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This policy is applicable to our schools; Khalsa Secondary Academy (KSA), ATAM, The 

Khalsa Academy Wolverhampton (TKAW) and any further academies we open. 

 

Part A – Policy 
 

1. Policy Statement 

 

The information given in this policy outlines the school and individual’s responsibilities when they are 
taking maternity and adoption leave.  Additional information is provided regarding Antenatal 

appointments and Paternity Leave.  If there are any queries or concerns with regard to this information 
you can contact the school’s personnel provider to discuss your individual case in more detail. 

 



KAT Maternity and Adoption Policy 

2. Scope 
 

This Policy and procedure applies to all Employees 

3. Adoption Arrangements and Date 

This procedure was adopted by the Board of Directors of The Khalsa Academies Trust and supersedes 

any previous Maternity and Adoption Policy. 

The policy will be reviewed by The Khalsa Academies Trust every 2 years or earlier if there is a need.  

This will involve consultation with the recognised unions. 

 

Part B - procedure 

Maternity Leave - General Principles 

 

All women are entitled to maternity leave.  The amount of maternity pay is dependent on your length 

of Local Authority continuous employment. 

Your maternity leave cannot begin earlier than the beginning of the eleventh week before the expected 

week of childbirth (EWC).  You may continue to work beyond this eleventh week if you wish, and still 

qualify for maternity pay, but you must not remain at work if medically unfit to do so. 

All women have a right to return to work after maternity leave. 

All contractual entitlements, except for remuneration, will continue throughout the maternity leave 

period. 

If, in the early months of pregnancy, you are advised by the approved medical practitioner to absent 

yourself from school because of the risk of rubella, you will be granted leave with full pay. 

No later than the end of the 15th week before your baby is due you must tell your manager or 

Headteacher in writing that: 

 You are pregnant; 
 When the expected week of childbirth will be; 

 The date you intend to start your maternity leave (this can be no earlier than the 11th week 
before the EWC). 

You must give 28 days’ notice of the date you intend to commence your maternity leave.  You may 

change your leave dates as long as you give 21 days notice. 

A form MatB1 provided by your midwife after 20 weeks of pregnancy must be sent to the school’s 

payroll department to enable maternity pay to be paid.  Maternity Pay cannot be paid without the 

original form being sent to payroll. 

If you aren’t planning on taking your full maternity leave, you must let your employer know when you 

will be coming back.  You can change your mind later on as long as you give 21 day’s notice of the 

change.  If you change your mind to come back later, you must give 21 day’s notice before the original 

earlier date.   

Your employer must write to you within 28 days’ of being notified of your intended maternity start date 

to advise you of the date you are due back to work.   
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Antenatal Care 

All staff have a right to paid time off for ante-natal care and must produce evidence of appointments 

from the second appointment onwards. 

Maternity Leave and Pay Entitlements 

All staff have to take a minimum of two weeks from work immediately following the date of childbirth 

and cannot therefore return before this period.  This is known as Compulsory Maternity Leave. 

Please see the attached tables to confirm your maternity pay and leave entitlement.  If you have any 

queries please contact the school’s personnel providers. 

You have a right of return to work at the end of the 52 weeks' maternity leave or earlier providing you 

give the school 21 day’s notice in writing of your intention to return to work before the end of your 

maternity leave. 

Conditions Regarding Salary Entitlement During Absence for Maternity 

Payment of a period of half salary for staff with more than one year’s service at the 11 th week before 

EWC is made on the condition that you will be available to work for a period of 13 weeks at the end of 

the maternity leave.  If you return to work on a reduced hours basis, this period of work will be increased 

accordingly, i.e. if you return on 50% of your original contractual hours, then you will need to return 

for a period of 26 weeks.  In the event of you not being available this payment has to be refunded to 

the school.  You will be able to retain the first six weeks' payment and any statutory maternity pay. 

