued up to commencement of Maternity, Adoption, Kinship or Shared Parental Leave
before commencing Maternity, Adoption, Kinship or Shared Parental Leave. For example if an
employee commences Maternity, Adoption, Kinship or Shared Parental Leave in September, they
will need take all the Annual Leave and Bank Holiday entitlement that has been accrued between
April and September before commencing Maternity, Adoption, Kinship or Shared Parental Leave.
Payment in lieu of accrued annual leave may also be considered as an option.

v' Employees are expected to use any accrued Annual leave and Bank Holiday entitlement which has
been accrued during Maternity, Adoption, Kinship or Shared Parental Leave before physically
returning to work.

v" If Flexible Working Arrangements have been agreed, any changes in respect of contracted hours will
be effective from when employee has physically returned to the workplace following taking all their
Annual Leave and Bank Holiday entitlement that has been accrued during their Maternity, Adoption,
Kinship or Shared Parental Leave. Therefore on return from Maternity, Adoption, Kinship or Shared
Parental Leave employees will remain on their original contractual hours which were applicable,
before commencing Maternity, Adoption, Kinship or Shared Parental Leave until all the accrued
Annual Leave and Bank Holiday entitlement has been taken and the employee has physically
returned to work. Payment in lieu of accrued annual leave may also be considered as an option.

Flexible Working Arrangements

If, at the end of Maternity, Adoption, Kinship or Shared Parental Leave, the employee wishes to return to
work on different hours then a flexible working application can be submitted in line with the Trust Flexible
Working Policy. The Trust has a duty to facilitate this where possible and the employee will return to work
on different hours, in the same job. If this is not possible, the Line Manager must provide written,
objectively justifiable reasons for this and the employee should return to the same pay band and work of a
similar nature and status, to that which they held prior to their Maternity/Adoption/Kinship/Shared
Parental Absence.

If it is agreed that the employee will return to work on a flexible basis, including changed or reduced hours
for an agreed temporary period, this will not affect the employee’s right to return to their job under their
original contract of employment, at the end of the agreed period.

Sickness Following Maternity, Adoption, Kinship or Shared Parental Leave

In the event of illness following the date the employee was due to return to work, normal sickness absence
pay and processes will apply as per the Trusts Supporting Attendance Policy.

Breastfeeding/Chestfeeding

A risk assessment must be carried out, using the guidance for any employee who is
breastfeeding/chestfeeding. Some work areas may present an extra risk for breastfeeding/chestfeeding
employees and their children. This includes working conditions that could expose them to organic mercury,
radioactive material, or lead. The risk assessment needs to consider these risks for as long as the employee
wishes to continue breastfeeding/chestfeeding.

Facilities must also be provided for employees who are breastfeeding/chestfeeding including a suitable
area where an employee can rest. It should include:



https://www.cpft.nhs.uk/documents-that-guide-practice?media_search_term=supporting+attendance&search=Search&media_search_fields=display_name&media_search_fields=keywords&prev_term=&media_folder=39&root_folder=DtGP&media_search_type=10&sort_on=title&sort_or=ASC#media-browser
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https://www.intranet.cpft.nhs.uk/download.cfm?doc=docm93jijm4n2839.doc&ver=3814

v' somewhere to lie down if necessary

v be hygienic and private so an employee can express milk if they choose to — toilets are not a
suitable place for this; and

v include somewhere to store the milk, for example a fridge.

Failure To Return to Work

If an employee who has notified their Line Manager of their intention to return to work for the same or a
different NHS employer within 15 months of the beginning of their agreed Maternity Leave/Adoption
Leave/Kinship Leave or 3 months at the end of their Shared Parental Leave, they will be liable to refund the
whole of their Maternity, Adoption, Kinship or Shared Parental Pay, less any Statutory Maternity, Adoption
or Shared Parental Pay received, if they fail to return to work.

In cases where the Trust considers that to enforce this provision would cause undue hardship or distress,
the Director of Finance and the Director of People and Business Development have the authority to waive
their rights to recovery of Occupational Pay.

Employees Not Returning to NHS Employment

An employee who does not intend to work with the same or another NHS employer for a minimum period
of 3 months after their Maternity, Adoption, Kinship or Shared Parental Leave has ended, will be entitled to
pay equivalent to Statutory Maternity/Adoption/Shared Parental Pay.

