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Annual Leave 

Annual leave is an essential part of maintaining the wellbeing of staff. It is expected that all staff will take 

their annual leave and that it will be distributed throughout the year. Annual leave entitlement is twenty-

five days per annum, (pro rata for part time staff) plus bank and public holidays. WHCF acknowledges that 

staff may wish to take leave for religious events, which do not fall on public holidays. These can be taken in 

addition to the annual holiday entitlement as unpaid leave or in lieu of public holidays. Up to eight of these 

days can be taken per year with the prior permission of the line manager. In the year of starting or leaving 

employment a member of staff’s annual leave entitlement is based on one twelfth of his / her annual 

entitlement for each completed month of service in that year. The amount of such payment in lieu shall be 

1/260th if your full-time equivalent salary for each untaken day of your entitlement.  

The annual leave year runs from 1st April to 31st March. A maximum of 5 days accrued leave can be carried 

over to the next year (pro-rata for part-time employees). This is only in exceptional circumstances and with 

the approval of your line manager. Employees that start 1st December or after, and have a 3 month 

probation period will have their entitlement carried over to the following year.  

Annual leave must be booked at least one month in advance. If you wish to take more than 2 week leave 

(14 consecutive days) please put your request in writing to your line manager or HR manager.  

Please note: Do not book holiday until your leave has been authorised as it could be declined.   

Part-time employees  

Part-time employees’ annual leave is pro-rata to the full-time level, the total of paid annual leave being the 

ratio of hours worked to the full-time hours of 37.5 per week (see example below). Staff also have pro rata 

paid entitlement to statutory public holidays, but may be called upon to work two statutory public holidays 

each year. Part-time hours / full time hours = full time equivalent x (25 days (full time entitlement) = bank 

and public holidays) = Part time entitlement.  For example, an employee working 3 days per week, 22.5 

hours per week: 22.5 / 37.5 = 0.6 x (25 + 8) = 19.8 = 20 days annual leave entitlement, including bank and 

public holidays. If a bank or public holiday falls on a normal working day for the employee working part-

time they must take the holiday from their annual entitlement. Employees joining after the beginning of 

the leave year will be granted leave pro-rata in their first leave year.  

Booking annual leave 

To book annual leave you will need to be signed up to the Farm’s HR platform – BreatheHR 

Within your personal dashboard click on “Leave.”  

This will show your -  “Allowance / Adjustments / Booked & taken / Available annual leave hours. “  

To request leave click on the “ + “ button. This will take you to the page where you will add in your holiday 

request. You are able to add notes which your manager will be able to see. Please note that you will only be 

able to book full or half days.  

Click in “Create leave request” to complete your request. This will send the request to your line manager 

for approval. Once approved you will be notified via BreatheHR.   

Please note that requests made with less than one month’s notice may be refused.  Failure to comply with 

this policy and procedure may result in loss of pay and, in certain circumstances, disciplinary action. 
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Sessional staff will receive holiday pay based on the above entitlement, calculated quarterly according to 

the number of hours worked that quarter. 

Unauthorised annual leave cannot be taken as authorised unpaid leave and will be considered as an 

unauthorised absence which may result in disciplinary action being taken. 

Special leave of absence (SLA) 

Annual leave is expected to be used for the few occasions when domestic circumstances make it difficult to 

attend work. Special leave of absence, paid or unpaid will be considered when the use of annual leave is 

not in the employee’s interests. There is no statutory requirement for the Farm to grant paid 

compassionate leave. However, managers will determine applications for compassionate leave. Such leave 

is totally at the discretion of the organisation and will be dealt with on an individual basis. It is recognised 

that compassionate leave is often requested on an immediate and emergency basis and that this is often 

not the best time to establish detail. Accordingly, the following are guidelines concerning paid leave.  

Dependants care  

Up to one day’s paid leave would normally be granted in order to stabilise a problem and make alternative 

care arrangements for any dependent. E.g. partner, child, elderly relative etc. any further time would 

normally be unpaid leave except in special circumstances.  Employees who have a dependant who is not 

related, must submit their details to the Office Manager as soon as possible, failure to do so could result in 

the request declined.  

This leave will be recorded under the Sickness  and dependants leave form – Self-certification form (paper 

copy) or on BreatheHR under Sickness/sickness type/dependence leave.  

All other SLA will be recorded on Application for special leave of absence form (paper copy) or on 

BreatheHR under Leave/type of leave/Other/Reason/select a reason.  

Compassionate Bereavement 

If there is a death in an employee’s immediate family, paid leave of absence will be given to attend the 

funeral. Up to one week paid time off may be granted. Any further time off maybe taken either as part of 

annual leave entitlement or as unpaid leave.  

Domestic emergency 

Up to one day’s compassionate leave would normally be granted where it is essential to sort out a domestic 

emergency, such as burst pipes or the aftermath of a burglary.  

Medical appointments  

This is pre-arranged medical appointments. If the appointment does not require any treatment, then this 

can be taken with Toil (if applicable). If TOIL is not available, then please speak to your line manager for 

advice on how this will be taken.  

If the appointment results in a treatment or procedure which means you are unable to return to work, then 

this will be recorded as sickness.  
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Serious illness 

If there is a serious illness in an employee’s immediate family, both your line manager and the Office 

manager will support the employee by drafting a support agreement. The agreement will be tailored to the 

specific needs and requirements of the employee.  Requests for leave should be made to your line 

manager, who will confirm arrangements with the Office Manager. Otherwise time off will be treated as 

annual leave. 

Time off for public duties 

Before you apply for a position of public duty, such as a magistrate or school governor please ensure you 

have the approval of your line manager and you are aware of the time off available as set out below.  

Reserve Forces 

Employees who are in the reserve forces are eligible for up to 16 days (pro-rated) unpaid leave in a 12 

month period to attend training. Employees should give as much notice as possible for the time off to their 

line manager to allow for any temporary cover and work planning to be arranged. The organisation 

reserves the right to retract permission for time off if it is likely to impact upon business delivery. 

