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Purpose 
L&W recognises that the UK workforce is becoming increasingly diverse and includes a 
high percentage of parents and individuals with caring responsibilities, as well as staff 
whose interests and aspirations impact on their time away from work.  
 
L&W is committed to attracting and retaining the very best people and maintaining high 
levels of staff engagement. We appreciate the importance of helping our staff to balance 
their work and home lives. This policy contains family friendly provisions that set out our 
support for staff with parental responsibility and families. 
 
L&W is required, by law, to comply with statutory employee rights outlined in the 
Employment Rights Act 1996 and equalities legislation including the Equality Act 2010. 
This legislation underpins the policies set out in this document. 
 

Scope 

This policy applies to all eligible employees and, where applicable, agency staff with 12 or 
more weeks of service as per prevailing UK employment legislation.  This policy does not 
cover associates, contractors or consultants. 

 
This policy is non-contractual and does not form part of your terms and conditions of 
employment.  Staff and Trade Unions will be consulted on any changes to this policy, prior 
to implementation.  
 

Overview 

This policy sets out details for a wide variety of policies covering various types of leave 
that have the aim of supporting staff in various ways e.g. family commitments, caring 
responsibilities and public duties. For a list of the policies covered, please see the contents 
page of this document.   
 
L&W complies with all provisions for statutory leave entitlement. Some of these leave 
policies have statutory pay provisions, while other types of statutory leave are unpaid. 
 
For some types of leave, L&W offers enhanced pay provisions above statutory pay 
requirements e.g. Maternity and Paternity Pay. We do this to retain our highly valued staff 
and maintain high levels of staff engagement. Where policies include this enhanced pay 
provision, it is set out in this document, along with the conditions on which enhanced pay 
is offered. 
 
L&W is committed to ensuring that there is no discrimination in applying any of these 
statutory rights on the grounds of age, disability, gender reassignment, marriage/civil 
partnership, pregnancy, maternity, race, religion or belief, sex or sexual orientation, part-
time, fixed term or agency status as per prevailing UK legislation.   
 
HR provides advice and guidance on this policy. L&W is committed to compliance with 
statutory employee rights, equal opportunities, and data protection.  
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Multiple Family Friendly Policy Provisions 

Multiple family friendly policies are available to eligible staff.  In some situations, more 
than one family friendly policy could apply to a staff member. This can be the case for 
Maternity, Adoption, Paternity, Shared Parental Leave and Time Off for Ante-Natal 
Appointments (for Partners, Fathers and Intended Parents). Staff will need to choose and 
confirm the policy (or policies) that they want L&W to implement.   
 
Some family friendly policies require a choice. For example, staff will need to choose 
whether to take Maternity or Adoption Leave instead of Shared Parental Leave (SPL).The 
SPL policy enables both parents to ‘share’ the leave (even if the partner works elsewhere).  
 
Some family friendly policies can be applied at the same time.  For example, in 
adoption situations, the main adopter’s partner (the ‘secondary adopter’) may be entitled to 
take paternity leave (regardless of their gender), in addition to any relevant provisions set 
out for partners in L&W’s Adoption Procedure e.g. time off for adoption appointments.  
 
Staff are advised to read this policy and choose the provisions that best suit their personal 
circumstances.  Staff are welcome to contact the HR team for advice. For details of L&W’s 
family friendly procedures, please see the HR Resource Centre. 
 

Equal Opportunities  
Line managers are responsible for keeping in touch with their direct reports and ensuring 
equal opportunities when staff take extended periods of time off from work e.g. Maternity, 
Adoption or Shared Parental leave. This means informing staff about job opportunities; 
equal access to training sessions and invitations to L&W events e.g. Staff Away days. 
 

Data Protection 

L&W has an Employee Privacy Notice, to comply with the General Data Protection 
Regulations 2018. As per the Employee Privacy Notice, all requests made under this 
policy will be recorded and kept on an employee’s HR File. Once the matter is closed, line 
managers are required to submit all data to HR for filing and GDPR compliance. Line 
managers are required to delete the employee’s sensitive personal data from all of their 
devices and electronic / physical filing e.g. email inbox. 
 

Complaints & Grievances  
Staff are advised to raise any issues or complaints on an informal basis, in the first 
instance, with their line manager or HR. Thereafter, the relevant grievance policy may be 
used in the event that you are dissatisfied with any decision made in respect of your 
statutory rights set out in this policy. 
 

Enforcement 
If L&W discovers that an employee has abused this policy by making a false or inaccurate 
request, this will be regarded as an act of misconduct, and disciplinary action may be 
taken under the relevant disciplinary policy. 
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Pregnancy & Maternity  
At L&W, we endeavour to ensure all women are given support and encouragement during 
pregnancy and maternity leave and on their return to work. We believe that all female 
employees should be provided with sufficient assistance that they feel able to take as 
much time off to bond and care for their child or children.  
 
We aim to ensure that staff duties are adequately covered during maternity leave and that 
an effective dialogue occurs at all stages so that staff feel fully informed about their 
entitlements and the procedure they need to follow.  
 

Health and Safety 
L&W takes its responsibilities for pregnant staff seriously. Staff must notify their line 
manager and the HR team as soon as they are pregnant. This will enable L&W to 
assess any potential risk that your role poses to your health and safety, and the health and 
safety of your unborn child or children.   
 