Statutory Maternity Pay (SMP) and Statutory Adoption Pay (SAP) is paid at 90 per cent of their average
weekly earnings for the first 6 weeks of the Maternity / Adoption Leave and to the Statutory flat rate sum
or 90 per cent of the average weekly earnings (whichever is lower) for the following 33 weeks.

Shared Parental Leave Pay (ShPP) is paid at a Statutory flat rate sum or 90 per cent of an employee’s
average weekly earnings, whichever is the lower.

FIXED TERM OR TRAINING CONTRACTS

Employees subject to Fixed Term or Training Contracts which expire after the 11" week before the expected
week of childbirth, or the date of matching, or the 15th week before the baby’s due date if applying via a
surrogacy arrangement, and who satisfy the relevant conditions shall have their contracts extended so as to
allow them to receive the 52 weeks, which includes paid Occupational and Statutory Maternity, Adoption,
Kinship or Shared Parental Leave, (if eligible) and the remaining 13 weeks of unpaid Maternity / Adoption /
Kinship / Shared Parental Leave.

Absence on Maternity / Adoption / Kinship / Shared Parental Leave (paid and unpaid) up to 52 weeks
before a further NHS appointment shall not constitute a break in service.

If there is no right of return to be exercised because the contract would have ended if pregnancy and
childbirth, Adoption, Kinship or Shared Parental Leave had not occurred or been taken, the repayment
provisions outlined within Employees Not Returning to NHS Employment will not apply.

Employees on fixed Term or Training Contracts who do not meet the 12 months’ continuous service
condition for Occupational Maternity / Adoption / Kinship / Shared Parental Pay, may still be entitled to
Statutory Maternity / Adoption / Shared Parental Pay.




Rotational Training Contracts

Where an employee is on a planned rotation of appointments with one or more NHS employers, as part of
an agreed programme of training, they shall have the right to return to work after a period of Maternity,
Adoption, Kinship or Shared Parental Leave in the same post or in the next planned post, irrespective of
whether the contract would otherwise have ended if pregnancy and childbirth/ Adoption/Shared Parental
Leave had not occurred. In such circumstances the employee’s contract will be extended to enable the
employee to complete the agreed programme of training.

To ensure equality of access to the provisions in this paragraph:

v" where an employee changes employer because their training programme has required them to do
so; and

v this means they do not have enough statutory continuous service with their current employer to
access Statutory Maternity Pay, Statutory Adoption Pay, or Statutory Shared Parental Pay; but

v they would have had sufficient statutory continuous service to access Statutory Maternity Pay,
Statutory Adoption Pay, or Statutory Shared Parental Pay had they not been required to change
employer because of the training programme; then

v' The employee shall be paid, by their current employer, the value of Statutory Maternity / Adoption
/ Shared Parental pay they would have otherwise received if their statutory continuity had not been
broken by their change of employer.

PAY PROGRESSION

An employee on Maternity, Adoption, Kinship or Shared Parental Leave will progress through their pay step
on the date the pay step is due unless a pay-step review meeting has taken place prior to the
commencement of leave which confirmed that the required standards for pay progression would not be
met. If a pay-step review cannot be conducted prior to the pay-step date the pay-step point should be
automatically applied in the individual’s absence.

For employees on medical or dental contracts that are covered by this section the general principle will
apply that there should be no detriment to pay progression as a result of taking Maternity, Adoption,
Kinship or Shared Parental Leave.

CONTINUOUS SERVICE

For the purposes of calculating whether the employee meets the qualification to have had 12 months of
continuous service with one or more NHS employers (for details, please refer to Annex 1 of NHS Terms and
Conditions of Service Handbook). The following breaks in service will be disregarded (but do not count as
service):

v abreak in service of 3 months or less will be disregarded

employment under the terms of an honorary contract.

employment as a locum in a general practice setting for a period not exceeding 12 months.

a period of up to 12 months spent abroad as part of a definite programme of postgraduate training
on the advice of the postgraduate dean or college or faculty advisor in the speciality concerned.