Following your return to work, the normal provisions for submitting your notice will apply as follows: 

 The period of 13 weeks is inclusive of any holidays you may take; 

 The requirement to return for at least 13 weeks to retain your half pay may be reduced at the 

discretion of the Board of Directors; 
 Absence on account of illness which occurs outside the period provided for maternity absence 

will be treated under the sick pay/leave regulations; 
 If you wish to leave at the end of the 13 week period you will be expected to give normal 

contractual notice. 

 

Notice Requirements 

Where you wish to exercise your right to return to work, you are entitled to return to the post in which 

you were previously employed or one of a similar nature which is deemed to be a suitable alternative. 

You must notify the school, if, at any time after the fourth week before the expected week of childbirth, 

you are unable to attend work because of any reason connected with your pregnancy.  In this case 

your maternity leave will start immediately. 

You must notify the school if the birth is early, and this notice must be given as soon as practicable 

after the birth.   

Keeping in Touch Days 

As well as staying in contact with the school during your maternity leave if agreed you can do up to 10 

days work.  They are not limited to your current job and could be used for training or other events.  
These can be used to support you in returning to work.   
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Any agreement to work these days must be made with the Headteacher.  If you would like to discuss 

the opportunity of working some ‘keeping in touch days’ please contact the Headteacher. 

Health and Safety 

We will assess the risk at work to your health when pregnant.  Where your job poses a risk to your 

health to yourself or the baby, the school will consider alternative employment that is not prejudicial.  

If there is no suitable alternative work you will be suspended on maternity health and safety grounds. 

If you are suspended on maternity health and safety grounds you will be entitled to receive your normal 

salary. 

Adoption Leave – General Principles 

The right to adoption leave entitles you to take paid leave when a child is newly placed for adoption 
and is  

available to: 

 Individuals who adopt; 
 One member of a couple where a couple adopt jointly (the couple must choose which partner 

takes adoption leave. 

The partner of an individual who adopts or the other member of a couple who are adopting jointly may 

be entitled to paternity leave and pay. 

 

Eligibility 
To qualify for adoption leave and pay you must be newly matched with a child by an adoption agency.  

Statutory adoption pay is available if you have worked continuously for 26 weeks ending with the week 
in which you are notified of being matched with a child for adoption. 

 

Adoption leave and pay is not available where a child is not newly matched for adoption e.g. where a 

step-parent is adopting a partner’s children. 

 

To receive statutory adoption pay you will need to provide documentary evidence. You must ask your 
adoption agency for this evidence which could be a matching certificate which includes basic information 

on matching and expected placement dates.  This should then be handed the school before being 
forwarded to the school’s payroll department. 

 

Adoption Leave and Pay Entitlements 

You can choose to take your leave either: 

 From the date of the child’s placement (whether this is earlier or later than expected); 
 From a fixed date which can be up to 14 days before the expected date of placement. 

 

Leave can start on any day of the week.  Only one period of leave is available even if more than one 
child 

is placed for adoption as part of the same arrangement. If the child’s placement ends during the 

adoption leave period you may continue to take up to 8 week’s adoption leave after the end of the 
placement 

 

Please see the attached tables to confirm your adoption pay and leave entitlement. 
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You have a right to return to work at the end of the 52 weeks' adoption leave or earlier providing you 

give the school 8 week’s notice in writing of your intention to return to work before the end of your 

adoption leave. 

Conditions Regarding Salary Entitlement During Absence for Adoption Leave 

Payment of a period of half salary for staff with more than one year’s service at the 11 th week before 

the expected week of placement is made on the condition that you will be available to work for a period 

of 13 weeks at the end of the adoption leave.  If you return to work on a reduced hour basis, this 

period of work will be increased accordingly, i.e. if you return on 50% of your original contractual hours, 

then you will need to return for a period of 26 weeks.  In the event of you not being available this 

payment has to be refunded to the school.  You will be able to retain the first six weeks' payment and 

any statutory adoption pay. 