Your line manager is responsible for ensuring that a pregnancy risk assessment form is 
conducted at the outset of your pregnancy and, wherever possible, action is taken to 
eliminate risk throughout the course of your pregnancy. 
 

High Risk Pregnancies / Multiple Births 
L&W takes its responsibilities for pregnant staff seriously particularly for high risk and 
multiple birth pregnancies. Staff are monitored closely by their line managers, normally on 
a fortnightly basis, using the pregnancy risk assessment tool. L&W can offer support via 
HR or its Occupational Health provider for independent medical advice to ensure that 
medical issues are addressed and any reasonable adjustments are made during 
pregnancy. See the Health, Safety & Wellbeing Policy on HR Resource Centre. 

 
Pregnancy & Maternity  
Maternity Leave is available to staff from day 1 of employment. As per prevailing UK 
legislation, L&W complies with all of the statutory provisions and timescales, where 
applicable, for Pregnancy and Maternity for the following:  
 
▪ Pregnancy risk assessment; 
▪ Notification of pregnancy; 
▪ Time off for ante-natal care; 
▪ Eligibility for maternity leave; 
▪ Starting maternity leave; 
▪ Statutory Maternity Pay (SMP); 
▪ Compulsory Maternity Leave (CML) following the birth; 
▪ Keeping In Touch (KIT) days (at full rate of pay); 
▪ Equal opportunities during maternity leave; 
▪ Stillbirth and miscarriage; 
▪ Holiday accrual during maternity leave; 
▪ Maternity leave and redundancy;  
▪ Returning to work. 

 
Please see the HR Resource Centre for L&W’s Pregnancy & Maternity procedure. 
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Enhanced Maternity Pay (EMP) 
As part of our commitment to staff engagement, L&W offers Enhanced Maternity Pay 
(EMP) to retain staff after maternity leave. EMP is discretionary, not a contractual benefit.  
 
EMP is operated by L&W as follows: 
 

▪ Weeks 1 to 6  -  90% of average weekly earnings; 
▪ Weeks 7 to 18  -  50% of earnings plus statutory maternity pay  

       (to a capped amount of 100% of salary)  
 

To be entitled to receive EMP, employees must be eligible for Statutory Maternity Pay 
(SMP) and will need a minimum service requirement of at least 26 weeks ending with the 
qualifying week – that is, the 15th week before the expected week of childbirth (EWC). 
 
Once the entitlement to EMP has ended, the employee will revert to Statutory Maternity 
Pay (SMP) or Maternity Allowance (MA) payments for their remaining entitlement. Once 
this entitlement has been exhausted, any remaining weeks of maternity leave will be 
unpaid.  
 

Enhanced Maternity Pay (EMP) Conditions 
A condition of the L&W Enhanced Maternity Pay (EMP) scheme is that the employee must 
return to work after her maternity leave has ended for a minimum period of 3 months. 
 
Where an employee fails to return to work for this minimum period eg the employee 
resigns; the employee is dismissed or employment is terminated by either party for any 
reason other than redundancy, L&W is entitled to recover any enhanced maternity pay 
paid to an employee that is in excess of Statutory Maternity Pay (SMP) or Maternity 
Allowance (MA). This repayment condition will be operated at the discretion of L&W.  
Calculations for maternity pay entitlement can be requested from the Finance team. 
 
For more details about Statutory Maternity Pay (SMP) and/or Maternity Allowance (MA), 
please see L&W’s Pregnancy & Maternity procedure on the HR Resource Centre. 
 
 

Legacy Inclusion Maternity Pay Provisions  
Eligible legacy Inclusion staff are entitled to Enhanced Inclusion Maternity Pay of 90% of 
the woman’s average weekly earnings for the first 6 weeks and 50% salary for 20 weeks 
following 2 years of service. The employee must return to work after her maternity leave 
has ended for a minimum period of 12 months. Repayment is the difference between 
Statutory Maternity Pay (SMP) and the actual payment received during maternity leave. 
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Adoption  
L&W seeks to support all new parents who adopt a child (or children). If you are matched 
for adoption with a child, you may be entitled to more than one of our family friendly 
policies e.g. adoption, paternity or shared parental leave. Staff in this situation should refer 
to all of the relevant policies to ensure they choose the policy (or policies) that best suits 
their personal circumstances.  
 
It is up to you and your partner to decide who will be the ‘main adopter’ and the ‘secondary 
adopter’. The main adopter could take adoption leave with the secondary adopter taking 
paternity leave provided that he/she is the spouse, civil partner or partner of the main 
adopter and they have the main responsibility for the upbringing of the child.   
 
Staff can also choose whether to take adoption leave or shared parental leave.  If the main 
adopter chooses not to take the full 52 weeks’ adoption leave, the shared parental leave 
policy enables both parents to ‘share’ adoption leave (even if your partner does not work 
for L&W). The main adopter can curtail their leave and, both parents can share the 
remaining leave between them. The shared parental leave may be taken in a series of 
blocks and both parents may take this concurrently. Staff are advised to read the adoption, 
paternity and shared parental leave policies and procedures to confirm which policy L&W 
should implement for them.  
 
Please contact your line manager and HR as soon as possible if you are planning to 
adopt a child.  Please see our adoption procedure on the HR Resource Centre, which 
sets out all of your rights and obligations should you be matched for adoption. 
 