AR NERN




v’ a period of voluntary service overseas with a recognised international relief organisation for a
period of 12 months, which may exceptionally be extended for 12 months at the discretion of the
employer which recruits the employee on their return.

v absence on an employment break scheme in accordance with the provisions of Section 34 of NHS
Terms and Conditions of Service Handbook.

v absence on Maternity Leave, Adoption Leave, or Shared Parental Leave (paid or unpaid) as provided
for under this New Parents Policy.

v for doctors and dentists in training, time spent outside of NHS employment (employers not listed at
Annex 1 of the NHS Terms and Conditions of Service Handbook) in an Out of Programme (OOP)
placement approved by the Postgraduate Dean.

v’ for doctors and dentists in training, time spent employed in the health service of a UK Crown
Dependency as part of an approved training programme.

v' Employment as a doctor in training in a general practice setting in accordance with the provisions of
the Trainee Practitioner Scheme, shall not be regarded as a break in service and shall count as
service.

EMPLOYEES WITH LESS THAN 12 MONTHS CONTINUOUS SERVICE

If an employee does not satisfy the conditions for Occupational Maternity, Adoption, Kinship or Shared
Parental Pay, they may be entitled to Statutory Maternity, Adoption or Shared Parental Pay. Please see
Appendices 1 to 4 for further information regarding pay entitlements.

If an employee’s earnings are too low for them to qualify for Statutory Maternity / Adoption / Shared
Parental Pay, or they have less than 26 weeks continuous service by the 15th week before the expected
week of childbirth or upon notification of being matched with a child for adoption, they may but they may
be entitled to Maternity Allowance through the Department for Work and Pensions or other possible
benefits from their local Job Centre Plus.

All employees will have a right to take 52 weeks leave of Maternity / Adoption / Shared Parental Leave
whether or not they return to NHS employment.
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Appendix 1: Entitlement To Statutory and Occupational Maternity Leave and Pay

QUALIFYING CRITERIA

ENTITLEMENT TO
MATERNITY LEAVE
(Paid and unpaid
leave are consecutive
and there must be no
gap between the
two).

ENTITLEMENT TO
STATUTORY
MATERNITY PAY
(SMP)

ENTITLEMENT TO

OCCUPATIONAL

MATERNITY PAY
(OMP)

0 — 26 weeks
continuous service by
the 15" week before
EWC.

52 weeks unpaid
leave.

No entitlement to
SMP through Trust.

May be entitled to
Maternity Allowance
through Jobcentre
upon submission of an
SMP1 form.

No entitlement to
OMP.

26 — 52 weeks
continuous service by
the 11™ week before
EWC.

39 weeks paid leave.
(Lower Earnings for
National Insurance
Contributions apply)

13 weeks unpaid
leave.

6 weeks @ 90% of
average earnings.

33 weeks @ standard
rates of SMP or 90%
of average weekly
earnings, whichever is
the lower.

13 weeks unpaid
leave.

No entitlement to
OMP.

More than 52 weeks

continuous service by
the 11t week before
EWC.

39 weeks paid leave.
(Lower Earnings for
National Insurance
Contributions apply)

13 weeks unpaid
leave.

6 weeks @ 90% of
average earnings.

33 weeks @ standard
rates of SMP or 90%
of average weekly
earnings, whichever is
the lower.

13 weeks unpaid
leave.

8 weeks @ full pay
(OMP) including SMP

18 weeks half pay
(OMP) plus SMP
(which should not
exceed full pay).

13 weeks SMP @
standard rate.

13 weeks unpaid
leave.

Please note you must
return to employment
with the NHS for at
least 3 months after
Maternity Leave or
repay OMP.




Appendix 2: Entitlement To Statutory and Occupational Shared Parental Leave and Pay

QUALIFYING CRITERIA

ENTITLEMENT TO
SHARED PARENTAL
LEAVE

ENTITLEMENT TO
STATUTORY SHARED
PARENTAL PAY
(ShPP)

ENTITLEMENT TO
OCCUPATIONAL
SHARED PARENTAL
PAY
(ShPP)

0 — 26 weeks
continuous service by
the 15th week before

52 weeks unpaid
Shared Parental Leave
(minus any Maternity

No entitlement to
ShPP through Trust

No entitlement to
Occupational ShPP

EWC or upon or Adoption taken).
notification of match
26 — 52 weeks 37 weeks paid leave. 37 weeks @ standard | No entitlement to

continuous service by
the 11* week before
EWC or upon
notification of match

(Lower Earnings for
National Insurance
Contributions apply)

13 weeks unpaid leave

rates of ShPP or 90%
of average weekly
earnings, whichever is
the lower.