Mobilisation (call-out) – any requests for mobilisation will be considered in line with operational needs and 

agreement from the Chief Executive. Where there are multiple requests within the organisation, these will 

be referred to the Chief Executive for consideration. Where there is compulsory mobilisation the Chief 

Executive will decide whether or not to seek an exemption or referral if the release of the employee would 

have a detrimental impact to the business. Whilst an employee is mobilised there is no entitlement to the 

accrual of annual leave and organisation will not pay them their salary, this will be reimbursed by the 

Ministry of Defence to the member of staff. For further information about mobilisation please contact the 

Office Manager. 

Jury Service 

All requests for jury service, along with the jury summons document form the court should be made to the 

Office Manager.  

During the period of service, the employee should return to work if they are not required for jury service 

for the full day. The employee will be sent a 'certificate of loss of earnings or National Insurance benefit' by 

the court, which they should send to the Office Manager.  

Employees must ensure that: i) their name and juror's number have been entered on the top of the form 

(the juror's number appears on the covering letter from the court), and ii) they advise their line manager of 

the date the jury service is due to start, and the approximate length of the jury service (if known at this 

stage).  

The HR & Office Manager will complete the 'certificate of loss of earnings' form and return it to the 

employee. The employee will take the form with them on their first day at court and hand it to the court 

official. The form informs the court that the employees will not be paid the duration of their jury service.  

The court will then pay up to a maximum amount per day (see www.gov.uk/jury-service for current rates). 

The organisation will then top up the employee’s earnings once the value of the monies the employee has 

received from the court has been confirmed. If the employee is required to attend for jury service in excess 

of the 4 week period the employee will reclaim loss of earnings directly from the courts. 

http://www.gov.uk/jury-service


Leave 

Reference: GN13 Effective date: 1 June 2012 

Page no: 5 of 23 Approved: 7 June 2022 

Last revision date 9 May 2022 Revision date: May 2024 

 

   

Other Public Duties 

If you are a magistrate, local councillor, school governor, or carry out other public duties you are entitled to 

a reasonable amount of unpaid time off from work to carry out your role. The organisation recognises that 

the amount of time off will vary according to the duties carried out. 

Study leave 

Employees who are undertaking a qualification as part of their job or to develop their career will be granted 

time off for exams,  study days or to attend lectures etc. Up to 6 days per academic year will be allowed 

with the agreement of your department head and HR. To request this leave you must put it in writing to 

your department head and HR manager stating the name and duration of the course. They will advise on 

the actual number of days you will be able to take.   
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Maternity Leave 

Definitions 

Expected week of childbirth: the week, starting on a Sunday, in which your doctor or midwife expects you 

to give birth.  

Qualifying week: the fifteenth week before the expected week of childbirth.  

Entitlement 

Your entitlement options are:- 

1. A mother / adopter can take a maximum of 52 weeks’ maternity/adoption leave (refer to maternity 

leave and pay section) 

2. A partner can take a maximum of 2 weeks’ paternity leave (refer to paternity leave and pay section) 

3. A mother and partner can share parental leave up to a maximum of 52 weeks if the mother/adopter 

ends her maternity/adoption leave early (refer to shared parental leave and pay section) 

4. A mother or partner can take parental leave (unpaid) up to a maximum of 18 weeks up to the child’s 

18th birthday (refer to parental leave section)  

An employee must inform the Farm as soon as possible that they are pregnant. This is important as there 

may be health and safety considerations (see below).  

Before the end of the qualifying week, or as soon as reasonably practical afterwards, the pregnant 

employee must tell The Farm that:  

 They are pregnant;  

 The expected week of childbirth; and  

 The date on which they would like to start their maternity leave (Intended Start Date).  

The employee must provide a certificate from a doctor or midwife (a MAT B1 form) confirming their 

expected week of childbirth. 

All pregnant employees, regardless of their length of service with the Farm, are entitled to the necessary 

paid time off to keep appointments for antenatal care.  In addition fathers and/or partners (ie those who 

are the biological father or those who will assume parental responsibility including surrogate parents) are 

entitled to take unpaid time off work to attend up to two ante-natal appointments.  

The employee should try to give the Farm as much notice as possible of the appointment. The Farm may 

ask the employee to provide the following, unless it is the first appointment: a certificate from the doctor, 

midwife or health visitor stating that they are pregnant; and an appointment card.  

Pregnancy related absences  

Periods of pregnancy-related sickness absence shall be paid in accordance with the employee’s contract of 

employment in the same manner as any other sickness absence. Sick pay under the contract of 

employment is normally paid for up to four weeks' absence in any 12-month period. Any payment of sick 

pay in excess of this as a result of pregnancy-related sickness shall be entirely at the Farm’s discretion.  
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Periods of pregnancy-related sickness absence from the start of the pregnancy until the end of the 

maternity leave will be recorded separately from other sickness records and will be disregarded in any 

future employment-related decisions. 

If an employee is absent for a pregnancy-related reason during the four weeks before the expected week of 

childbirth, the employee’s maternity leave will usually start automatically (see below).  

Health and Safety of pregnant employees 

The Farm has a general duty to take care of the health and safety of all employees. They are also required 

to carry out a risk assessment to assess the workplace risks to those who are pregnant, have given birth 

within the last six months or are still breastfeeding.  

The Farm will provide the employee with information as to any risks identified in the risk assessment, and 

any preventive and protective measures that have been or will be taken. If the Farm consider that, as a new 

or expectant parent, they would be exposed to health hazards in carrying out their normal work they will 

take such steps as are necessary (for as long as they are necessary) to avoid those risks. This may involve: 

 Changing their working conditions or hours of work;  

 Offering their suitable alternative work on terms and conditions that are the same or not substantially 

less favourable; or  

 Suspending them from duties, which will be on full pay unless they have unreasonably refused suitable 

alternative work.  

Maternity Leave and Pay  

All employees are entitled to up to 52 weeks' maternity leave which is divided into:  

 Ordinary Maternity Leave of 26 weeks (OML).  

 Additional Maternity Leave of a further 26 weeks immediately following OML (AML).  