Following your return to work, the normal provisions for submitting your notice will apply as follows: 

 The period of 13 weeks is inclusive of any holidays you may take; 

 The requirement to return for at least 13 weeks to retain your half pay may be reduced at the 
discretion of the Board of Directors; 

 Absence on account of illness which occurs outside the period provided for adoption absence will 
be treated under the sick pay/leave regulations; 

 If you wish to leave at the end of the 13 week period you will be expected to give normal 

contractual notice. 

 

Notice Requirements 

 You are required to inform the school of your intention to take adoption leave within 7 days of 
being notified by your adoption agency that you have been matched with a child for adoption 

unless it is not reasonably practical for you to do this. 
 You must inform the school when you expect the child to be placed with you and when you want 

your adoption leave to start. 

 You can change your mind about which day you want your adoption leave to start by giving the 
school 28 days notice in advance unless this is not reasonably practical. 

 
 You must give 28 days notice of when you expect your statutory adoption payments to start 

unless this is not reasonably practical to do this. 

 We will respond to your notification of your leave plans within 28 days.  We will write to you 
advising the date on which we expect you to return to work if you take your full entitlement to 

adoption leave. 

 

Keeping in Touch Days 

As well as staying in contact with the school during your adoption leave if agreed you can do up to 10 

days work.  They are not limited to your current job and could be used for training or other events.  

These can be used to support you in returning to work.   

Any agreement to work these days must be made with the Headteacher.  If you would like to discuss 

the opportunity of working some ‘keeping in touch days’ please contact the Headteacher. 

 
General Information 

 

Continuous Service 

Your service will be counted as continuous during maternity/adoption leave for both statutory and 

contractual rights. 
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Protection Against Dismissal 

Regardless of length of service you are protected against dismissal or selection for redundancy on 

maternity/adoption related grounds, which will automatically be, regarded as unfair dismissal.  In 

addition there is an automatic right to receive written reasons for dismissal during the 

maternity/adoption leave period. 

 

Other Legislation to Support Family and Working Life 

There are a number of other initiatives designed to support you in balancing work and family life.  These 
include: 

 

 Paternity leave –  A right to 2 weeks off 1 week paid at full pay and 1 week paid (or 2 weeks at 
SPP only – dependent on school) at Statutory Paternity Pay (SPP) for fathers plus additional 

paternity leave of up to 26 weeks depending on when you return to work i.e. you both cannot be 

off together; 
 Parental leave –  unpaid leave for children up 18 years old; 

 Shared Parental Leave – Converting your maternity/adoption leave so that you can share it with 
your partner. 

 Time off for dependants – The right to deal with emergencies 

If you would like more information about these please contact the school’s personnel provider. 

 

Changing Working Hours Upon Return 

Current employment legislation allows parents who have 26 weeks continuous employment with their 

employers the right to ask for flexible working.  Under this legislation you are allowed to make an 

application to vary your contract with regard to: 

 Times you are required to work; 

 Hours of work; 

 Where you are required to work. 

 

This variation if agreed will normally become permanent.  We have a duty to consider each request 

seriously and will need to carry out a formal time bound procedure.  If the request is refused we will 

give you clear business reasons as to why your request could not be accepted.   

If you wish to apply for flexible working please speak to your manager or the Headteacher at the 

earliest opportunity to help us support you with your needs whilst managing the school resources to 

meet the needs of our pupils.   

Redundancy or dismissal during Pregnancy, Maternity or Adoption Leave 

It is automatically unfair and automatic sex discrimination for you to be selected for redundancy or 
dismiss you for a reason connected with: 

 pregnancy 

 maternity/adoption leave  
 Paternity leave 

 parental leave  
 time off for dependants 
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You can be made redundant while you are on maternity/adoption leave if we can fairly justify our 
choice. For example, if we no longer needed a particular curriculum area and make all employees in 
that section redundant and you worked in that area. 