Adoption Leave 
Adoption leave is available to staff from day 1 of employment.  As per prevailing UK 
legislation, L&W complies with all of the statutory provisions and timescales, where 
applicable, for adoption for the following:  
 
▪ Time Off for adoption appointments: 
▪ Eligibility for adoption leave; 
▪ Length of adoption leave; 
▪ Ordinary Adoption Leave (OAL) and Additional Adoption Leave (AAL); 
▪ Statutory Adoption Pay (SAP); 
▪ Notification of adoption; 
▪ Surrogacy and adoption rights; 
▪ Dual approved prospective adopters and adoption Leave; 
▪ Starting adoption leave; 
▪ Equal opportunities during adoption leave; 
▪ Keeping In Touch (KIT) days (at full rate of pay); 
▪ Holiday accrual during adoption leave; 
▪ Adoption leave and redundancy; and 
▪ Returning to work. 
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Enhanced Adoption Pay (EAP) 
As part of our commitment to new parents and staff engagement, L&W offers Enhanced 
Adoption Pay (EAP) to retain highly valued staff after adoption leave. EAP is discretionary 
and is not a contractual benefit. EAP is operated by L&W as follows: 
 
▪ Weeks 1 to 6  -  90% of average weekly earnings; 
▪ Weeks 7 to 18  -  50% of earnings plus statutory adoption pay  

   (to a capped amount of 100% of salary)  
 

To be entitled to receive EAP, employees will need a minimum service requirement of at 
least 26 weeks ending with the qualifying week – that is, the 15th week before the 
placement for adoption and their average weekly earnings in the eight weeks up to and 
including the qualifying week have been at least equal to the lower earnings limit for 
National Insurance contributions. 
 
Once the entitlement to EAP has ended, the employee will revert to Statutory Adoption 
Pay (SAP) payments for their remaining entitlement. Once this entitlement has been 
exhausted, any remaining weeks of adoption leave will be unpaid.  
 

Enhanced Adoption Pay (EAP) Conditions 
 
A condition of the Enhanced Adoption Pay Scheme is that the employee must return to 
work after adoption leave has ended for a minimum period of 3 months. 
 
Where an employee fails to return to work for this minimum period eg the employee 
resigns; the employee is dismissed or employment is terminated by either party for any 
reason other than redundancy, L&W is entitled to recover any enhanced adoption pay paid 
to an employee that is in excess of Statutory Adoption Pay (SAP).  Calculations for 
adoption pay entitlement can be requested from the Finance team.  This repayment 
condition will be operated at the discretion of L&W.   
 
For more details about Statutory Adoption Pay (SAP), please see L&W’s Adoption 
procedure on the HR Resource Centre. 
 

Legacy Inclusion Adoption Pay Provisions  
Eligible legacy Inclusion staff are entitled to Statutory Adoption Pay (SAP). 
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Shared Parental Leave 

L&W is keen to support new parents and ensure that fathers and partners can take greater 
involvement in the upbringing of their child following birth or adoption. Shared parental 
leave may be taken in the case of both births and adoptions. This policy uses the word 
‘parent’ to describe employees in both birth and adoption circumstances. 
 
Due to the flexibility and complexity of the shared parental leave system, it is essential that 
staff understand the procedural requirements involved in taking such leave. Eligible staff 
have a certain amount of flexibility to decide which parent takes leave and when, including 
being on leave at the same time. Eligible staff may make up to three requests for leave, 
including any changes to previously booked leave. 
 
The amount and time permitted for shared parental leave and pay are different for 
maternity and adoption and some criteria depend on personal circumstances. L&W 
requires staff to provide evidence within 14 days of a request. 
 
Staff wishing to take shared parental leave must inform their line manager and HR at 
the earliest possible opportunity so that L&W can plan ahead for the operational impact. 
Please see the Shared Parental Leave Procedure on the HR Resource Centre for details. 

 
Enhanced Shared Parental Pay (ESPP) 
As part of our commitment to new parents and staff engagement, L&W offers Enhanced 
Shared Parental Pay (ESPP) to retain highly valued staff after Shared Parental Leave. 
Some staff will be eligible for L&W’s Enhanced Shared Parental Pay (ESPP). This is 
discretionary and significantly more generous than statutory rights. Therefore, it is not a 
contractual benefit. 
 

Entitlement to the L&W Enhanced Shared Parental Pay (ESPP) will depend on: 
▪ your length of service – you must have a minimum service requirement of at least 26 

weeks ending with the qualifying week – that is, the 15th week before the expected 
week of childbirth or placement for adoption;  

▪ meeting the eligibility requirements for Statutory Shared Parental Pay (ShPP); 
▪ giving the appropriate notice as per the Shared Parental Procedure; 
▪ opting to take statutory Shared Parental Pay at the same time as L&W’s Enhanced 

Shared Parental Pay scheme; and 
▪ returning to work following your leave for a period of at least 3 months (or an equivalent 

period of time if you reduce your hours). 
 
If the above requirements are met, you will be eligible to receive the benefits of the 
Enhanced Shared Parental Pay (ESPP) scheme. This will be subject to how much 
maternity/adoption leave has been taken, and how the Shared Parental Leave (SPL) and 
pay are shared between the parents. 
 
ESPP is operated by L&W as follows: 
▪ Weeks 1 to 6  -  90% of average weekly earnings; 
▪ Weeks 7 to 18  -  50% of earnings plus statutory shared parental pay  

   (to a capped amount of 100% of salary)  
 



 
 

 
10 

 

Once the entitlement to ESPP has ended, the employee will revert to ShPP payments for 
their remaining entitlement. Once this entitlement has been exhausted, any remaining 
weeks of shared parental leave will be unpaid.  
 