The earliest date an employee can start maternity leave is 11 weeks before the expected week of childbirth 

(unless the child is born prematurely before that date).  

Notification of pregnancy and commencing maternity leave  

The employee must notify their line manager of their intended start date. The Farm will then write to them 

within 28 days to inform them of the date the Farm will expect their to return to work if they take their full 

entitlement to maternity leave (Expected Return Date).  

The employee can postpone their intended start date by informing their line manager in writing at least 28 

days before the original intended start date, or if that is not possible, as soon as reasonably practicable.  

The employee can bring forward the intended start date by informing their line manager at least 28 days 

before the new start date, or if that is not possible, as soon as reasonably practicable.  

Maternity leave shall start earlier if:  

 Their intended start date (if notified to the Farm in accordance with this policy) or the day after any day 

on which they are absent for a pregnancy-related reason during the four weeks before the expected 

week of childbirth; or the day after they give birth.  
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 If the employee is absent for a pregnancy-related reason during the four weeks before the expected 

week of childbirth, they must let their line manager know as soon as possible in writing.  

 If the employee gives birth before their maternity leave was due to start, they must let us know the 

date of the birth in writing as soon as possible.  

The law prohibits the employee from working during the two weeks following childbirth.  

Shortly before the employee’s maternity leave starts the Farm will discuss with them the arrangements for 

covering their work and the opportunities for them to remain in contact, should they wish to do so, during 

their leave. Unless the employee requests otherwise, they will remain on circulation lists for internal news, 

job vacancies, training and work-related social events.  

Statutory maternity pay Length of 

service  

Maternity Leave Entitlement  Maternity Pay Entitlement  

Less than 26 weeks' continuous 

employment extending into the 15th 

week before the expected week of 

childbirth, ("qualifying week”).  

52 weeks (26 weeks Ordinary 

Maternity Leave (OML) and 26 weeks 

Additional Maternity Leave (AML)).  

You may be eligible for Maternity 

Allowance – apply via job centre.  

At least 26 weeks' continuous 

employment extending into the 15th 

week before the expected week of 

childbirth (“qualifying week”).  

52 weeks (26 weeks Ordinary 

Maternity Leave (OML) and 26 weeks 

Additional Maternity Leave (AML).  

6 weeks at 90% of average weekly 

earnings 39 weeks Statutory Maternity 

Pay (SMP) or 90% of average weekly 

earnings if lower.  

 

Starting maternity leave 

Week of 

pregnancy 
Action 

24 

Employee must inform the Company: 

That they are pregnant by producing the MATB1 form from the GP/midwife 

When the baby is expected to be born 

When they intend their maternity leave to start 

29 An employee may opt to start maternity leave from this point 

36 – 40 
Maternity leave will automatically start if employee is absent from work for a pregnancy related illness 

during this time 

40 Maternity leave may start as late as the day of birth 

40 Expected Week of Childbirth 

Terms and conditions of employment during maternity leave  

All the terms and conditions of the employee’s employment remain in force during OML and AML, except 

for the terms relating to pay. In particular:  

 benefits in kind shall continue;  

 annual leave entitlement under the employee’s contract shall continue to accrue; and  

 pension benefits shall continue.  
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− During OML the Farm shall continue to make any employer contributions that are usually made 

into the pension scheme, based on what the employee’s earnings would have been if they had not 

been on maternity leave.  

− During unpaid AML the Farm shall not make any payments into the employee’s pension. The 

employee does not have to make any contributions but they may do so if they so wish or they may 

make up for missed contributions at a later date.  

In the event that the employee’s post is affected by a redundancy situation occurring during their maternity 

leave, the Farm shall write to the employee to inform them of any proposals and shall invite them to a 

meeting before any final decision is reached as to their continued employment. Employees on maternity 

leave shall be given first refusal on any suitable alternative vacancies that are appropriate to their skills.  

The Farm may make reasonable contact with the employee from time to time during their maternity leave. 

The employee may work (including attending training) for up to ten days during maternity leave without 

bringing their maternity leave or SMP to an end. The arrangements, including pay, would be set by 

agreement with the Farm and the employee. The employee is not obliged to undertake any such work 

during maternity leave. In any case, the employee must not work in the two weeks following birth.  

Shortly before the employee is due to return to work, the Farm may invite them to have a discussion 

(whether in person or by telephone) about the arrangements for their return. This may cover:  

 Updating the employee on any changes that have occurred during their absence;  

 Any training needs they might have; and  

 Any changes to working arrangements (for example if they have made a request to work part-time; see 

below).  

Returning to work 

Once the employee has notified the Farm in writing of their intended start date, the Farm shall send the 

employee a letter within 28 days to inform them of their expected return date. If the employee’s start date 

has been changed (either because they gave the Farm notice to change it, or because maternity leave 

started early due to illness or premature childbirth) the Farm shall write to the employee within 28 days of 

the start of maternity leave with a revised expected return date.  

The Farm will expect the employee back at work on their expected return date unless they tell the Farm 

otherwise. It will help the Farm if, during their maternity leave, they are able to confirm that they will be 

returning to work as expected.  

Returning early  

If the employee wishes to return to work earlier than the Expected Return Date, they must give the Farm 

eight weeks' prior notice. It will be helpful if the employee could give this notice in writing.  

If not enough notice is given, the Farm may postpone their return date until eight weeks after they gave 

notice, or to the expected return date if sooner.  

Returning late  

If the employee wishes to return later than the expected return date, they should either:  
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 Request unpaid parental leave in accordance with the parental leave policy, giving the Farm as much 

notice as possible but not less than 21 days; or  

 Request paid annual leave in accordance with their contract, which will be at the Farm’s discretion.  

If the employee is unable to return to work due to sickness or injury, this will be treated as sickness 

absence and the Farm’s Sickness Absence Policy will apply. In any other case, late return will be treated as 

unauthorised absence.  