13 weeks unpaid
leave.

Occupational ShPP

More than 52 weeks
continuous service by
the 11 week before
EWC or upon
notification of match

39 weeks paid leave.
(Lower Earnings for
National Insurance
Contributions apply)

13 weeks unpaid
leave.

37 weeks @ standard
rates of ShPP or 90%
of average weekly
earnings, whichever is
the lower.

13 weeks unpaid
leave.

Please see section 8.5

Please note you must
return to employment
with the NHS for at
least 3 months after
Shared Parental Leave
or repay Occupational
ShPP.




Appendix 3: Entitlement To Statutory and Occupational Adoption Leave and Pay

QUALIFYING CRITERIA

ENTITLEMENT TO
ADOPTION LEAVE
(Paid and unpaid
leave are consecutive
and there must be no
gap between the
two).

ENTITLEMENT TO
STATUTORY
ADOPTION PAY
(SAP)

ENTITLEMENT TO
OCCUPATIONAL
ADOPTION PAY

(OAP)

0 — 26 weeks
continuous service
upon notification of the
match.

52 weeks unpaid
adoption leave

No entitlement to SAP
through Trust.

No entitlement to
OAP.

26 — 52 weeks
continuous service
upon notification of the
match.

39 weeks paid leave.
(Lower Earnings for
National Insurance
Contributions apply)

13 weeks unpaid
leave.

6 weeks @ 90% of
average earnings.

33 weeks @ standard
rate of SAP or 90% of
average weekly
earnings, whichever is
the lower.

13 weeks unpaid
leave.

No entitlement to
OAP.

More than 52 weeks
continuous service
upon notification of the
match.

39 weeks paid leave.
(Lower Earnings for
National Insurance
Contributions apply)

13 weeks unpaid
leave.

6 weeks @ 90% of
average earnings.

33 weeks @ standard
rate of SAP or 90% of
average weekly
earnings, whichever is
the lower.

13 weeks unpaid
leave.

8 weeks @ full pay
(OAP) including SAP.

18 weeks half pay
(OAP) plus SAP (which
should not exceed
your full pay).

13 weeks SAP @
standard rate.

13 weeks unpaid
leave.

Please note you must
return to employment
with the NHS for at
least 3 months after
Adoption Leave or
repay OAP.




Appendix 4: Entitlement To Statutory and Occupational New Parent Support Leave (Paternity) And Pay

QUALIFYING CRITERIA ENTITLEMENT TO ENTITLEMENT TO ENTITLEMENT TO
LEAVE STATUTORY OCCUPATIONAL
PATERNITY PAY PATERNITY PAY
(SPP) (SAP)
0 — 26 weeks continuous service | 2 weeks unpaid No entitlement to | No entitlement to
by the 15" week before EWC or | leave SPP through Trust | OPP
upon notification of the match.
26 — 52 weeks continuous 2 weeks paid leave | 2 weeks @ No entitlement to
service by the 11 week before | (Lower Earnings standard rates of OPP
EWC or upon notification of the | for National SPP or 90% of
match. Insurance average weekly
Contributions earnings,
apply) whichever is the

lower.

More than 52 weeks continuous
service by the 11t week before

EWC or upon notification of the
match.

2 weeks paid leave
(Lower Earnings
for National
Insurance
Contributions

apply)

2 weeks @
standard rates of
SPP or 90% of
average weekly
earnings,
whichever is the
lower.

2 weeks at full pay
(OPP) including SPP




Appendix 5: Equality And Diversity Impact Assessment

EQUALITY AND DIVERSITY IMPACT ASSESSMENT

Policy: HR85 New Parents Policy

An Equality and Diversity Impact Assessment has been completed to assess the potential impact
this policy might have upon protected groups or how it is likely to influence the Trust’s ability to
comply with the Public Sector Equality Duty.

The author of this document has considered any potential impacts. There are no specific adverse
impacts for people with protected characteristics identified.