Enhanced Shared Parental Pay (ESPP) Conditions 
A condition of the Enhanced Shared Parental Pay Scheme is that the employee must 
return to work after SPL has ended for a minimum period of 3 months. 
 
Where an employee fails to return to work for this minimum period eg the employee 
resigns; the employee is dismissed or employment is terminated by either party for any 
reason other than redundancy, L&W is entitled to recover any enhanced SPL pay paid to 
an employee that is in excess of ShPP.  Calculations for SPL pay entitlement can be 
requested from the Finance team.  This repayment condition will be operated at the 
discretion of L&W.   
 
For more details about Shared Parental Pay (ShPP), please see L&W’s Shared Parental 
Leave & Pay procedure on the HR Resource Centre. 
 

Legacy Shared Parental Pay Provisions  
Eligible legacy Inclusion staff are entitled to Statutory Parental Pay (SPP). 
 

Shared Parental Leave (SPL) & Shared Parental Pay (ShPP) 
As per prevailing UK legislation, L&W complies with all of the statutory provisions and 
timescales, where applicable, for Shared Parental Leave & Pay for the following:  
 
▪ Statutory Shared Parental Pay (ShPP); 
▪ Eligibility requirements;   
▪ Amount and timing of SPL;  
▪ Curtailment notice;   
▪ Process of applying for shared parental leave and/or pay;  
▪ Evidence requirements for SPL;  
▪ Notice to take a specific period of SPL and ShPP;   
▪ Confirmation of SPL and Shared Parental Pay (ShPP);  
▪ Varying a period of Shared Parental Leave (SPL);   
▪ ‘SPLIT’ (Shared Parental Leave in Touch) days at full rate of pay;   
▪ Terms and conditions during SPL;   
▪ Shared parental leave and redundancy; and 
▪ Returning from SPL.   
 

For more details about Shared Parental Leave (SPL) and Shared Parental Pay (ShPP), 
please see L&W’s Shared Parental Leave & Pay procedure on the HR Resource Centre. 
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Staff Returning from Extended Periods of Leave 
e.g. Maternity, Adoption, Shared Parental Leave 
 
L&W is keen to support staff engagement and recognises that staff may need support 
when they return from an extended period of leave.   
 
Line managers are expected to ensure that staff have an adequate return to work following 
a period of extended leave.  
 
L&W has a number of support mechanisms in place for our staff as follows: 
 
▪ Re-Induction to be organised by line manager (where required); 
▪ Flexible Working (staff member to request this where required); 
▪ Employee Assistance Programme (EAP); and 
▪ Regular 1-2-1 meetings with line manager. 

 

Re-induction after extended period of leave  
After an extended period of leave, staff members have the option to receive a re-induction 
on their return to work, depending on their length of absence. Line managers are 
responsible for arranging this, seeking advice from HR where required.  
 
Re-induction could involve, where necessary, specific training sessions to update the staff 
member on process and systems changes; meetings with new and existing staff; thorough 
updates on work and projects and they will be given time to familarise themselves with the 
workplace on their return to work. Their line manager will set SMART objectives in 
consultation with them, to ensure expectations and objectives are realistic.    
 

Flexible Working 
L&W recognises that staff returning from an extended period of leave may wish to reduce 
their working hours or work flexibly. L&W will make every effort to accommodate requests, 
provided that your duties can still be effectively carried out on such a basis. Staff are 
encouraged to read L&W’s Flexible Working policy. 

 

Employee Assistance Programme (EAP) 
L&W has an Employee Assistance Programme (EAP), which is delivered by an 
independent third party. They provide support services that can help families with a range 
of non-work issues such as financial concerns, legal issues, health concerns etc. They can 
also provide access to counselling services, if required. Further details about our EAP can 
be found on the HR Resource Centre under Health and Wellbeing. 
 

Regular 1-2-1 Meetings with Line Manager 
Line managers have regular 1-2-1 meetings with their direct reports. These meetings 
provide the opportunity for regular and open dialogue between staff and line managers so 
that any issues can be discussed and the relevant support put in place, where possible.   
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Surrogacy 

L&W is committed to supporting all new parents, including staff who are receiving a child 
via surrogacy (‘intended parents’) and who intend to apply for a Parental Order (PO) within 
six months of the child’s birth.  
 
Nine of our family friendly policies are applicable to intended parents. They are: 
 
▪ Time off for ante-natal appointments; 
▪ Adoption leave; 
▪ Paternity leave;  
▪ Shared parental leave; 
▪ Parental leave; 
▪ Time off for dependants; 
▪ Parental bereavement for primary carers; 
▪ Carer’s leave; and 
▪ Compassionate leave. 
 
L&W may require evidence from you in the form of a statutory declaration that this is your 
intention and that you fully expect that the Parental Order will be made. A valid statutory 
declaration must be witnessed by one of the following: 
 
▪ a practising solicitor 
▪ a notary public  
▪ a justice of the peace 
▪ a Commissioner for Oaths 
▪ a Councillor (Scotland only) 
▪ any other qualified person. 
 

If, subsequent to an application for a Parental Order, the order is refused, adoption leave 
will end eight weeks after the refusal, or at the end of the adoption leave period, whichever 
is the earlier. 
 

Surrogacy & Adoption  
As per prevailing UK legislation, L&W complies with all of the statutory provisions and the 
timescales, where applicable, for surrogacy and adoption. 
 