Deciding not to return  

If the employee does not intend to return to work, or is unsure, it is helpful if they discuss this with the 

Farm as early as possible. If the employee decided not to return they should give notice of resignation in 

accordance with their contract. The amount of maternity leave left to run when they give notice must be at 

least equal to their contractual notice period, otherwise the Farm may require the employee to return to 

work for the remainder of the notice period.  

Once the employee has given notice that they will not be returning to work, they cannot change their mind 

without the Farm’s agreement. This does not affect their right to receive SMP.  

Employee’s rights when they return 

The employee is normally entitled to return to work in the same position as they held before commencing 

leave. Their terms of employment shall be the same as they would have been had they not been absent.  

However, if they have taken any period of AML or more than four weeks' parental leave, and it is not 

reasonably practicable for the Farm to allow the employee to return into the same position, the Farm may 

give them another suitable and appropriate job on terms and conditions that are not less favourable.  

Returning to work part-time  

The Farm will deal with any requests by employees to change their working patterns (such as working part-

time) after maternity leave on a case-by-case basis. There is no absolute right to insist on working part-

time, but the employee does have a statutory right to request flexible working and the Farm will try to 

accommodate their wishes unless there is a justifiable reason for refusal, bearing in mind the needs of the 

business. It is helpful if requests are made as early as possible. 

Nursing mothers 

The farm will do its best to accommodate breastfeeding in the workplace allowing time and allocating a 

private space for mothers to feed their child or express milk.  Mothers wishing to continue breastfeeding 

after their return to work should discuss with their manager prior to their return what reasonable 

adjustments can be made to their job to allow this. 

  



Leave 

Reference: GN13 Effective date: 1 June 2012 

Page no: 11 of 23 Approved: 7 June 2022 

Last revision date 9 May 2022 Revision date: May 2024 

 

   

Adoption Leave  

The definitions in this paragraph apply in to this section.  

 Qualifying week The week, starting on a Sunday, in which the employee is notified in writing by an 

adoption agency of having been matched with a child.  

 Expected placement date The date on which an adoption agency expects that it will place a child into 

their care with a view to adoption.  

 Ordinary Adoption Leave (OAL) A period of up to 26 weeks’ leave available to all employees who qualify 

for adoption leave.  

 Additional Adoption Leave (AAL) A further period of up to 26 weeks’ leave immediately following OAL.  

Entitlement to adoption leave  

Adoption leave is only available if the employee is adopting through a UK or overseas adoption agency. It is 

not available if there is no agency involved, for example, if the employee is formally adopting a stepchild or 

other relative.  

An employee is entitled to adoption leave from day one (no qualifying period) if they meet all the following 

conditions:  

 An adoption agency has given them written notice that it has matched them with a child for adoption 

and tells them the expected placement date.  

 The employee has notified the agency that you agree to the child being placed with you on the 

expected placement date.  

 The employee’s spouse or partner will not be taking adoption leave with their employer (although they 

may be entitled to take paternity leave).  

Notification of intention to take leave  

The employee must give the Farm notice in writing of the expected placement date and their intended start 

date for adoption leave. This notice should be given not more than seven days after the agency notified the 

employee in writing that it has matched them with a child.  

At least 28 days before the intended start date (or, if this is not possible, as soon as they can), the employee 

must also provide the Farm with:  

 A matching certificate from the adoption agency confirming:  

− (i) The agency’s name and address;  

− (ii) The name and date of birth of the child;  

− (iii) The date they were notified of the match; and  

− (iv) The expected placement date 

 Written confirmation that the employee intends to take statutory adoption pay and not statutory 

paternity pay.  

Overseas adoptions  

If the employee is adopting a child from overseas, the employee must have received notification that the 

adoption has been approved by the relevant UK authority (Official Notification).  

The employee must give the Farm notice in writing of:  



Leave 

Reference: GN13 Effective date: 1 June 2012 

Page no: 12 of 23 Approved: 7 June 2022 

Last revision date 9 May 2022 Revision date: May 2024 

 

   

 Their intention to take adoption leave;  

 The date they received official notification; and  

 The date the child is expected to arrive in Great Britain  

This notice should be given as early as possible but in any case within 28 days of receiving official 

notification (or, if they have less than 26 weeks’ employment with the Farm at the date of official 

notification, within 30 weeks of starting employment).  

The employee must also give the Farm at least 28 days’ notice in writing of their intended start date. This 

can be the date the child arrives in Great Britain or a predetermined date no more than 28 days after the 

child’s arrival in Great Britain.  

The employee must also notify the Farm of the date the child arrives in Great Britain within 28 days of that 

date. The Farm may also ask for a copy of the official notification and evidence of the date the child arrived 

in Great Britain.  

Adoption appointments 

The main adopter will be able to take paid time off for up to five adoption appointments. The secondary 

adopter will be entitled to take unpaid time off for up to two appointments. 

Commencing Adoption Leave  

OAL may start on a predetermined date no more than 14 days before the expected placement date, or on 

the date of placement itself, but no later. The employee must notify the Farm of their intended start date. 

The Farm will then write to the employee within 28 days to inform them of the date the Farm will expect 

them to return to work if the employee takes their full entitlement to adoption leave (expected return 

date).  

The employee can postpone their intended start date by informing the Farm in writing at least 28 days 

before the original date or, if that is not possible, as soon as they can. The employee can bring forward 

their intended start date by informing the Farm in writing at least 28 days before the new start date or, if 

that is not possible, as soon as they can.  

Shortly before the employee’s adoption leave starts the Farm will discuss with the employee the 

arrangements for covering the employee’s work and the opportunities for them to remain in contact, 

should they wish to do so, during their leave. Unless the employee requests otherwise, they will remain on 

circulation lists for internal news, job vacancies, training and work-related social events. 

Statutory Adoption Pay  

Statutory Adoption Pay (SAP) is payable for up to 39 weeks. It stops being payable if the employee returns 

to work sooner or if the placement is disrupted. The employee is entitled to SAP if the employee’s average 

weekly earnings during the eight weeks ending with the qualifying week (the relevant period) are not less 

than the lower earnings limit set by the government and the employee has given the Farm the relevant 

notifications. 