If you require this policy in a different format (e.g. larger print, Braille, different language or audio)
please contact the Corporate Governance Team (corporateoffice@cpft.nhs.uk).

o All Staff

o All CPFT employees, excluding resident doctors and bank
staff (as specified in Section 6)

¢ Line managers responsible for implementing the policy

¢ Payroll and Workforce Information teams

e To provide a clear, inclusive and legally compliant
framework for parental leave, pay and associated support.

e To ensure all eligible employees are treated fairly and
consistently when accessing maternity, adoption, shared
parental, kinship, neonatal care and new parent support
leave.

e To reduce inequality, discrimination and unintended
disadvantage for staff with protected characteristics.

e To promote wellbeing, retention and positive staff
experience during key life events.

What does this policy, function e Workforce retention and wellbeing

process link to in terms of wider o Delivery of the People Promise
business plans and objectives? e Compliance with NHS Terms and Conditions of Service

¢ Improvement of staff experience, safety and inclusion
e Delivery of the Trust’s PRIDE values

Who will be affected by the content
of this document? (e.g. staff, patients,
service users efc.)

What are the desired outcomes of
this document?

Evidence Considered:

List the main sources of data, research and other sources of evidence. This can include national research, surveys, reports,
research interviews, focus groups, pilot activity evaluations etc.

Workforce data (ESR) on maternity, adoption, shared parental and paternity leave uptake
Staff Survey results on work—life balance and inclusion

PCREF intelligence on racialised staff experience

Sickness absence and retention data linked to pregnancy and caring responsibilities
Policy drafted using NHS England and Agenda for Change guidance

Informed by HR operational feedback and casework

Equality Act 2010

NHS Terms and Conditions of Service Handbook
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e NHS England guidance on inclusive parental policies
¢ CQC Well-Led Framework
e CPFT Workforce data and staff feedback

Evidence considered

When looking at the impact on the equality groups, you must consider the following points
in accordance with General Duty of the Equality Act 2010:

In summary, those subject to the Equality Duty must have due regard to the need to:

e eliminate unlawful discrimination, harassment, and victimisation.
e advance equality of opportunity between different groups; and
o foster good relations between different groups

Consider how your assessment has been able to demonstrate Positive Impact, Negative Impact or
Neutral Impact?

Consideration has been given to the potential impact of this policy on all protected characteristics
in line with the Public Sector Equality Duty. No disproportionate adverse impacts have been
identified at this stage. The Policy establishes principles for consistent application while allowing
proportionate, case-by-case consideration where required. Implementation will be monitored
through existing governance processes to identify and address any unintended impacts. Where
no specific impacts have been identified, the absence of differential impact reflects the nature of
the guidance rather than the absence of equality considerations.

Age O O

Consider age ranges on old and younger people. This can include [ ;
safeguarding, consent and child welfare. Positive Neutral Negatlve Comment

The policy supports younger and older parents
equally, including fertility treatment, adoption,
kinship care and neonatal care leave (Sections
21, 19 and 22). This reduces age-related
disadvantage and supports non-traditional
parenting journeys.

Disability O O
Consider any attitudinal, physical and social barriers. Positive Neutral N eg ative Comment

The policy recognises pregnancy-related illness,
miscarriage and neonatal care as separate from
sickness absence and excludes them from
attendance triggers (Sections 6.7 and 6.9). This
benefits disabled staff and those experiencing
pregnancy-related health complications. The
availability of flexible leave arrangements, KIT
days and phased return options further supports
disabled parents.

e Line managers must proactively consider
reasonable adjustments during pregnancy
and return to work (Sections 6.10 and 23).

e Occupational Health referral encouraged
where disability intersects with pregnancy or
caring needs.

Gender Identify or Reassignment O O

Consider transgender and transsexual people. This can include [ ;
issues such as privacy of data and harassment. Positive Neutral Negatlve Comment




The policy explicitly states eligibility regardless
of gender identity (Sections 6.1 and 7.1). Use of
inclusive language (e.g. “bearing parent”, “chest
feeding”) supports trans and non-binary staff

and reduces risk of misgendering.

Marriage and Civil Partnership

Consider if the policy unjustifiably treats people differently based on
marital status. Are there hidden assumptions favoring married
couples over single people.

Eligibility is not dependent on marital or civil
partnership status. The policy recognises
partners in long-term relationships (Sections
6.11 and 8.1), ensuring fairness.

O
Positive

Neutral

|
Negative

Comment

Pregnancy and Maternity
Consider working arrangements, part-time working, infant caring
responsibilities.