Intended parents will need to decide between them which parent is to take adoption leave 
and who will take paternity leave. It is not possible for one parent to take both types of 
leave. 
 
Please notify your line manager and HR as soon as possible of your situation to 
ensure you are fully aware of your entitlements and obligations.   
 
You are advised to read our procedures for adoption, paternity and shared parental leave 
on the HR Resource Centre or contact HR for more information. 
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Time off for Ante-Natal Appointments:  
Partners, Fathers & Intended Parents 
 
L&W aims to support all new and intended parents, as per prevailing UK legislation. This 
includes parents in same-sex relationships. There is no length of service requirement to 
access this provision.   
 
Eligible employees have a statutory right to take unpaid time off to accompany a pregnant 
woman at up to two ante-natal appointments. The maximum time off allowed is 6.5 hours 
on each occasion. Staff must request time off from their line manager.  No request for 
time off will be unreasonably refused. The appointment must be made on the advice of a 
registered medical practitioner, registered midwife or registered nurse. 
 
In order to qualify, the employee must: 
▪ be the husband or civil partner of the pregnant woman; or 
▪ live with the woman in an enduring family relationship (but not a parent, grandparent, 

sister, brother, aunt or uncle of the woman); or 
▪ be the father of the expected child; or 
▪ be a parent of the expected child by virtue of section 42 or 43 of the Human 

Fertilisation and Embryology Act 2008; or 
▪ be a potential applicant for a parental order under section 54 of the Human Fertilisation 

and Embryology Act 2008 in respect of the expected child. 
 
Requests to attend ante-natal appointments from employees who do not qualify for the 
statutory right, or requests for time off on more than two occasions, will be considered at 
the discretion of the employee’s line manager, in consultation with HR. 
 
Employees may be required to submit a written declaration to their line manager and HR 
confirming the following: 
▪ the employee has a qualifying relationship with a pregnant woman or her expected child; 
▪ the employee’s purpose in taking time off is to accompany the woman to an ante-natal 

appointment; 
▪ the appointment in question is made on the advice of a registered medical practitioner, 

registered midwife or registered nurse; and 
▪ the date and time of the appointment. 
 

 
Parental Leave 
L&W provides unpaid parental leave to all new parents, as per prevailing UK legislation. 
Parental leave is available to eligible employees who wish to take time off work to spend 
with their child, for example, to accompany the child during a planned stay in hospital, or to 
go on holiday with the child. Staff must request time off from their line manager.   
 
Full details can be found in the Parental Leave Procedure, which can be found on the HR 
Resource Centre. 
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Paternity  
L&W endeavours to support all new parents, including those in same-sex relationships and 
intended parents through surrogacy (see separate policy).  Same-sex parents can take 
paternity leave provided that the other parent is the spouse, civil partner or partner of the 
mother/primary carer and they have the main responsibility for the upbringing of the child. 
 
Staff must request time off from their line manager.   L&W’s Paternity Procedure sets 
out all of your rights and obligations. It can be found on the HR Resource Centre. 
 

Enhanced Paternity Pay (EPP) 
L&W offers Enhanced Paternity Pay (EPP) to support staff with childcare responsibilities. 
EPP is discretionary and is not a contractual benefit. To be entitled to receive EPP, 
employees will need to meet the criteria for Statutory Paternity Pay (SPP) including a 
minimum service requirement of at least 26 weeks at the 15th week before the Expected 
Week of Childbirth (EWC) or Expected Week of Placement (EWP).   
 
Staff may take up to a maximum of 2 consecutive weeks of leave, at full pay.   
 

Legacy Inclusion Paternity Pay Provisions 
Eligible legacy Inclusion staff are entitled to Statutory Paternity Pay (SPP). 
 

Paternity Leave 
As per prevailing UK legislation, L&W complies with all of the statutory provisions and 
timescales, where applicable, for Paternity for the following:  
 
▪ Eligibility for paternity leave; 
▪ Statutory Paternity Pay (SPP); 
▪ Length of paternity leave; 
▪ Notification of paternity leave following the birth of a child; 
▪ Notification of paternity leave following adoption; 
▪ Multiple births; 
▪ Contractual benefits; 
▪ Returning to work. 

 
Full details can be found in the Paternity Procedure on the HR Resource Centre. 

Time off for Dependants 
Eligible staff have a statutory right to take a reasonable amount of time off work on, an 
unpaid basis, to deal with emergencies involving their dependants. The term ‘dependant’ is 
prescribed in law and is outlined in the Time Off for Dependants Procedure on the HR 
Resource Centre. Staff will not be subject to detriment for taking time off for dependants. 
Staff who use time off for dependants for reasons other than that for which the statutory 
right is intended may be subject to disciplinary proceedings.  
 
Staff must request time off from their line manager. Full details can be found in the 
Time Off for Dependants Procedure on the HR Resource Centre. 
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Parental Bereavement for Primary Carers 
L&W recognises that losing a baby or child is a devastating experience. It fully deserves to 
be respected and supported by employers. L&W is keen to offer time, flexibility and 
assistance to bereaved families, to support them through such a life-changing journey.  
 
Support is offered at a time that best suits the needs of primary carers. L&W has chosen to 
offer paid support to staff which is well above the statutory conditions stipulated by law. 
 
Under the Parental Bereavement (Pay and Leave) Act, primary carers – not just parents – 
are entitled to time off work following the death of a child. This includes adopters, foster 
parents and guardians, as well as more informal groups such close relatives or family 
friends who have taken responsibility for the child’s care in the absence of parents. 
 