SAP is paid at a prescribed rate which is set by the government for the relevant tax year, or at 90% of your 

average weekly earnings calculated over the relevant period if this is lower. SAP accrues with each 

complete week of absence but payments shall be made on the next normal payroll date. Income tax, 

national insurance and pension contributions shall be deducted as appropriate.  
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If the employee leaves employment for any reason (for example, if they resign or are made redundant) 

they shall still be eligible for SAP if they have already been notified by an agency that they have been 

matched with a child. In such cases, SAP shall start14 days before the expected placement date or the day 

after their employment ends, whichever is the later.  

If the employee becomes eligible for a pay rise before the end of their adoption leave, they will be treated 

for SAP purposes as if the pay rise had applied throughout the relevant period. This means that their SAP 

will be recalculated and increased retrospectively, or that they may qualify for SAP if they did not 

previously qualify. The Farm shall pay the employee a lump sum to make up the difference between any 

SAP already paid and the amount payable by virtue of the pay rise. Any future SAP payments at the 

earnings-related rate (if any) will also be increased as necessary.  

Terms and conditions of employment during adoption leave  

All the terms and conditions of the employee’s employment remain in force during OAL and AAL, except for 

the terms relating to pay. In particular:  

Benefits in kind shall continue;  

 Annual leave entitlement under the employee’s contract shall continue to accrue 

− During OAL and AAL, annual leave will accrue at the rate provided under the employee’s contract. 

The Farm’s holiday year runs from 1 April to 31st March. 

 Pension benefits shall continue.  

− During OAL and any further period of paid adoption leave the Farm shall continue to make any 

employer contributions that they usually make into the pension scheme, based on what the 

employee’s earnings would have been if they had not been on adoption leave. If the employee 

wishes to increase their contributions to make up any shortfall from those based on their normal 

salary then they should contact their line manager.  

Redundancies during adoption leave  

In the event that the employee’s post is affected by a redundancy situation occurring during their adoption 

leave, the Farm shall write to inform the employee of any proposals and shall invite the employee to a 

meeting before any final decision is reached as to the employee’s continued employment. Employees on 

maternity and adoption leave shall be given first refusal on any suitable alternative vacancies that are 

appropriate to their skills.  

Disrupted placement during adoption  

Adoption leave is disrupted if it has started but:  

 The employee is notified that the placement will not take place;  

 The child is returned to the adoption agency after placement; or  

 The child dies after placement.  

In case of disruption the employee’s entitlement to adoption leave and pay (if applicable) will continue for 

a further eight weeks from the end of the week in which disruption occurred, unless the employee’s 

entitlement to leave and/or pay would have ended earlier in the normal course of events.  
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Keeping in touch  

The Farm may make reasonable contact with the employee from time to time during the adoption leave. 

The employee may work (including attending training) on up to ten days during adoption leave without 

bringing the adoption leave to an end. This is not compulsory and arrangements, including any additional 

pay, would be discussed and agreed with the employee’s line manager.  

Shortly before the employee is due to return to work, the Farm may invite the employee to have a 

discussion (whether in person or by telephone) about the arrangements for their return. This may cover:  

 Updating the employee on any changes that have occurred during the employee’s absence;  

 Any training needs the employee might have; and  

 Any changes to working arrangements (for example, if the employee has made a request to work part 

time).  

Returning to work 

Once the employee has notified the Farm in writing of their intended start date, the Farm shall send the 

employee a letter within 28 days to inform them of your expected return date. If the employee’s start date 

changes the Farm shall write to the employee within 28 days of the start of adoption leave with a revised 

expected return date.  

The Farm will expect the employee back at work on their expected return date unless they tell them 

otherwise. It will help the Farm if, during the adoption leave, the employee is able to confirm that they will 

be returning to work as expected.  

Returning early 

If the employee wishes to return to work earlier than the expected return date, the employee must give us 

at least eight weeks’ notice. It will be helpful if the employee gives this notice in writing. If the employee 

does not give enough notice, the Farm may postpone their return date until four weeks (or eight weeks as 

appropriate) after they gave notice, or to the expected return date if sooner.  

Returning late 

If the employee wishes to return later than the expected return date, they should either:  

 Request unpaid parental leave, giving the Farm as much notice as possible but not less than 21 days; or  

 Request paid annual leave in accordance with their contract, which will be at the Farm’s discretion.  

If the employee is unable to return to work due to sickness or injury, this will be treated as sickness 

absence and the usual sickness policy will apply. In any other case, late return will be treated as 

unauthorised absence.  

Deciding not to return  

If the employee does not intend to return to work, or are unsure, it is helpful if they discuss this with the 

Farm as early as possible. If the employee decides not to return they should give notice of resignation in 

accordance with their contract. The amount of adoption leave left to run when the employee gives notice 

must be at least equal to their contractual notice period, otherwise the Farm may require the employee to 

return to work for the remainder of the notice period.  
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Once the employee has given notice that they will not be returning to work, they cannot change their mind 

without agreement from the Farm. This does not affect the employee’s right to receive SAP. 

Employee’s rights when they return from adoption leave  

The employee is normally entitled to return to work in the same position as they held before commencing 

leave. Their terms of employment shall be the same as they would have been had they not been absent. 

However, if the employee has taken any period of AAL or more than four weeks’ parental leave, and it is 

not reasonably practicable for the Farm to allow them to return into the same position, the Farm may give 

the employee another suitable and appropriate job on terms and conditions that are not less favourable.  

Returning to work part-time  

The Farm shall deal with any requests by employees to change their working patterns (such as working part 

time) after adoption leave on a case-by-case basis. There is no absolute right to insist on working part time, 

but the employee does have a statutory right to request flexible working and the Farm will try to 

accommodate their wishes unless there is a justifiable reason for refusal, bearing in mind the needs of the 

business. It is helpful if requests are made as early as possible. 

Paternity Leave  

The definitions in this paragraph apply in this policy.  

 Partner: Someone (whether of a different sex or the same sex) with whom you live in an enduring 

family relationship, but who is not your parent, grandparent, sister, brother, aunt or uncle.  