However, if we make staff cuts across the school, we cannot make you redundant because you are on 
or are about to take maternity/adoption leave. 

If you are made redundant whilst on Maternity/Adoption Leave, you have special rights. You have the 
right to be offered any suitable alternative job in the school. This applies even if there are other 

employees that might be more suitable for the job. If you are offered a new job, you are entitled to a 

four-week trial period, which should start when you return from Maternity/Adoption leave. This four-
week trial period is to help you decide if it is suitable alternative employment. 

If you are made redundant or dismissed during your Maternity/Adoption Leave we will give you a 

written statement explaining the reasons for the decision. You will receive your normal notice period or 

pay in lieu of notice and redundancy pay, if you are entitled to receive them. 
 

Annual Leave Entitlement 
 

Annual Leave for Teachers  

 
During your maternity/adoption leave you will accrue statutory annual leave entitlements of 28 

days (5.6 weeks), pro rata for part time employees, under the Working Time Regulations 1998. 
This includes bank holiday entitlements.  

 
Annual leave entitlement can be offset against any period of school closure that has taken place 

during the school year from September to August e.g.  

 
Scenario 1 – Teacher starting maternity leave October taking 26 weeks 
 
 Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug 

  Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

     

School 
Closures 

 1 wk  2 wks  1 wk  2 
wks 

1 wk  2 
wks 

4 
wks 

 

The Teacher will benefit from 9 weeks of school closures from April to August, therefore there 
will be no additional annual leave entitlement.   

 
 

Scenario 2 – Teacher starting maternity leave March taking 26 weeks 
 
 Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug 

       Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

Mat 

Leave 

School 

Closures 

 1 

wk 

 2 

wks 

 1 

wk 

 2 wks 1 wk  2 wks 4 wks 

 
The Teacher will have already benefitted from 4 weeks (20 days) of school closure from 

September to February; therefore an additional 8 days will be accrued and carried into the new 
school year.  

 

Any outstanding leave should be taken on return to work and this can be during term time if 
there are insufficient school closures to accommodate the leave during the leave year. Any 

annual leave taken during term time must be agreed with the Head Teacher.  
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If you decide not to return to work following maternity/adoption leave, you will be paid for any 
holiday entitlement accrued during maternity/adoption leave that has not been taken during 

the leave year e.g. scenario 2, you would be entitled to 8 days.  

 

Annual Leave for Support Staff 

 

If you have any accrued but unused holiday entitlement before starting maternity/adoption 
leave, you will be required to take this prior to maternity/adoption leave commencing. 

 
You will continue to accrue both statutory and any additional contractual holiday entitlement 

(including bank holidays) during both the 26-week ordinary maternity/adoption leave period 
and 26-week additional maternity/adoption leave period, pro rata for part time/term time 

employees.  

 
Any accrued annual leave should be taken on return from maternity/adoption leave, on gaining 

approval in advance from your Head  Teacher/Manager. If working term time, the school 
may decide to pay any accrued annual leave, as long as there are enough periods of school 

closures for the statutory minimum 28 days to be taken for each leave year.  

 
Example: A member of term time only support staff has taken 52 weeks maternity leave and 

has 12 months of annual leave entitlement accrued. During any leave year there are 13 weeks 
of school closures (91 days), therefore there are enough school closures for the 28 days from 

the current year and the 28 days from the previous year to be taken during the school holidays 
(total 56 days). In this case the employee will receive payment for the accrued annual leave 

e.g. if working 39 weeks and paid for 45.6 weeks, the school would pay the employee 6.6 

weeks for the accrued annual leave whilst on maternity leave.      
 

If you decide not to return to work following maternity/adoption leave, you will be paid for any 
holiday entitlement accrued during maternity leave. If you resign and have taken more holiday 

than accrued in the current holiday year, you will be required to repay the equivalent of the 

excess holiday taken. 