Staff are advised to speak to their line manager and/or HR as soon as possible to 
receive appropriate support under this policy.   
 
L&W parents or primary carers are entitled to two weeks’ leave following the death of a 
child under the age of 18 or a stillbirth after 24 weeks of pregnancy. The leave can either 
be taken in one block or in two separate blocks of one week. It can be taken within a 56 
week window from the child’s death, to allow primary carers the time to mark the first 
anniversary.  
 
Notice requirements will be flexible so the leave can be taken without prior notice.  
 
Parents will not need to provide L&W with a child’s death certificate as evidence. 
 

Enhanced Parental Bereavement Pay (EPBP) 
As part of our commitment to parents and primary carers, L&W offers Enhanced Parental 
Bereavement Pay (EPBP) at full pay for 2 weeks for staff, regardless of continuous 
service. 
 

Legacy Inclusion Provisions 

Eligible legacy Inclusion staff are entitled to Statutory Parental Bereavement Pay (SPBP). 
 

Payroll & Audit  
The line manager will liaise with HR to confirm both the amount of leave to be given and 
the payment arrangements in respect of this leave. HR will inform the Finance team for 
payroll and audit purposes. 

 
Employee Assistance Programme – Counselling & Support 
L&W offers an Employee Assistance Programme (EAP), which can provide independent, 
confidential support 24 hours a day 365 days a year through their telephone helpline.  
 
Bereaved parents and primary carers are encouraged to obtain help and support from our 
EAP such as counselling. This can be offered on a face-to-face basis or over the phone. 
All EAP details can be found on the HR Resource Centre.   
 
For more details and additional support, please speak to a member of the HR team.  

http://www.legislation.gov.uk/ukpga/2018/24/pdfs/ukpga_20180024_en.pdf
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Compassionate Leave  
L&W is keen to support staff in the event of a loved one dying e.g. partner, parent, child, 
grandparent, sibling or stepchild/parent. L&W provides significantly more than statutory 
requirements with five days’ paid leave in one leave year from day 1 of employment.  
 
L&W recognises that staff may be close and emotionally connected to other family 
members not mentioned in the list above. Staff are advised to speak to their line 
manager and/or HR as soon as possible to receive appropriate support under this 
policy. This is at the discretion of the line manager, based on the circumstances of 
the request. Where a death is someone other than a close family member, the CEO’s 
approval is required.    
 

Extended Leave 
Where extended leave is requested, the staff member should speak to their line manager 
immediately. Normally, a request for extended time off from work (more than one day) 
would not be approved unless a short term request has been made first.  
 

Extended periods of time off are granted at the CEO’s discretion. Leave of more than five 
days will be granted solely at the discretion of the CEO. The extended time off permitted 
under this policy may be taken from the employee’s holiday entitlement (where 
authorised by the line manager dispensing with the usual notice periods) or be covered by 
time off in lieu or be granted as unpaid time off. If unpaid, the line manager may agree for 
the staff member to make up the time as appropriate.   
 
Staff have a right to take time off to deal with an unforeseen emergency involving a 
dependant, e.g. when a dependant dies. This policy does not affect that statutory right. 
 

Payroll & Audit  
The line manager will liaise with HR to confirm both the amount of leave to be given and 
the payment arrangements in respect of this leave. HR will inform the Finance team for 
payroll and audit purposes. 
 

Carer’s Leave  
In line with L&W’s organisational values, we offer Carer’s leave to our staff. This is 
significantly more than statutory requirements. Staff may take 5 days’ paid leave in any 
one leave year take care of a partner, dependant (older or younger than the staff member), 
a relative or sick child. Staff are entitled to this from the first day of their employment. Staff 
are advised to speak to their line manager and/or HR to receive appropriate support 
under this policy. Where extended leave is requested, this may be granted by the CEO 
on either a paid or unpaid basis, on a case-by-case basis.   

Staff have a right to take time off to deal with an unforeseen emergency involving a 
dependant. This policy does not affect that statutory right. 
 

Payroll & Audit  
The line manager will liaise with HR to confirm both the amount of leave to be given and 
the payment arrangements in respect of this leave. HR will inform the Finance team for 
payroll and audit purposes. 
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Time off work for Domestic Emergencies  

L&W appreciates that its staff have home lives as well as work commitments. Therefore, 
L&W supports its staff in dealing with genuine domestic emergencies at short notice. Time 
off is unpaid and will be for a period of time necessary to address the immediate 
emergency, usually a few hours or a maximum of one day. The employee is expected to 
return to work as soon as possible thereafter.   
 

Staff that wish to request time off under this policy should contact their line 
manager as soon as possible. If the line manager is not available, they should 
alternatively contact the HR team (hr.team@learningandwork.org.uk).  
  
Employees should explain the nature of the domestic emergency and, if necessary, the 
reason why they are required to attend to the emergency. The employee should also 
explain how much time off they believe is required to deal with the immediate emergency 
situation. The employee’s line manager will confirm to the employee the amount of time off 
work that has been granted, together with the expected time that the employee is expected 
to return to work.  
 
The employee’s line manager may not grant the request if they do not consider the reason 
for the request is classed as a domestic emergency. The request may need to be dealt 
with under another policy, for instance time off for dependants.   
 