 Expected week of childbirth: The week, beginning on a Sunday, in which their doctor or midwife 

expects your spouse, civil partner or partner to give birth. 

 Expected Placement Date: The date on which an adoption agency expects that it will place a child into 

your care with a view to adoption.  

Entitlement to Paternity Leave  

Certain employees can take paternity leave in relation to the birth or adoption of a child. However, in 

adoption cases paternity leave is not available to an employee who decides to take adoption leave. Further 

details of adoption leave are set out in our adoption policy.  

You are entitled to ordinary paternity leave (OPL) if you meet all the following conditions:  

(a) You have been continuously employed by us for at least 26 weeks ending with:  

(i) In birth cases, the week immediately before the 14th week before the expected week of 

childbirth.  

(ii) In adoption cases, the week in which you or your partner are notified by an adoption agency 

that you/they have been matched with a child.  

(b) You:  

(i) Are the biological father of the child;  

(ii) Have been matched with a child by an adoption agency;  
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(iii) Are the spouse, civil partner or partner of the child's mother; or  

(iv) Are the spouse, civil partner or partner of someone who has been matched with a child by an 

adoption agency.  

(c) You:  

(i) Expect to have main responsibility (with the child's mother, co-adopter or adopter) for the child's 

upbringing; or  

(ii) Are the child's biological father and you expect to have some responsibility for the child's 

upbringing.  

(d) Your intended leave is for the purpose of caring for the child, or supporting the child's mother, adopter 

or co-adopter in caring for the child.  

(e) The child's mother or your co-adopter, as the case may be, has been entitled to statutory leave:  

(i) In birth cases, the child's mother has been entitled to maternity leave, statutory maternity pay or 

maternity allowance in respect of her pregnancy, or  

(ii) In adoption cases, the child's adopter has been entitled to one or both of adoption leave or 

statutory adoption pay in respect of the child's adoption; and  

(f) The child's mother or your co-adopter, as the case may be, had returned to work.  

Timing and Length of Paternity Leave  

OPL must be taken as a period of either one week or two consecutive weeks. It cannot be taken in 

instalments.  

OPL can be taken from the date of the child's birth or adoption placement, but must end:  

(i) In birth cases, within 56 days of the child's birth, or if they were born before the first day of the expected 

week of childbirth, within 56 days of the first day of the expected week of childbirth.  

(ii) In adoption cases, within 56 days of the child's placement.  

Notification of Birth  

If you wish to take OPL in relation to a child's birth, you must give us notice in writing of your intention to 

do so and confirm:  

 The expected week of childbirth;  

 Whether you intend to take one week's leave or two consecutive weeks' leave; and  

 When you would like to start your leave.  

You can state that your leave will start on:  

 The day of the child's birth;  

 A day which is a specified number of days after the child's birth; or  

 A specific date later than the first date of the expected week of childbirth.  
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You must give notice before the 14th week prior to the expected week of childbirth (or, if this is not 

possible, as soon as you can).  

We may require a signed declaration from you that you are taking OPL for a purpose for which it is 

intended; namely, to care for the child or to support the child's mother in caring for the child.  

A signed "employee declaration" confirming that:  

 You are either the child's father or that you are the spouse, partner or civil partner of the child's 

mother;  

 Apart from the child's mother, you have or expect to have the main responsibility for the upbringing of 

the child; and  

 A written "mother declaration" from the child's mother stating her name, address and national 

insurance number; the date she intends to return to work; your relationship with the child;  

We will write to you to confirm the start and finish dates of your OPL within 28 days of receiving your leave 

notice, your employee declaration and the child's mother's declaration.  

We may require you to provide a copy of the child's birth certificate and the name and address of the 

mother's employer or, if she is self-employed, her business address.  

Notification of Adoption  

If you wish to take OPL in relation to the adoption of a child, you must give us notice in writing of your 

intention to do so and confirm:  

 The date on which you and/or your spouse, civil partner or partner were notified of having been 

matched with the child, together with the expected placement date;  

 Whether you intend to take one week's leave or two consecutive weeks' leave; and  

 When you would like to start your leave, you can state that your leave will start on:  

− The day on which the child is placed with you or the adopter;  

− A day which is a specified number of days after the child's placement; or  

− A specific date later than the expected placement date.  

You must give notice to the Farm no more than seven days after you and/or your spouse, civil partner or 

Partner were notified of having been matched with the child (or, if this is not possible, as soon as you can).  

We may require a signed declaration from you that you are taking OPL for a purpose for which it is 

intended; namely, to care for the child or to support your spouse, civil partner or partner in caring for the 

child.  

A signed "employee declaration" confirming that:  

 You have been matched for adoption with the child;  

 You are either the spouse, partner or civil partner of the child's co-adopter; and  

 A written "adopter declaration" from the child's adopter stating their name, address and national 

insurance number; the date they intend to return to work; that you are their spouse, partner or civil 

partner; and that they consent to us processing the information they have provided.  

We will write to you to confirm the start and finish dates of your OPL within 28 days of receiving your leave 

notice, your employee declaration and the adopter's declaration.  
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We may require you to provide the following:  

 The name and address of the adopter's employer or, if they are self-employed, their business address.  

 Documentary evidence issued by the adoption agency that matched you with the child which confirms:  

 The name and address of the adoption agency;  

 The date on which you were notified that you had been matched with the child; and  

 The date on which the agency expected to place the child with you.  

Changing the dates of OPL   

Where you are to take OPL in respect of a child's birth, you can give us written notice to vary the start date 

of your leave from that which you originally specified in the notice given under paragraph “Notification of 

Birth” 

This notice should be given:  

 Where you wish to vary your leave to start on the day of the child's birth, at least 28 days before the 

first day of the expected week of childbirth.  

 Where you wish to vary your leave to start a specified number of days after the child's birth, at least 28 

days (minus the specified number of days) before the first day of the expected week of childbirth.  

 Where you wish to vary your leave to start on a specific date (or a different date from that you 

originally specified), at least 28 days before that date. 