 

Further Details 

During your maternity/adoption leave the school will do it’s utmost to keep in contact with you sending 

staff newsletter and updating you on any job vacancies which become available during that time.  If 

you need to discuss any details provided please contact your manager who will be pleased to provide 

further advice. 
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Guidance Notes for Attending Antenatal Appointments and Paternity Leave 

1. Time off to attend Antenatal Visits 

 

New legislation came into force from 1st October 2014 which gave the right to Father’s, the partner of 

the expectant mother and surrogate parents the right for time off for Antenatal appoints. 

All employees have a right to this leave regardless of length of service as long as they are either:- 

 The pregnant woman's spouse or civil partner;  

 living with the pregnant woman in an enduring family relationship but not a relative (i.e. not a 

parent, grandparent, sibling or uncle/aunt);  

 the father of the expected child;  

 the intended parent of a child in a surrogacy arrangement, if they expect to be entitled to and 
intend to apply for a parental order in respect of that child.  

Agency workers also have the right to time off, provided they satisfy certain criteria i.e. they must have 

been doing the same kind of job for the same hirer for at least 12 weeks. 

The right is to attend up to two appointments of up to 6.5 hours (but you can grant more if you choose 

to do so) and the time is unpaid.   

 

2. Paternity Leave 

 

Who Qualifies for Paternity Leave? 

To qualify for paternity leave the employee must:-  

 Have 26 weeks continuous service at the 15th week before the baby is due; 

 Be the biological father, the mother’s husband, partner or civil partner; 

 Expect to have responsibility for the upbringing of the child; 

 With their partner receive notification that they are matched with a child for adoption (after 3rd 

April 2011 for additional paternity leave); 

 Be adopting a child from overseas with their spouse, civil partner or partner and the child enters 

Great Britain (on or after 3rd April 2011 for additional paternity leave). 

 

What is the entitlement? 

Ordinary Paternity Leave (OPL) 

2 weeks leave: 1 week paid at full pay and 1 week paid (or 2 weeks at SPP only – dependent on school) 

at Statutory Paternity Pay (SPP) the lesser of £140.98 a week from 6th April 2017 or 90% of weekly 

salary (whichever is the lower). (Please note employees who have average weekly earnings of less 

than the lower earnings limit for national insurance purposes will not qualify for SPP). 

Additional Paternity Leave (APL) – For babies due prior to 5th April 2015.  

Additional paternity leave is no longer available as this has now been replaced by Shared Parental 

Leave (for further information please see policy on Shared Parental Leave.)  

When can Paternity Leave be taken? 

Employees can take either one week’s or two consecutive weeks’ paternity leave (not odd days). 
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 They can choose to take their leave:- 

 From the date of the child’s birth (whether this is earlier or later than expected)or date of placement 

in the case of adoption; 

 From a chosen number of days or weeks after the date of the child’s birth (whether this is earlier 
or later than expected) or date of placement in the case of adoption; 

 From a chosen date later than the first day of the week in which the baby is expected to be born 

or placed. 

 

Leave must be completed:- 

 Within 56 days of the actual birth of the child or placement in the case of adoption; 

 If the child is born early, within the period from the actual date of birth up to 56 days after the 
first day of the expected week of birth. 

 

Only one period of leave can be taken even if more than one child is expected from the same pregnancy 

or more than one child is being adopted at the same time. 

to work between 20 weeks and 1 year after their child is born or placed for adoption. 

How does the employee give notice? 

Notice of intention to take paternity leave must be given by the end of the 15th week before the baby 

is expected unless it is not reasonably practical to do so.  Included in this notice must be:- 

 The week the baby is due; 

 Whether they wish to take one or two weeks leave; 

 When they want the leave to start; 

 A declaration of their relationship to the mother. 

 

For adoption notice of intention to take paternity leave must be given within 7 days of being told by an 

adoption agency that they have been matched with a child. 

Employees can change their mind about the date on which they want to take their leave given 28 days 

notice (unless this is not reasonably practical). 

 