If the employee is unable to conclude the emergency situation within the agreed time, they 
should notify their line manager immediately. Failure to return to work at the agreed 
time/date may lead to disciplinary action being taken and in serious cases this could result 
in dismissal.   
 

Requests for extended periods of time off 
Should a domestic emergency develop into a requirement for an extended period of 
time off work, the staff member should speak to their line manager immediately. Normally, 
a request for extended time off from work (more than one day) would not be approved 
unless a short term request has been made first. This is at the discretion of the line 
manager, based on the circumstances of the request.   
 

Extended periods of time off are granted at the CEO’s discretion. The extended time off 
permitted under this policy may be taken from the employee’s holiday entitlement 
(where authorised by the line manager dispensing with the usual notice periods) or be 
covered by time off in lieu or be granted as unpaid time off. If unpaid, the line manager 
may agree for the employee to make up the time as appropriate.   

 
Appeals  
Where requests for time off to deal with domestic emergencies or extended periods of time 
off are refused by the line manager, the employee may ask to discuss the matter with a 
relevant member of SMT, in consultation with HR, in order for the decision to be reviewed. 
If the employee remains dissatisfied, they may submit a grievance under the relevant 
grievance policy.   
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Time off work for Domestic Emergencies does not apply if the reason for the request for 
time off work was known in advance. Receiving a delivery or undertaking routine repair 
work is not classed as a domestic emergency. In such circumstances, staff are 
encouraged to speak to their line managers and agree an informal arrangement e.g. 
working from home to balance work and personal issues.      

 
Time off for Religion or Belief   

Under the Equality Act 2010, it is unlawful to discriminate against a worker on the grounds 
of their religion, religious belief or philosophical belief. This includes discriminating against 
a person for not holding a particular religion, religious or philosophical belief.   
 

Staff that wish to request time off should contact their line manager. 
  

L&W recognises the need to be sensitive to employees’ religions or beliefs and the 
requirements this may have on an employee. The employee should ensure they 
communicate their religious requirements or needs to their line manager to allow these to 
be appropriately considered.    
  
Staff should inform their line manager of any event which requires time off for religious 
observance, for example, time off for religious festivals or time off for prayers. L&W’s 
expectation is that staff will normally use annual leave for such requests and staff will 
inform their line managers that the request is made for religious reasons. 
 
L&W will aim to accommodate these requests wherever possible. However, the line 
manager in consultation with HR, will consider the operational needs of the organisation in 
reaching a decision.    
  
Where staff may require an extended period of leave e.g. to attend a religious funeral, they 
should discuss their situation with their line manager (in consultation with HR). Staff may 
be able to take a period of annual leave and then follow it with a period of compassionate 
leave.  
 

Line managers at all levels of the organisation are responsible for ensuring that their staff 
do not engage in unlawful discrimination with members of their team in dealing with such 
requests. HR can provide advice to line managers, where requested.  
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Time Off for Public Duties 
L&W acknowledges employees’ interests outside work are beneficial from a personal 
perspective and also from the perspective of a wider society and, as such, supports 
employees who undertake public duties. L&W will grant “reasonable” time off to an 
employee who undertakes certain public duties as outlined in the Employment Rights Act 
1996 as amended from time to time.  
 
‘Reasonable’ time off is a statutory right and therefore employees will not be asked to 
make up the time spent away from work for this purpose. In determining what is 
reasonable, the following will be taken into account:  
  
▪ the public duty involved;  
▪ how many of these posts the employee holds; and 
▪ any time already taken off for the purpose of undertaking public duties.  

  

Declaration of Post 
Staff are required to inform L&W, via their line manager, of any posts they hold 
which qualify them for the right to take time off for public duties. An indication as to 
how much time the employee may need to take off per year should also be given so that 
L&W is in the best position to maintain an effective operation year round. 

 
Meaning of Public Duties 
This policy permits employees to take time off in relation to their posts as:  
▪ a Justice of the Peace; 
▪ a member of the following bodies/authorities: 

- a local authority 
- a statutory tribunal 
- a probation board 

- a police authority 
- youth offender panel 
- a registered housing board 
- a registered social landlord and tenant management organisation 

- the Service Authority for the National Criminal Intelligence Service or the Service 
Authority for the National Crime Squad 

- a board of prison visitors or a prison visiting committee 
- a relevant health body 

- a relevant education body 
- the Environment Agency, the Scottish Protection Agency or a relevant Scottish 

water and sewage authority. 
 

Staff that wish to request time off should contact their line manager in writing as far 
in advance of the dates requested as possible. The request should contain:  
  

▪ the duty to which the time off relates  
▪ the dates between which the employee wishes to take off.  
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The line manager will then consider the request according the criteria above. If the 
business needs dictate that the employee’s absence at the requested time would not be 
feasible, the request will not be granted.  In addition, time off will not be considered 
‘reasonable’, and therefore the request will be declined, where:  
  

▪ L&W regards the amount of time requested as disproportionate;  
▪ the employee has already taken what L&W deems a reasonable amount of time off in 

that leave year.  
  

In the event of either of the above, L&W may agree a period of paid annual leave to be 
taken to cover time off deemed not to be reasonable. Failure of the employee to specify 
the expected duration of time off will also result in the request being declined.  
  

Other Duties  
Employees who carry out duties other than those to which the statutory right applies may 
be granted time off work. Requests should be made to the CEO via the HR team. Time off 
for this purpose is made at the CEO’s absolute discretion.  
  