Where you are to take OPL in respect of a child's adoption, you can give us written notice to vary the start 

date of your leave from that which you originally specified in the notice given under paragraph 

“Notification of Adoption”  

This notice should be given:  

 Where you wish to vary your leave to start on the day that the child is placed with you or the adopter, 

at least 28 days before the expected placement date. 

 Where you wish to vary your leave to start a specified number of days after the child's placement, at 

least 28 days (minus the specified number of days) before the expected placement date.  

 Where you wish to vary your leave to start on a specific date (or a different date from that you 

originally specified), at least 28 days before that date.  

 If you are unable to give us 28 days' written notice of the wish to vary the start of your leave as set out 

above, you should give us written notice of the change as soon as you can.  

If you are unable to give six weeks' notice you should give us written notice of your wishes as soon as 

possible if you wish to discuss varying or cancelling your OPL in these circumstances you should speak to 

the manager.  

Statutory Paternity Pay  

In this paragraph, ‘relevant period’ is defined as:  

 In birth cases, the eight-week period ending immediately before the 14th week before the expected 

week of childbirth.  

 In adoption cases, the eight-week period ending immediately before the week in which you or your 

spouse, civil partner or partner were notified of being matched with the child.  
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If you take OPL in accordance with this policy, you will be entitled to ordinary statutory paternity pay 

(OSPP) if, during the relevant period, your average weekly earnings are not less than the lower earnings 

limit set by the government.  

OSPP is paid at a prescribed rate which is set by the government for the relevant tax year, or at 90% of your 

average weekly earnings calculated over the relevant period if this is lower. For details of the current 

prescribed rate, please contact the manager.  

Terms and Conditions during OPL 

All the terms and conditions of your employment remain in force during OPL, except for the terms relating 

to pay. In particular:  

Benefits in kind such as life insurance, health insurance, gym membership and use of a Farm vehicle if 

applicable shall continue; Annual leave entitlement under your contract shall continue to accrue; and 

pension benefits shall continue.  

During OPL, annual leave will accrue at the rate provided under your contract. Annual leave cannot usually 

be carried over from one holiday year to the next. If the holiday year is due to end during your absence on 

paternity leave, you should ensure that you have taken your full year's entitlement before your paternity 

leave starts. Our holiday year runs from 1st April to 31st March.  

Returning to Work  

You are normally entitled to return to work following either OPL to the same position you held before 

commencing leave. Your terms of employment will be the same as they would have been had you not been 

absent.  

We will deal with any requests by employees to change their working patterns (such as working part-time) 

after paternity leave on a case-by-case basis, in accordance with our flexible working policy. We will try to 

accommodate your wishes unless there is a justifiable reason for refusal, bearing in mind the needs of the 

business. It is helpful if requests are made as early as possible.  

If you do not intend to return to work or are unsure, it is helpful if you discuss this with us as early as 

possible. If you decide not to return you should submit your resignation in accordance with your contract. 

Once you have done so you will be unable to change your mind without our agreement. This does not 

affect your right to receive SPP. 

Parental Leave  

An employee will be entitled to and qualify for unpaid parental leave if they have been continuously 

employed for a year or more and have responsibility for care of a child under 18 years of age for children 

born after April 2015. For children born prior to April 2015, children must be under 5 years of age or under 

18 years of age if disabled. 

Parental leave allows a parent to take time off work without detriment to employment, for the purpose of 

spending time with a child. Examples of reasons could include; helping a child to settle in at a new school, 

taking time to sort out childcare arrangements or wishing to simply spend more time with a child. 

Parental leave applies to both parents.  
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An employee is entitled to 18 weeks in total for each child.  If twins are born each parent will get 13 weeks 

leave for each child.  Parents of disabled children get 18 weeks in total.  Leave may be taken in week-long 

blocks (this minimum period does not apply in relation to a child with disabilities). Employees may not take 

more than four weeks' leave in respect of any individual child during a particular leave year (1st April to 

31st March). The employee must put a request in writing to their manager giving at least 21 days’ notice. 

The request should state the date they wish to commence leave and the period they wish to take, evidence 

of the child’s date of birth or adoption date should be provided, if requested. The Farm can postpone leave 

for up to six months for business reasons, for example, where there is a peak or busy period and to allow 

the period of leave may cause a detrimental effect on the business. Parental leave taken with a previous 

employer will qualify and will be taken into consideration. 

Shared Parental Leave and Pay (SPL and ShPP) 

SPL is available to all eligible parents of babies due, or children placed for adoption, on or after 5 April 2015. 

It provides both parents with the opportunity to consider the best arrangement to care for their child 

during the child’s first year. For births or adoptions prior to this date please refer to the sections for 

Maternity/Adoption and Paternity Leave. 

SPL aims to provide greater flexibility and to allow both parents to share in the care of a new-born or a child 

newly placed for adoption during the child’s first 12 months. This flexibility means that both parents can be 

off at the same time, or alternate their leave allowing either parent to return to work for periods in 

between ‘blocks’ of leave. It is even possible for just one parent to use the SPL, provided both parents are 

eligible, in order to take advantage of the greater flexibility it offers. 

The amount of leave available is calculated using the mother’s entitlement to maternity/adoption leave, 

which allows them to take up to 52 weeks’ leave. If they reduce their maternity/adoption leave entitlement 

then they and/or their partner may opt-in to the SPL system and take any remaining weeks as SPL. This 

means their partner could begin to take SPL while the mother is still on maternity/adoption leave. 

SPL allows parents to share the caring responsibilities evenly or have one parent taking the main caring 

role, depending on their preferences and circumstances. Unlike maternity/adoption leave, eligible 

employees can stop and start their SPL and return to work between periods of leave with each eligible 

parent able to submit three notices booking periods of leave.  

Employees who meet the eligibility criteria detailed below may apply for SPL and, in some cases, ShPP. In 

order to qualify for SPL and where applicable ShPP, the employee or their partner must first curtail their 

maternity or adoption leave. Any remaining untaken entitlement up to 50 weeks leave and pay up to 37 

weeks can then be taken as SPL and ShPP respectively.  