This is the primary focus of the policy.
Comprehensive provisions for maternity leave,
pay, antenatal care, health and safety,
miscarriage, stillbirth and neonatal care
demonstrate strong compliance with the
Equality Act and NHS expectations (Sections 6,
7, 22).

o Ensure timely risk assessments.

¢ Monitor consistency of managerial practice.

Positive

O
Neutral

|
Negative

Comment

Race
Consider difference ethnic groups, nationalities, Roma gypsies,
Irish travellers, language barriers.

The policy applies equally to all staff and does
not differentiate by ethnicity. However, national
and local evidence (PCREF) indicates racialised
staff may face barriers accessing leave
entitlements or feel less supported by
managers. No race-specific barriers are
identified within the policy itself.

O
Positive

Neutral

O
Negative

Comment

Religion or Belief
Consider people with different religions, beliefs or no belief

The policy does not directly impact religion or
belief. However, flexibility around leave timing
and return to work may indirectly support staff
observing religious practices.

O
Positive

Neutral

|
Negative

Comment

Sex (Gender)

Consider men and women (potential to link to carers below).

The policy removes gendered assumptions by
enabling Shared Parental Leave, New Parent
Support Leave and Adoption Leave regardless
of sex. Explicit inclusion of non-bearing parents
and same-sex partners supports gender

Positive

O
Neutral

O
Negative

Comment




equality and challenges traditional gender roles
in caregiving (Sections 7 and 8).

Sexual Orientation
Consider heterosexual people as well as lesbian, gay and bi-
sexual people.

The policy explicitly includes same-sex couples

across maternity, adoption, surrogacy and new

parent support leave (multiple sections). This

supports equality and fosters inclusion.

o Encourage managers not to make
heteronormative assumptions.

e Maintain visible LGBTQ+ inclusion
messaging.

Positive

O
Neutral

|
Negative

Comment

Other

Consider and include the source of any evidence on different socio-economic groups, area inequality,
income, resident status (migrants) and other groups experiencing disadvantage and barriers to access.

Armed Forces Community (including
Veterans and reservists)

No specific disadvantage identified. The policy
applies equally to reservists and veterans
employed by the Trust. Signpost to Armed
Forces Covenant support where relevant.

O
Positive

Neutral

(|
Negative

Comment

Carers
Consider part-time working, shift-patterns, general caring
responsibilities.

Kinship Leave, Neonatal Care Leave and

flexible working provisions strongly support

carers, including those in unexpected caring

roles (Sections 19 and 22).

o Improve visibility of Kinship Leave forms and
guidance (noted gaps in hyperlinks).

o Manager awareness in new managers
training.

Positive

O
Neutral

O
Negative

Comment

PCREF consider additional barriers for racialised communities
accessing mental health services. How might the policy impact
different ethnic minority groups’ experiences and outcomes. See

Trust website for the Patient and Carer Race Equality Framework for

more information on how to identify potential impacts for racialised
communities. Patient and Carer Race Equality Framework | CPFT
NHS Trust

The policy support workforce wellbeing and
retention of racialised staff, contributing to
PCREF aims indirectly.

Positive

O
Neutral

|
Negative

Comment

Engagement and involvement

Have you consulted or engaged stakeholders in testing and/or gathering evidence to support the

content of this policy? Yes

If so, with whom? HR Operational Team and Staff Side Secretary
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If not, why not

If any box is marked as ‘Negative’, or ‘Unknown’, please escalate to the Equality and Diversity
Team (EDI@cpft.nhs.uk) for further support and development of an action plan. Please then sign
the box below:

Action Planning for Improvement:

This assessment has considered whether the policy could create unintended barriers, differential
access, or inequitable outcomes. No disproportionate adverse impacts have been identified at
this stage. The policy supports fairness, consistency, wellbeing and retention, and includes
flexibility and managerial discretion to respond to individual circumstances. Ongoing monitoring
through workforce data and any staff feedback will ensure that any unintended impacts are
identified and addressed through future review and implementation activity.

Action/s required to address gap: Target Date | Executive Lead

Gaps and Challenges N/a

Monitoring, evaluating & | Improve visibility and availability of all
reviewing referenced forms

Workforce data and staff feedback to
inform future updates.

Agreement by: Signature: Date:

N/a as no box is
marked negative or
unknown

Equality, Diversity and Inclusion Lead
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