Payment for Time Off  
Although the statutory right to take time off for public duties is unpaid, the CEO may use 
discretion to allow paid time off.  
 
Where an employee is paid for time off, pay will be offset against any money received by 
the employee in relation to expenses and/or compensation for loss of earnings from the 
public body for whom the duties are performed.  
  

Appeals  
Employees who are dissatisfied that their request for time off for public duties has been 
declined may seek recourse via the relevant grievance policy.  

 
Legacy Inclusion Provisions 
No enhanced pay. Time off work as per Employment Protection (Consolidation) Act 1978. 

 
Time Off for Jury Service 
Any employee over 18 years of age may be called for jury service. L&W appreciates that 
employees must carry out jury service when issued with a jury summons form, unless a 
delay is achievable. Normally, L&W will provide full pay for jury service, up to 10 working 
days. Beyond that point, any further period of pay will be at the discretion of the CEO. 
 
Please note that for unpaid time, you may be able to claim compensation from the Court 
for loss of earnings, and childcare expenses if applicable. You may be required to present 
the court with receipts. L&W can provide you with a Certificate of Loss of Earnings. Please 
ask the Finance team about this.  
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Notification  
When you receive a jury summons you should notify your line manager and the HR 
team immediately to give full details of the dates and times of your absence, before 
you provide a response to the summons. L&W may take the view that your absence will 
cause disruption and therefore cannot be accommodated. If this happens, you will be 
asked to make a request to be excused or for your jury service to be deferred.   
 

Your responsibilities  
If during jury service you are informed you are not needed in working hours then you 
should return to or resume work, where practicable.   
 
If a staff member is believed to have acted in such a way that could be considered a 
breach of this policy then L&W will take disciplinary action. If an employee has taken 
unauthorised absence then this may be classed as gross misconduct and could result in 
dismissal without pay.  You will not be paid for any period of unauthorised absence.  
 

Legacy Inclusion Provisions 
No enhanced pay. Time off work as per Employment Protection (Consolidation) Act 1978. 

 

Time off for Trade Union Representatives  
 
Time off for Learning 
A Union Learning Representative (ULR) is an employee of L&W and a member of an 
independent trade union recognised by L&W who has received training from their union to 
enable him/her to give advice on learning and training issues to fellow union members.  
 

As an employee of L&W, a ULR is subject to the terms and conditions of his/her 
employment in the same way as any other employee. Special rules apply which require 
that L&W informs the union if a ULR has been suspended or invited to a disciplinary 
hearing. 
 

A ULR may take time off to carry out any of the following activities in relation to fellow 
employees who are also members of the union: 
 
▪ analysing learning or training needs; 
▪ providing information and advice about learning and training matters; 
▪ arranging learning or training; 
▪ promoting the value of learning or training; and 
▪ undergoing training relevant to the functions of a ULR. 

 

Time off for Trade Union Duties 
Appointed or elected representatives may take reasonable unpaid time off during normal 
working hours to carry out their trade union duties. Employees wishing to take time off for 
these purposes must first obtain authorisation from their line manager. Time off will not be 
unreasonably refused, however, L&W reserves the right to take into account the needs of 
the business when making a decision to grant or decline a request.  
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The trade union duties must relate to industrial relations between L&W and the employees, 
and not between the trade union and its members (such as collecting trade union 
subscriptions). It includes the right to undergo training in aspects of industrial relations that 
is relevant to the carrying out of those duties which are approved by the trade union. All 
time off for training must be authorised in advance by the employee’s line manager 

 
What is “reasonable time off”? 
L&W acknowledges and appreciates the importance of providing reasonable time off and 
permission should not be unreasonably withheld. Time spent on ULR activities should 
normally be within an employee’s normal working hours and, if necessary, L&W may agree 
to adjust working hours for these purposes. Employees who wish to do this should in the 
first instance speak to their line manager. 
 
What is a ‘reasonable’ amount of time off will be determined at the time the employee 
makes a request to take such time off. The following will be taken into account: 
 
▪ any time already taken off for the purpose of undertaking public duties; 
▪ how much time the employee wishes to take off on the present occasion; and 
▪ the trade union activities involved. 

 
The line manager may agree to the request provided that certain conditions are met. 
 
The following represents guidance from Acas (the Advisory, Conciliation and Arbitration 
Service) on other considerations an employer should have when making a decision to 
grant time off: 
 

▪ the size and type of the organisation and its workforce; 
▪ the extent of union representation within it; 
▪ the number of union representatives; 
▪ how much time off union representatives have been granted and/or are now 

requesting; 
▪ whether any conditions relating to previous time off have been observed satisfactorily 
▪ operational requirements – in exceptional cases, it may be reasonable to refuse some 

or all of the time off requested where the demands of the business provide for this (eg 
during a period of unusually heavy workload where L&W can ill afford to have the 
employee in question absent, or the employee undertakes a key role in the 
implementation of a critical project). However the expectation is that paid time off for 
representatives should not be unreasonably refused; 

▪ how many workers are currently absent, and how many unfilled vacancies exist; 
▪ whether cover is available for the employee who is requesting time off; and 
▪ advance consultation – the trade union should, wherever possible, consult with an 

employer about the need for time off for representatives as far in advance as possible.  
 

Legacy Inclusion Provisions 
A staff member who is an elected representative for matters of Trade Union health and 
safety at work is entitled to take reasonable time off with full pay to carry out duties in 
connection with health and safety at work and for approved training which is relevant to 
such work. 