What happens to Maternity/Adoption/Paternity Leave?  

Parents will remain entitled to take maternity, adoption and paternity leave.  However, an eligible mother 

or adopter may now choose to reduce their maternity/adoption leave early and opt into SPL. 

A birth mother must take at least two weeks’ maternity leave following the birth of a child (CML) but can 

otherwise choose to end her maternity leave at any stage.  An adopter can end their adoption leave once 

they have taken it for two weeks. 

Eligibility criteria 

To trigger the right to SPL for one or both parents, the mother must: 
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 Have a partner who is the baby’s biological father, married to the mother or be the mother’s partner 

and have or expect to have responsibility for the child’s upbringing 

 Be entitled to maternity/adoption leave or to statutory maternity/adoption pay or maternity allowance 

(if not eligible for maternity/adoption leave) 

 Have curtailed, or given notice to reduce, their maternity/adoption leave or their pay/allowance (if not 

eligible for maternity/adoption pay) 

A parent who intends to take SPL must: 

 Be an employee 

 Share the primary responsibility for the child with the other parent at the time of the birth or 

placement for adoption 

 Have properly notified their employer of their entitlement and have provided the necessary 

declarations and evidence 

In addition, a parent wanting to take SPL is required to satisfy the ‘continuity of employment test’ and their 

partner must meet the ‘employment and earnings test’.  

Continuity of Employment Test The employee has worked for the same employer for at least 26 weeks at the end of 

their 24th week of pregnancy or the matching date for adoption and is still working for 

the employer at the end of each leave period. 

Employment and Earnings Test In the 66 weeks leading up to the expected due date/matching date, the employee has 

worked for at least 26 weeks and earned an average of at least £30 a week in any 13 

weeks 

 

SPL can:  

 Start on any day of the week 

 Only be taken in complete weeks (so if SPL lasts for one week and begins on a Tuesday it will finish on 

the following Monday)  

 Be taken using three separate notices to book leave 

 Be taken by the partner, while the mother is still on maternity/adoption leave if the mother reduces 

their entitlement to maternity/adoption leave  

If an employee is eligible for, and intends to take SPL they must provide a notice of entitlement to take SPL. 

The notice of entitlement must be submitted at least eight weeks before the employee intends to take a 

period of SPL. The notice of entitlement to take SPL must include:  

 How many weeks maternity/adoption leave (or maternity/adoption pay or maternity allowance if the 

mother was not eligible for maternity/adoption leave) has been/will be taken  

 How much leave both parents are entitled to take  

 How much leave each parent intends to take  

 When they expect to take their leave  

 The signatures of both parents  

SPL may be taken at any time within the period which begins on the date the child is born/date of the 

placement and ends 52 weeks after that date. You are entitled to submit three separate notices to book 

leave. Leave must be taken in complete weeks and may be taken either in a continuous period (e.g. for a 

period of 6 weeks), which an employer cannot refuse, or in a discontinuous period (e.g. four weeks’ SPL 
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followed by three weeks back at work, followed by a further four weeks’ SPL), which the employer can 

refuse. If a request for discontinuous leave is refused then the total amount of leave requested in the 

notice will automatically become a continuous block. The employee will then have to decide whether to 

take the leave as a continuous block or to withdraw the request. 

Shared Parental Pay (ShPP) 

A mother, subject to certain criteria, will be entitled to statutory maternity pay / adoption pay / maternity 

allowance for up to 39 weeks.  If the mother gives notice to reduce their entitlement before they will have 

received it for 39 weeks, then any remaining weeks could become available as ShPP. 

If both parents qualify for ShPP, they must decide who will receive it, or how it will be divided, and they 

must each inform their employer of their entitlement. To qualify for ShPP, an employee needs to have met 

the ‘continuity of employment test’ and their partner must meet the ‘employment and earnings test’.  In 

addition, the employee must also have earned above the Lower Earnings Limit (the amount of gross weekly 

earnings that allow an employee to qualify for certain state benefits) in the eight weeks leading up to the 

end of the 25th week of pregnancy or the matching date, and must still be employed with the same 

employer at the start of the first period of ShPP. 

If the employee’s employment ends while they are still entitled to some ShPP, then any remaining weeks 

will usually remain payable unless they start working for someone else. 

If the employee intends to claim ShPP, they must give notice, which must include:  

• How much ShPP both parents are entitled to take  

• How much ShPP each parent intends to take  

• When they expect to take ShPP  

• A declaration from the employee’s partner confirming their agreement to the employee claiming 

their amount of ShPP.  

ShPP is paid at a rate set by the Government which is usually changed each year. 

Shared Parental Leave in Touch (SPLIT) Days 

You may wish to continue to keep in touch with the company during your shared parental leave and/or 

may want to have the opportunity of attending certain meetings, work related events or training courses. If 

you do wish to do this, you will, subject to the company’s agreement, be able to attend work and be paid 

accordingly for up to 20 days without this affecting your shared parental leave and pay.  Should you wish to 

do this, please advise your manager to discuss arrangements. 

When you return 

When you return to work following a period of SPL you are entitled to return to the same job if the 

combined leave period (comprising of maternity/paternity/adoption and shared parental leave) totalled 26 

weeks or less. This is unaffected by unpaid parental leave of up to four weeks being taken as well.  

In the case where the number of weeks of maternity/paternity/adoption and SPL exceeds 26 weeks in 

aggregate, or the total number of unpaid parental week exceeds four weeks, you will be allowed to return 

to the same job unless it is not reasonably practicable, in which case we must offer a suitable and 

appropriate job on terms and conditions that are no less favourable.  
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Time off in lieu - TOIL  

TOIL can only be given with prior authorisation by the line manager. A maximum of 15 hours can be 

accumulated. Toil can only be taken at the convenience of the organisation and with authorisation from 

your manager. There is a time limit of 6 months to take the leave. Any toil not taken within 6 months will be 

lost. No payments in respect of untaken toil will be made. 

 

 


